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CHAPTER 1 

COMMUNICATION 

 

 

INTRODUCTION 

“Communication (from Latin communicate, meaning ―to share‖) is a process of exchanging 

information, ideas, thoughts, feelings and emotions through speech, signals, writing, or 

behavior.  

 

The main steps inherent to all communication are: 

1. The purpose or reason for the communication. 

2. The contents of the message. 

3. The medium used for conveying the message. (For example, internet, written text, 

speech, pictures, gestures and so on). 

4. Transmitting the message. 

5. Messages are often misinterpreted due to external disturbances such as noise created by 

humans, traffic and natural forces. These factors can result in miscommunication. 

6. Receiving the message. 

7. Deciphering and making sense of the message. Decode. 

8. Interpreting and figuring out what the receiver thinks is the real message. 

 

 

THE BROAD CATEGORIES OF COMMUNICATION ARE 

Based on communication channels- 

1. Verbal 

2. Non verbal 

3. Visual 

 

Based on purpose and style- 

1. Formal 

2. Informal 

 

1. Verbal: Verbal communication involves the use of words and language in delivering the 

intended message.While categorizing ‗types‘ of verbal communication the written and oral 

form of communication are included. 

 

 

• Written communication includes letters and documents, e-mails, reports, handbooks, 

brochures, various chat platforms, SMS and any form of written interaction between 

people.  

 

• Oral Communication refers to communication through the spoken word, either face-to-

face, telephonically, via voice chat, video conferencing or any other medium. Formal 

medium like lectures, conferences, seminars, meetings and informal conversations, chit-

chat, gossip etc are part of oral communications. 



 

 

 Verbal communication is the easiest, fastest, and the most successful form of 

communication. Yet, surprisingly according to research, it comprises of only seven 

percent of all human communication! 

 

2. Nonverbal Communication: Nonverbal communication is the process of 

communicating by sending and receiving wordless messages.  

 

 

• Physical nonverbal communication: An individual‘s body language that is, facial 

expressions, stance, gestures, tone of voice, touch, and other physical signals 

constitute this type of communication.  

•  

Research estimates that physical, non-verbal communication accounts for 55 percent 

of all communication.  

• Paralanguage: The way you say something, more than the actual words used, reveal 

the intent of the message, The voice quality, intonation, pitch, stress, emotion, tone, 

and style of speaking, communicates approval, interest or the lack of it. Research 

estimates that tone of the voice accounts for 38 percent of all communications. 

• Aesthetic communication: Art forms such as dancing, painting, sculptor, music are 

also means of communication. They distinctly convey the ideas and thoughts of the 

artist. 

• Appearance: Appearance is usually the first thing noticed about a person.  

• Symbols such as religious, status, or ego-building symbols 

 

3. Visual Communication: Visual communication through visual aids such as signs, 

typography, drawing, graphic design, illustration, color and other electronic resources 

usually reinforces written communication.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Formal & Informal Communication 

 

• Formal communication: Formal communication, both oral and written, follows certain 

rules, principles and conventions in conveying the message.  

 

Vertical: Information can flow upwards or downwards in the organization.  

Horizontal: Horizontal communication that involves communication between two parts 

of the organization at the same level.  

Diagonal: Cross-functional communication between employees at different levels of 

the organizational hierarchy is described as diagonal communication.  

 

 

Informal communication:  

Informal Communication is the casual, friendly and unofficial. It is spontaneous 

conversation and exchange of information between two or more persons without 

conforming to the prescribed official rules, processes, systems, formalities and chain of 

command.  

 

Informal communication is between family, friends, neighbors, members of the community 

and other social relations that are based on common interests, tastes and dispositions. 

Information can flow from any source in any direction. 

 

Such communication is called ‘grapevine’ - gossip in the once.  

 

NETWORK IN COMMUNICATION 

A communication network refers to the method and pattern used by members of an 

organization to pass on information to other employees in the organization.  

 

The most common networks followed in organisations are the following: 

 

1. Vertical Network: 

The vertical network is a formal network. It is usually between a higher ranking employee 

and a subordinate. In this two-way communication, immediate feedback is possible. 

 
 

 



 

 

2. Circuit Network: 

When two persons communicate with each other sending messages and feedback, they 

form a communication circuit. Therefore it is known as circuit network.  

The two people interacting can be colleagues placed at the same hierarchical level in the 

organization. 

 
3. Chain Network: 

The communication pattern that follows the chain of command from the senior to the 

junior is called the chain network. Communication starts at the top, like from a CEO, and 

works its way down to the different levels of employees. The chain network often takes 

up time, and communication may not be clear. 

 
4. Wheel & Spoke Network: 

This is an organization where there is a single controlling authority who gives instructions 

and orders to all employees working under him/her. All employees get instructions 

directly from the leader and report back to him/her.  

 
5. Star Network: 



 

 

The star communication network has multiple channels of communication open between all 

members. This network propagates group communication and is essential where teamwork 

is involved.  

 
 

 

 

THE CHARACTERISTICS OF EFFECTIVE COMMUNICATION 

 

1. Clear 

2. Concise 

3. Concrete 

4. Coherent 

5. Complete 

6. Courteous 

7. Listening for Understanding 

8. Focus and Attention 

9. Emotional Awareness and Control 

 

Barriers in Communication:  

 

1. Physical barriers 

2. Organizational structure barriers 

3. Language barriers 

4. Cultural barriers  

5. Emotional barriers 

6. Attitude barriers 

7. Perception Barriers 

8. Physiological barriers 

9. Technology barriers 

10. Gender barriers 

 

 

 

 

 

 

 



 

 

 

4. COMPREHENSION PASSAGES 

 STRATEGIES FOR ATTEMPTING COMPREHENSION PASSAGES 

Strategies for attempting comprehension passages- 

1. Read the passage quickly to understand the main idea. 

2. It is advisable to underline the main points, identifying key words and 

statements, while reading the passage. 

3. Scan through all the questions. 

4. It is beneficial to underline the detail/ information asked for in the 

questions to avoid misinterpretation of the question.. 

5. Reread the passage, marking the specific information related to questions. 

6. Sometimes readers feel none of the given choices answer the question. 

Again, it is reiterated that reread and choose carefully. 

7. Finally, review before you move on to the next question. 

 



 

 

Passage 1 

Read the passage carefully and answer the questions that follow: 

What is spirituality? It is nothing but living life sensibly, striking a balance 

with your material life, neglecting neither. We have around us the immediate 

reality, the world. Living sensibly, and perfectly in this world is important 

and is our immediate goal. We have to consider both material and spiritual 

parts. We have to burn karmas by meditation and gain freedom from all types 

of bondages. We have to gain freedom at several levels before achieving the 

final freedom, Moksha, the ultimate goal. We have to emote and think 

without any past influences; this is possible by meditation. Meditation is a 

must even to live our material life sensibly. But mere meditation won‘t make 

us spiritual. We have to allow the influence of meditation into our daily life. 

So from now, let us step complaining, grumbling and feeling disgusted 

with the systems we have. Let us begin channeling Light to these systems 

and the people, instead. Of course, we complain about others. Sometimes 

by mistake, we also grumble about and condemn ourselves. 

We know, when we channel light, we can bring changes and completely 

prevent destruction or minimize it, at least. Let us change ourselves. Then 

the systems change automatically. If you change, people around you also 

change. So channel light daily for at least seven minutes- Heal yourself and 

the world. 

(Source: The Speaking Tree) 

Q1. Give a suitable title to the passage. 

Q2. Express the main idea of the passage in two to three sentences. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Passage 2 

Read the passage carefully and answer the questions that follow: 

The Internet has changed our world. It has been defined as ‗a world-wide 

broadcasting capability, a mechanism for information dissemination, and a 

medium for collaboration and interaction between individuals and their 

computers without regard for geographic location‘. Instant communication on 

various social networking sites is an ou shoot of the internet revolution. 

Though these sites have numerous advantages in terms of connectivity and 

sharing information, and are increasingly becoming a part of everyday life of 

people; they are being misused by anti-social elements, terrorist 

organizations, governments, various institutions and the public at large. 

Twitter, instagram, snapchat, blogs, whatsapp, virtual worlds, and specific 

social networking sites like Facebook are an inseparable part of our lives in 

the modern world. 

One of the biggest disadvantages is loss of privacy by individuals. Social 

networking sites ask for a great deal of personal information, and it is 

possible for people in all parts of the world to see that information. There 

are privacy settings for these sites, but many people are either unaware of 

them, or are careless about guarding their personal information. Besides, 

the information creates a ―digital footprint‖ that cannot be easily erased. 

Many share inappropriate content and pictures on which can be misused 

by unscrupulous elements and cause irreparable damage to reputations. 

There have been innumerable examples of sexual exploitation of young boys 

and girls on social media. Inappropriate photographs, messages, and private 

content that they shared on the site, is used to blackmail them. Numerous 

instances of pictures being morphed, and used to ruin reputations, have been 

reported. Sexual predators make fake profiles, befriend young people and 

take advantage of them. Celebrities and ordinary citizens are trolled 

maliciously on twitter if their opinions are disliked by a certain section of 

their followers. Explicit sexual threats are posted on their accounts. 

Cyber bullying has become a common phenomenon on social networks. All 

most all teenagers admit to being a target of such bullying at least once in 

their lives. People are abused, reviled and mercilessly teased. Being 

malicious, unkind and cruel is fun for some people. Others use the medium 

to send an intimidating message, start a nasty rumor, or upload 

embarrassing photos. It‘s possible to be completely anonymous as well, so 

there is less chance of getting caught. Such bullying causes lasting 

psychological damage to the victims. Many have been known to have taken 

the extreme step of committing suicide.  

Another problem that has been highlighted by psychiatrists is ‗internet 

addiction disorder‘. Many people literally live out their lives on social media. 

Every event and happening has to be shared on Facebook. Their lives revolve 

around the number of likes and comments they get on their posts. 



 

 

Unfortunately, many of these comments are insincere and fake, thus giving 

the individual incorrect perception of himself / herself. Moreover, this 

addiction consumes a lot of time which would be otherwise productively used 

for the benefit of the body and mind. 

Contrarily, interacting on internet is also known to have caused a loss of 

social skills. Many people feel comfortable chatting with a person online than 

in engaging in a face to face verbal conversation. More importantly, you can 

do all kinds of things you could never do in real life, like giving hugs and 

kisses to everyone, which you would rarely do in real life. And you can give 

yourself a completely unique identity. Sometimes people start to prefer their 

fake online lives to their actual lives, and this is when social networking sites 

start to negatively auect social skills 

Another issue gaining ground is spreading of fake news on the internet. 

Enormous amount of information  on social, political, economic, health related 

information is available on various sites. There are serious social 

ramifications of circulation of such false information. The government is 

making attempts to bring in laws   to control this phenomenon. 

In conclusion, the advice is that, like everything else, use social media in 

moderation and with wisdom. 

Q1. We lose privacy on social networking sites because 

a) We put many photographs on the site. 

b) Sites require us to share a great deal of our personal information. 

c) We choose wrong friends. 

d) Youngsters are generally careless. 

Q2. Cyber bullying is common because 

a) There are many bullies everywhere. 

b) People are mean and unkind. 

c) It‘s very easy to ―hack‖ into another person‘s profile. 

d) It is quick and easy to post nasty comments anonymously on social media 

sites. 

Q3. What is the negative influence of ‗social networking‘ in the context of the passage 

a) It takes away our identity. 

b) We do not make many friends. 

c) We network with friends and colleagues easily and frequently. 

d) It can lead to loss of social skills. 

Q4. Which of the following is not a byproduct of social networking (in the passage)? 

a) Sexual predatory 

b) Damaging of social skills 

c) Ability to make many friends 



 

 

d) Waste of great deal of time 

 

 

Q5. Which of the following words is most similar to ‘intimidating’ as used in the 

passage 

a) To get intimate with someone 

b) To frighten or threaten someone 

c) To become personal 

d) To be too friendly 



 

 

 

  

Passage 3 

Read the passage carefully and answer the questions that follow: 

Automation and Artificial Intelligence 

Automation and artificial intelligence are the buzz words which have created 

excitement and commotion in the industry and economy. AI is the simulation 

of human intelligence processes by machines, especially computer systems. 

These processes include learning (the machines acquire knowledge of rules 

for using the information), reasoning (using the rules to reach approximate 

or definite conclusions), and self-correction. 

Scientific and technological advancements have lead to the invention of 

sophisticated machines, robots and software which surpass humans in 

physical and cognitive functions. This means that there is increased 

profitability which leads to economic growth. However, the downside is 

loss of traditional jobs and increasing unemployment in varied sectors of 

the industry which has a ripple euect on, and serious implications for the 

society. 

As governments, organizations and workforce all over the world grapple with 

this phenomenon, one recalls the words of the U.S. president, Lyndon B. 

Johnson in 1964. He had said at that time, ―If we understand it, if we plan 

for it, if we apply it well, automation will not be a job destroyer or have a 

family displaced. Instead, it can remove dullness from the work of man and 

provide him with more than man has ever had before.‖ It also brings to fore 

the words of Isaac Asimov, who had said that, ‗there is no way but onwards‘, 

in relation to scientific inventions impacting human lives. 

The McKinsey Global Institute has published a report on automation and 

its potential euects on productivity. According to them, activities that 

involve data collection, data processing, and physical work in factories in 

sectors such as manufacturing, food services, transportation and 

warehousing, and retail will be the most auected. 

On one hand, AI and automation will open new avenues for individuals, certain 

sections of the industry and the economy, but on the other hand, they will 

also lead to loss of jobs of millions across the world, creating an unhappy, 

dissatisfied and disgruntled population. It will also mean more money 

allocation by  the state for social welfare. Thus, the need of the hour is to 

have strategies and policies that could increase the benefits of AI and 

diminish its negative impact. 

Oscar Salazar, who built the app for a startup idea that we now call Uber, 

says he thought very little about how the application would impact 

society, and the large number of drivers who would lose a source of 

income. ―We are all responsible,‖ he said at the Milken Global Conference 



 

 

in Los Angeles. ―We are adding technology to a society without thinking 

about the consequences. I think government, industry and society need to 

work more together, because it is going to get crazier and crazier.‖ 

According to him, the technology companies who create AI, must not only 

participate in the discussions on the euects of the automation, but also 

take responsibility for them. 

It is certain that AI-driven automation will influence and change the 

economy over the coming years and decades. The challenge for all 

stake holders and policymakers will be to update, strengthen, and 

adapt policies to respond to the economic effects of AI. The solution, 

it seems, lies in identifying skills required in the job market in the 

future; re-skilling and retooling workers for the new job scenario; 

revamping education for jobs of the future; and also support and 

develop AI for its many benefits. 

Though no one can be certain how much and how far the human race will 

benefit from AI, or what drawbacks and disruptions people across the 

globe will face because of it, the need to be prepared for its impact on an 

individual, community, national and international level is vital and 

necessary in the future. 

Q1. What is ‗artificial intelligence‘? 

a) Intelligence feigned by some humans. 

b) Intelligence exhibited by machines and software. 

c) Intelligence which is based on falsehood. 

d) Inappropriate intelligence. 

Q2. Oscar Salazer says, ‗We are all responsible‘. For what does he hold us responsible? 

a) For creating new jobs in the industry. 

b) For developing new software for industry. 

c) For creating technology leading to loss of jobs. 

d) For creating new start ups. 

Q3. The way forward for the tech community is 

a) To develop more software. 

b) To create an environment in which employees feel comfortable. 

c) To participate in discussions. 

d) To train the existing workforce for tech jobs of the future. 

 

 

 

Q4. Which is the closest meaning of a ‗startup‘ in the context? 

a) To start something new. 



 

 

b) An insolent person. 

c) A young company that is just beginning to develop. 

d) Fresh and modern. 

 

Q5. Isaac Asimov says, ‗There is no way but onwards.‘ He means that 

a) We have to move forward quickly. 

b) Science and technology are bringing rapid changes in our lives. 

c) Further development in science and technology will find solutions 

to problems created by new inventions. 

d) Moving on with life is the only option available to us in the current 

scenario. 

 

 

Passage 4 

Read the passage carefully and answer the questions that follow: 

Cerebral Matter 

The human brain has been examined for ages in an attempt to understand its 

structure and functioning. Scientists, over time, have indicated that the slow 

decline of brain as you age is inevitable. It is true that after the age of forty 

the brain begins to lose volume. However, it has recently been discovered 

that if we continue to keep it active by using it to learn multifarious new and 

challenging skills and activities, it will improve instead of declining. Research 

shows that we can not only change the way we think and feel, but that those 

thoughts and feelings can change the very physical workings of the brain-

it is called neuroplasticity. And that means the brain you own is the one 

you build, and you are building it every day with what you do. Exercise and 

nutrition are key, and genetics plays a role, of course. 

A US study recently published findings on online brain training games, 

concluding that the games-which challenge memory and reasoning skills-

could cut the risk of dementia by a third. Experts described these 

results as ―spectacular‖. 

But there are other changes you can make that have a proven impact on 

brain function. You need to challenges you brain so find something really 

diflcult and new that you like to do-and do it. Numerous studies prove 

that the more mentally active you stay, the longer you stay mentally 

active, building new networks among your brain cells. Build a boat, learn a 

language, make art, make music-and don‘t retire from life when you stop 

working. Studies show that the educated brain stays sharp longer, so keep 



 

 

learning-or even better, teach a class. 

The healing benefits of sleep are obvious. Now studies show that it 

enhances memory if you sleep within a few hours of learning something 

new-and that sleep deprivation disrupts memory formation. These studies, 

both from the US, found that even a very short sleep after learning 

strengthens memory. It appears that our unconscious (or autonomic) 

nervous system stays at work while we sleep, seemingly consolidating all 

that new learning. 

And don‘t forget naps. Even very short ones can enhance memory and improve 

learning. Sara Mednick, a professor of psychology at the University of 

California, Riverside, author of Take a Nap! Change Your Life and co-author 

of one of the sleep studies, has said that napping between 15 and 90 minutes 

of great for the brain and can be as good as a whole night‘s sleep. 

Dozens of studies show meditation reduces stress. And newer studies show 

meditation also physically changes the brain. Ongoing studies from Richie 

Davidson at the Center for Healthy Minds at the University of Wisconsin-

Madison, USA, have shown meditation increase grey matter in parts of the 

brain associated with flexibility, memory and learning, and also executive 

function-the ability to solve problems and make choices. While the most 

dramatic changes were seen in brains that had been meditating for decades, 

measurable brain changes were seen after only a few months. 

( Source: The Week) 

Q1. Neuroplasticity refers to 

a) Ability of brain to form and reorganize connections to remain active and 

young 

b) Flexibility of the brain 

c) Challenging and stretching the brain 

d) Change thoughts and feelings  

Q2. The brain remains active and agile if 

a) Eat nutritious food 

b) Meditate 

c) Build new networks in the brain by learning new things 

d) All of the above 

 

Q3. The best way to prevent dementia is 

a) Exercise everyday. 

b) Control your thoughts and feelings. 

c) Meet many people frequently. 

 Enhance memory, reasoning skills and continue learning all your life. 



 

 

Q4. Sleeping is 

a) Detrimental for physical and mental health. 

b) Makes you lethargic. 

c) Beneficial for all brain functions. 

d) Disrupts memory formation. 

 

Passage 5 

Read the passage carefully and answer the questions that follow: 

‗Chanakya Neeti‘ is synonymous with efficient statecraft around the 

world, and Chanakya is India‘s face of political statecraft and the rich 

political understanding of its ancient heritage. No political efficiency is 

devoid of understanding Chanakya and his ways of statecraft. In fact, he 

showed the world what political theory is in practice. Ancient Indian 

history is incomplete without a reference to his ways of statecraft and 

politics. 

Chanakya amazes any scholar with his multifaceted character, but it had 

a distinct focused aim. He was more about philosophy and thoughts put 

into action. He does not bore you with his philosophical theory but 

engages you to think, act and achieve what you dream of. He overthrew a 

mighty empire and put in the throne a humble man like Chandragupta 

Maurya. He identified the potential ruler from a group of children, thus 

gave the world a great sovereign who united the Indian subcontinent into 

a political and administrative unit. 

For sure, Chanakya‘s mental capabilities were superb. The modern global 

diplomacy revolves around his principal of ‗saam, daam, dand, bhed‘ (persuade, 

purchase/ set a price upon, punish, exploit the weakness). His ‗Arthashastra‘ 

elevates the state to a position where service to it entails imperatives 

unknown to morality. 

Chanakya would be identified as a professor of political science and 

economics at Taxila. He was an economic, political and royal adviser and a 

think tank, and can be credited to have given India its first complex 

united empire. 

Q.1. ‗Chanakya Neeti‘ is 

a) An individual 

b) A political treatise 

c) A philosophy 

d) A complex way of thinking 



 

 

 

Q2. Chanakya amazes scholars because of 

a) His character 

b) His focused aim 

c) Boring political philosophy 

d) Ability to get people to think, act and achieve their dreams. 

Q3. In ‗Arthashastra‘ Chanakya places the interests of the state 

a) Below moral responsibility 

b) At par with moral responsibility 

c) Above any moral responsibility 

d) The state has nothing to do with moral responsibility  

Q4. The modern day global diplomacy follows the principle of 

a) Reward, request, entreaty and punishment 

b) Request, cajole, threaten and persuade 

c) Purchase, punish, request and accept 

d) Persuasion, exploitation, punishment and purchase  

Q5. Pick out words from the passage which means 

a) involves 

b) Raises 

 

Passage 6 

Read the passage carefully and answer the questions that follow: 

RBI GETS POWER TO ACT AGAINST DEFAULTERS 

The government has promulgated an ordinance empowering the Reserve 

Bank of India (RBI) to issue specific instructions to banks to act against 

defaulters and also initiate bankruptcy and insolvency proceedings under 

the law, while promising more steps to ensure that banks get cracking 

on tackling bad debt amounting to over Rs 6 lakh crore. 

While details of additional steps will be announced shortly, finance 

minister Arun Jaitley told reporters that new targets, being fixed for 

the state-run lenders as part of the annual exercise, will link additional 

equity support to immediate ―cash release initiatives‖, such as sale of 

assets, closure of non-profitable branches, steps to turn around the 

business and strengthening of credit appraisal process. 

While some of the steps such as sale of non-core assets have been 



 

 

discussed in the past too, banks failed to make much headway. For the 

moment, the government has focused on the legal provisions through 

the ordinance to let the RBI to issue ―directions to any banking 

company or banking companies to initiate insolvency resolution process 

in respect of a default under the provisions of the Insolvency and 

Bankruptcy Code (IBC), 2016‖. 

The ordinance also empowered the RBI to set up sector oversight 

panels that will help shield bankers from possible action by 

investigative agencies looking into loan restructuring proposals. The 

fear of agencies   such as the CBI, the Comptroller & Auditor General 

and the Central Vigilance Commission have been cited  by bankers to 

hold back decisions. 

―A Committee which oversees such JLF (Joint Lenders Forum) 

arrangements is one step which will give  them (bankers) this comfort 

level,‖ finance minister Arun Jaitley said at a press conference. An 

amendment is also proposed to the Prevention of Corruption Act, for 

which a Bill was introduced in parliament. The standing committee has 

submitted its report on it and a revised Bill will be introduced in 

parliament soon. 

Jaitley – who made no bones about ―unacceptably high level of non-

performing assets (NPAs)‖ hindering the capacity of lenders to 

fund economic activities said the government has also given a one-

time general authorisation to the RBI. The ordinance, recommended 

by parliament on Wednesday, was promulgated by President Pranab 

Mukherjee on Thursday evening. The ordinance, which inserts two 

new provisions into the Banking Regulation Act 1949, will have to be 

placed in parliament for approval in the monsoon session. 

―The object of this act is that the present status quo cannot continue. 

And, the present status quo is that not much was moving and 

therefore paralysis in the name of autonomy is detrimental to the 

economy itself and therefore really requires to be broken,‖ Jaitley 

said. He said the move will expedite commercial decisions of banks. 

The minister said one of the objects is that ―when bankers take 

commercial decisions on commercial and banking considerations, they 

must have adequate comfort level‖. 

(source: The Times of India) 

Q1. The Reserve Bank has been empowered to 

a) act against loan defaulters. 

b) begin bankruptcy and insolvency proceedings against many people. 

c) tackle bad debt by withdrawing money from accounts of defaulters. 

d) give warning to loan defaulters. 

Q2. Bankers do not take action against defaulters because they 



 

 

a) have no powers to do so. 

b) fear action by investigative agencies. 

c) are forbidden to do so by forces in power. 

d) have no desire to do so. 

Q3. According to Mr. Jaitley, the present status quo cannot continue as 

a) it is detrimental for the economy. 

b) nothing is moving forward. 

c) borrowers are taking the banks for granted. 

d) the banks have to do something. 

 

Q.4. Which is the most appropriate meaning of ‗status quo‘ 

a) high status in society 

b) the status quotient in society 

c) existing circumstances 

d) poor circumstance 



 

 

 



 

 

 

5. NOTE MAKING 

Strategies for Effective Note Making 

 Read the text at least twice. The first time to get an overview or to 

identify the main idea and the second time to draw important points. 

 Frame a heading / title based on the main idea. It should be short. Avoid using 

long sentences as a title. 

 Look at how the main idea been presented and developed. Normally there 

are three or four subordinate/ associated ideas. You can frame 

subheadings based on these. 

 Ignore information or points which are less important. Be as brief and 

specific as possible. Leave out examples and other unnecessary details. 

 Systematically dividing and sub-dividing the important information, write the 

points in logical sequence. 

 Though you write in phrases or points only, the information should be 

complete. 

 Indent, i.e., suitably space and number the sub-headings and sub-sub points 

 Leave no space for ambiguity 

 Avoid adding your own interpretation. 

 Ensure that you DO NOT change the author‘s intended meaning. 

 Abbreviate often-repeated terms or lengthy words. Any abbreviation 

used should not hamper comprehension. 

 

 

 

 

 

 

 

 

 

 



 

 

 

Linear Note Making Non- Linear Note Making 

Connections between ideas 

are clear Not very visually 

appealing 

Very diflcult to add 

information later Structured 

Made using a format 

Connections between ideas are quite 

clear Very visually appealing 

Normally easy to add information 

later Not very structured 

No fixed format 

For Example 

Electronic Communication Heading 

I. Types of communication  

Sub heading Ia.  

Telephone 

Ib.   Fax   
Sub-point Ic.  

Scan 

Id. Internet 

Id (i) E-mail 

Id (ii)   Skype Sub-sub point Id  

(iii) Blogs 

 

 

NOTE: Try to keep the notes (sub-headings, sub-points and sub-sub points) as 

brief as possible. Most texts or essays can be divided into the following sub- 

headings: 

I) Facts, causes, benefits, and suggestions (for positive content) 

II) Facts, causes, consequences, and solutions (for negative content) 

III) Facts, advantages and disadvantages 

IV) Past, Present, and Future 

 

Indentation 

The act of proper alignment and spacing of written matter is called 

indentation.  

Need for Indentation  



 

 

• Offers a well defined structure. 

• Makes it readable and comprehensible. 

• Increases the objectivity of the content. 

 

Abbreviations / Acronyms / Symbols 

Abbreviations, acronyms and symbols are used in order to save time and 

space Moreover their use can make your notes easier to read. Acronyms 

can be used both (whether you‘re typing or writing by hand), 



 

 

 

The shortened form of a word is called its abbreviation. Example: 

contd.(continued). An acronym is a stand- in for a string of words. Unlike 

abbreviations, they are words consisting of the first letters of each word in 

the name of something. Example: NASA (National Aeronautics and Space 

Administration) 

 

Ways to abbreviate words 

Almost any word can be shortened during note-making. Given below are some 

ideas about how to do this. 

A) Use the beginnings of words. 

One way to shorten a word is to use only the first few letters of the word. 

Example: 

 info - information 

 max.  – maximum 

 stat. – statistics 

 corp. – corporation 

 pop. – popular 

 int. – interest 

 promo. – promotion 

B) Use the beginnings of words with the final letter. 

Sometimes a word can be abbreviated by using the first few letters of 

the word and adding the final letter to it. An apostrophe (‗), may be 

added in the place of the omitted letters. For example: 

 govt. or gov‘t - government 

 interl. or inter‘l- international 

 dept. or dep‘t – department 

 prodn. or prod‘n – production 

 intl. or int‘l – international 

C) Omit vowels 

Abbreviations can also be formed by leaving out the vowels. It is still 

possible to understand the word. Example: 

 prblm – problem 

 schl - school 

 bckgrnd – background 



 

 

 yrs – years 

 flvr – flavour 

 bsns – business 

D) Use the first letter and the last letter of a word. 

Some words, especially those words that have just one syllable, can be 

abbreviated by writing the first and last letter of the word. 

Example: 

 mt - mount 

 qt - quart 

 gl - girl 

 Mr. – mister 

 

E) Shorten the suffix at the end of the word. 

At times words can be abbreviated by shortening the suffix at the end of the 

word. 

 productn - production 

 consistn - consisting 

 processg - processing 

 implem n - implementation 

 decrg - decreasing 

 ckg – checking 

 

 

Common Symbols and Acronyms 

Examples of Symbols 

 

Symb

ol 

Meaning Symbol Meaning 

→ leads to & And 

← caused by % Percent 

↑ Increase $ Money 

↓ Decrease @ At 

> greater 

than 

′ minutes/feet 



 

 

< less than ″ seconds/inc

hes 

∴ Therefor

e 

♂ Male 

∵ Because ♀ Female 

Examples of Acronyms 

 

Acrony

m 

 Acrony

m 

 

CAO Chief Accounting 

Oflcer 

FIFO First In, First Out 

CEO Chief Executive 

Oflcer 

ROE Return on Equity 

CFO Chief Financial Oflcer COD Cash on Delivery 

CIO Chief Information 

Oflcer 

USP Unique Selling 

Point 

CMO Chief Marketing 

Oflcer 

HR Human Resources 

COO Chief Operating 

Oflcer 

PR Public Relations 

CPA Certified Public 

Accountant 

CC Copy To 

CTO Chief Technology 

Oflcer 

FIFO First In, First Out 

DOB Date of Birth AMA Against Medical 

Advice 

SUV Sports Utility Vehicle OTC Over The Counter 

Examples of Note-Making 

TYPE 1- 

Read the following passages and make suitable notes. 

Most twins are fraternal, which means they developed from two separate 

eggs which were fertilized at the same time. Such twins are no more similar 

in physical characteristics than are any other brothers or sisters. About one 

third of twins are identical, which means they developed from a single 

fertilized egg, and usually share a common placenta. Unlike fraternal twins, 

their genetic makeup is identical, so they have very similar physical 



 

 

characteristics, and are always the same sex. 

Twins 

I. Fraternal twins 

a) dvlp from 2 separate eggs 

b) ferti‘n of eggs happens at same time 

c) not similar in phy. chrctrstcs 

II. Identical twins 

a) develop from 1 egg 

b) share com. placenta 

c) Similar in phy. chrctrstcs 

 

Key: 

1. dvlp – develop 

2. ferti‘n – fertilization 

3. phy. – physical 

4. chrctrstcs - characteristics 

 

TYPE 2 

Read the following notes and summarize them using as few words as possible. 

1) The Importance of Strategic Planning 

1. SP entails 

1.1 plan of action 

1.2 tool for large org. & nations 

1.3 tool for ind. 

2. Imp. of SP for people 

2.1 helps bal. b/w passivity & trying to live acc. 

2.2 antithesis to simply drifting 

2.3 smartness to embrace opportunities 

3. Imp. of SP in business 

3.1 provides knwldg about employees 

3.2 max. short/long term  investments 

4. Fundamental steps in SP 



 

 

4.1 creating a plan 

4.2 keeping track of rslts 

4.3 altering course based on rslts 

5. How can we plan for complexities in life? 

5.1 pick area of life which is most challenged 

5.2 start planning for it 

5.3 when that area is stabilized, dev. plan for another aspect 

5.4 learn to dev. skills in making trade-ous b/w various aspects of life 

 

Key 

1. b/w   - between 

2. ind.   - individual 

3. acc  - according 

4. dev. - develop 

5. inv. – investment 

6. rslts - results 

7. SP – strategic planning 

8. max. – maximize 

9. org. – organizations 

 

SUMMARY 

Strategic planning refers to a plan of action. It is an important tool used 

by large organizations, industries, nations and individual. It is important 

because it provides a balance between passivity and living according to 

Plan. Strategic planning leads to smartness in embracing opportunities. 

Planning is important in business because you need to know the individual 

and you need to maximize short-term and long-term investments. The 

fundamental activities in planning include creating a plan, keeping track of 

results and altering course based on results. One can plan for a complicated 

life by picking up an area of life that is most challenged and starting to plan 

for specific areas. When one area is stabilized, start on the other. 

 

 



 

 

 

TYPE 3 

Read the following passages carefully and make notes on it, using 

headings, sub-headings, etc. Use recognizable abbreviations wherever 

necessary. Use a format you consider suitable. Supply an appropriate title 

to it. Also write a summary. 

1) If you are looking for ways to improve your writing skills there is one 

surefire way to accomplish this. Every time we sit down to write an 

article the intention should be to try and keep things short and sweet. 

Good articles are short articles that get a point across with the minimal 

amount of words used. All too often however we find ourselves going ou 

on tangents thereby increasing the length of the article. Euective writing 

skills include the ability to write less and say more but without repetition 

this skill can be hard to develop. 

Here are ways which can make you a better writer. Why say something 

in 100 words that can be said in just 50? Your readers will greatly 

appreciate this. It is always a good idea when writing to finish your 

composition and then let it sit for a while. With a little thought and a 

fresh perspective you can always edit out words, phrases, and even 

paragraphs that are not needed. Getting your point across using as few 

words as possible will give those words you do use more impact. 

Your ability to stick to the subject and get to the point is something 

every reader will appreciate. A common tendency for most writers is to 

sometimes deviate from the main point of their articles. In fact 

meandering away from your intended subject can irritate readers to the 

point where they don‘t even finish reading what you wrote. The additional 

content does not necessarily add any value to the article itself and 

therefore can and should be left out when possible. 

Learn to write so everybody understands you and don‘t try to impress them with 

your vocabulary. 

The need for a dictionary is not what your readers are looking for since this takes 

additional time and is inconvenient. Always write to and for the general audience 

and never assume that they have an appreciation for a verbose vocabulary. This 

only makes their reading all the more diflcult and less enjoyable. 

The best way to improve your writing skills is through repetition. One of 

the most euective writing talents a person can develop is the ability to 

write less and say more. This is particularly true when you write an 



 

 

article since you want to capture the readers‘ attention without boring 

them. As a rule of thumb good articles are short articles. 

(Source: ArticlesFactory.com) 

Improve Your Writing Skills 

I) Cnsldt your thoughts. 

a) use few words 

b) give the topic some thought 

c) edit unwanted words, phrases, and even paras 

II) Stick to the subj. 

a) get rt. to the pt. 

b) do not dvt. from the main pt. 

c) addn content doesn‘t necsrly add any val. 

d) dvting from the topic irritates readers 

III) Write plainly 

a) write for the general public 

b) ensure everybody undrstnds you 

c) use easy vocab 

Key 

1. cnsldt - consolidate 

2. paras - paragraphs 

3. rt. - right 

4. pt. – point 

5. sub. – subject 

6. val. – value 

7. addn – additional 

8. vocab. – vocabulary 

SUMMARY 

If you are looking for ways to improve your writing skills, then there are a 

few things you must keep in mind. The first step is to stick to the subject. 



 

 

Do not divert from the topic. Getting your point across using as few words 

as possible will give those words you do use more impact. Additional 

content does not necessarily add value to the article and may irritate the 

readers. Remember to write for the general public. Use easy vocabulary 

to ensure that everybody understands you. The final step of writing your 

article is to let it sit for a while. Give it a little thought and edit out words, 

phrases, and even paragraphs that aren‘t needed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

6. INTRODUCTION TO BASICS OF WRITING 

Steps for writing: 

1. Selecting a topic: The process of writing begins by selecting a topic for 

writing. The selection maybe made by a teacher, a manager or by the 

writer himself/herself. The first step is to have an idea, theme, issue or 

any subject matter clearly stated. 

2. Brainstorming: The next step is to brainstorm. Once you know the 

topic you have to write on, random thoughts, ideas, information related 

to it, begins to crowd your mind. You may also search for content 

related to the topic. Note down all the points that come up. 

3. Organising your content: This is the framework on which your written 

work stands. First make a list of the main sub points you wish to include. 

Thereafter, put all the subject matter that can be included in that point, 

under the subheading. Next, decide the sequence or order of the points.  

4. Writing: The most important step is writing. The choice of words, an 

interesting beginning of the article, framing of suitable sentences, 

division of paragraphs, inclusion of anecdotes and dialogues and use of 

illustrations and examples, decide whether your written content makes an 

impact on your readers. This is a time consuming and laborious task. You 

write, delete and rewrite before the final product is ready. 

5. Revising: Give yourself a break before you revise your text. This gives 

you a fresh perspective and an enhanced ability to notice errors. At 

this stage you can add or delete content, reorganise matter, and 

improve upon certain sections of your work. 

6. Editing and proof reading: Once the text is ready, it is time to proof 

read it for spelling, grammar, punctuation, and sentence structure 

errors. This can be done by an expert in the field. 

7. Publishing and printing: Once the final document is ready, it can be sent 

for printing, put on a website for readers or be used as a resource 

document. 

 

 

 



 

 

Styles of writing: 

Every writer has his/ her own style of writing. It is a reflection of the 

author’s mood, tone, perspective, personality, and objectives of writing a 

particular piece. However, there are four main types of writing; 

1. Expository 

2. Persuasive/Argumentative, 

3. Descriptive 

4. Narrative 

 

1. Expository 

This type of writing includes- 

• textbooks, 

• research papers 

• news stories 

• encyclopedias 

• instruction manuals 

• Recipes/ any process description 

• Essays 

• Reports 

2. Persuasive/ Argumentative:  

Persuasive writing is common to- 

• editorials 

• speeches 

• business idea 

• complaints 

• critical analysis 

• reviews (books , films, events) 

• advertisements 

6.6  



 

 

To distinguish between an expository and descriptive 

explanation, the reader has to assess whether the writing is 

more subjective or objective. Expository writing is impartial 

and based on facts, whereas descriptive writing is a more 

personalized account by the author. Descriptive writing truly 

attempts to captivate the reader. 

6.7  

3. Descriptive:. 

The descriptive type of writing is common to 

• Poetry 

• Diaries 

• Parts of larger stories 

• Novels 

• Travelogues 
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4. Narrative:  

It is often found in- 

• Novels 

• Screen scripts 

• Plays 

• Stories 

• Legends 

• Poems 

• Autobiographies/ biographies 

• Memoirs 

• Songs 

• Personal essays 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. PRÉCIS WRITING 
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Difference between Précis and Summary 

Usually the word „summary‟ is used loosely to refer to „précis‟. However, there are 

subtle diuerences between them. 

The first and the most important diuerence is that a précis is a brief statement of a 

piece of writing such as a report, article or a chapter from a book; whereas a summary 

is a short account of longer pieces of work such as a thesis or a novel. 

Secondly, the précis follows the order and proportion of the material in the 

original, whereas the writer of the summary is free to change the order and 

proportion if he wishes to do so. 

Another important different between the two is that the précis states only 

the thought of the original text; whereas, the writer of the summary is free 

to interpret the material and to comment on it. 

 

PRÉCIS WRITING PROCEDURE 

Step 1 

Read the passage carefully- more than once if so required. The first 

requirement of the writer is to understand the text well enough to extract 

its central / main idea. 

Step 2 

Decide what facts or ideas in the text are essential and what are of 

secondary or of no importance. It is a good idea to underline the important 
terms and ideas. 

 

Step 3 

Select a suitable title for the proposed précis. 

Step 4 

Collect all the key points and prepare a first draft of the précis, keeping in 
mind the need to reduce the original text to one-third its length. 

The main thoughts expressed in the passage, the ideas it contains, the 

opinions presented and the conclusion arrived at should be a part of the 

rough draft. 

Step 5 

Read the draft. It may so happen that it is too long. Shorten it further, 

if necessary, by omitting anything which is not necessary to the central 

idea or by remodeling the sentences. (Normally, you should succeed in 
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producing a good précis by the second draft.) 

Step 6 

When you have made your second (or final) draft, carefully revise your 

précis to ensure that you have the bare minimum of words necessary to 

express the idea of the passage. Check to make sure that the précis has 

been written in words that are your own and not those of the author. 

Points to Remember 

 A précis must not exceed one-third of the length of the original passage. 

 Identify the central idea and omit unnecessary details. 

 Eliminate wordy expressions from the précis. 

 Avoid unnecessary repetition. 

 Every précis should have a short and appropriate title. 

 It should be written in the words of the précis-writer. 

 The main ideas of the original text should be presented in the same order in the 

précis. 

 Do not introduce ideas of your own in the précis. 

 Do not criticize or change the author‘s ideas. 

 Always use the third person, reported speech and past tense while 

writing a précis. Only universal truths should be written in the present 

tense. 

 

 

 SOLVED EXAMPLE 

1).  Write a précis of the passage given below. 

A life of action and danger moderates the dread of death. It not only gives 

us fortitude to bear pain, but also teaches us at every step the precarious 

tenure on which we hold our present being. Sedentary and studious men are 

the most apprehensive on this score. Dr. Johnson was an instance in point. 

A few years seemed to him soon over, compared with those sweeping 

contemplations on time and infinity with which he had been used to pose 

himself. In the still life of a man of letters there was no obvious reason for a 

change. He might sit in an armchair and pour out cups of tea to all eternity 

would it had been possible for him to do so. The most rational cure after all 

for the inordinate fear of death is to set a just value on life. If we mere 

wish to continue on the scene to indulge our head-strong humour and 

tormenting passions, we had better be gone at once; and if we only cherish 

a fondness for existence according to the good we desire from it, the pang 

we feel at parting which it will not be very server. 
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SOLUTION 

Step 1: 

Identify the main idea: The text discusses people‘s fear of death. It details 

why some people fear death and how this fear can be overcome. 

Step 2: 

Identify the main points / facts: 

a) We do not fear death if we live an active life. 

b) Those people who fear death the most are the ones who spend much time 

sitting and studying. 

c) This happens because they lead an inactive and peaceful life and do not want 

any change. 

d) The most sensible way of ridding oneself of the fear of death is by valuing 

life. 

e) We should be comfortable with the knowledge that life is 

unpredictable and that our hold upon life is very uncertain. 

Step 3: 

Provide a suitable title: The Fear of Death. 

Step 4: 

Write the first draft: 

If we lead an active life facing dangers, we will fear death less. People who 

spend a lot of their time lazing around and leading a peaceful life are the 

ones who are most afraid of death. This is because they do not want any 

change. The most sensible way of getting rid of the fear of death is to value 

life properly. If we do not give unnecessary importance to our life, we will 

not feel the pang of death. 

Step 5: 

Edit your work. 

Remember that the précis cannot be more than a third of the length of the 

original text. Since the given passage is approximately 200 words, the précis 

cannot exceed 65 words. However the first draft consists of 80 words. 

Therefore it needs to be edited. Example: 

„People who spend a lot of their time lazing around and leading a peaceful life 

are the ones who are most afraid of death. This is because they do not want 

any change.‟ can be rewritten more succinctly in the following manner: ‗People, 
who lead a lazy and peaceful life, are the most afraid of death.‟ 
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Step 6: 

Write the final draft. 

The Fear of Death 

If we lead an active life facing dangers, we will fear death less. People, who lead a 

lazy and peaceful life, fear change and are most afraid of death. The most sensible 

way of getting rid of the fear of death is to value life properly. If we do not give 

unnecessary importance to our life, we will not feel the pang of death. 
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Read the following articles and write a précis for each of the following. 

2). India has witnessed great expansion of educational opportunities since the 

attainment of independence. 

However, the disabled children have not yet benefited in any substantial 

manner from the growth in educational facilities. Education of 

handicapped children is not considered important as it is believed that 

such children ultimately become more dependent and non productive. It is 

therefore believed that scarce national resources should not be wasted on 

them. 

Further, it has been our misconceived notion that the education of 

handicapped children requires highly specialized people and as such, it 

must essentially be very costly. Maybe, precisely for these wrong notions, 

we have not been able to involve clinical and educational specialization 

programmes of training and education exclusively meant for handicapped 

children. 

It is encouraging to note that the new National Policy on Education has 

recommended the placement   of such children in regular schools so as to 

provide them with integrated education along with normal students. The 

integrated education will take care of the diuerent needs of various 

categories and types of disabled children. The objective is to place the 

disabled children in ordinary schools for imparting education with the 

help of special teachers, aids and other resources. For fulfilling this 

objective an array of the necessary infrastructure by way of training of 

teachers, provision of equipment and book etc are some of the basic pre-

requisites. Hopefully, the parents and their handicapped children will be 

greatly relieved when the latter are transferred to regular schools. 

 

ANSWER; 

Inclusive Education for Children with Disabilities 

Despite expansion of educational opportunities in India, the disabled 

children have not yet benefited significantly. Due to the belief that 

handicapped children are dependent and non productive and their 

education requires highly specialized teachers, educational 

programmes for handicapped children have never been implemented. 

The new National Policy on Education recommends that such children 

be placed in regular schools where their needs are catered to. 

However, to fulfill this objective, there are prerequisites such as 

training of teachers, provision of equipment and book, etc. Hopefully, 

this recommendation will bring relief to handicapped children. 



 

 

 

3). Interviews are the most common method used by employers to find 

candidates for jobs. Many candidates take the interview process very seriously, 

while others do not. There are 5 interview mistakes that you must avoid if you 
are to secure the job that you want. 

1. Being late 

Apart from a major emergency when everything shuts down, there 

really is no excuse for being late. Take the time to plan your 

journey, estimate how long it will take to get to the interview 

venue and build in time for delays. Plan to arrive 15 minutes before 

your interview time and allow 30 minutes for delays. It is better to 

arrive 45 minutes early than 15 minutes late. 

2. Not knowing about the organisation 

A question to find out what you know about the organisation is almost 

guaranteed. Despite this many candidates are unable to demonstrate 

that they have even done basic research. With the power of the 

internet and more general freedom of information there really is no 

excuse. 

3. Not knowing why you want the job 

This is another interview favourite. The interviewer knows that you 

need to earn money so make sure this is not your response. Is it 

something about the businesses reputation, the challenges it faces, 

the segment of the market it serves, style of management or 

progression prospects. Whatever it is be clear on why you want the 

job. 

4. Not knowing yourself 

A question about your strengths and weaknesses will come up in some 

form or other. Clearly you don‘t want to come up with a weakness 

that will blow away your chances of getting the job, but at the same 

time you need to demonstrate self awareness. Think of 3 strengths 

and 3 development areas that you will talk about in the interview. 

5. Asking about salary 

Good interviewers will give you the opportunity to ask them questions. 

Poorly prepared candidates    will not make the most of this 

opportunity. They will ask (before they have been ouered the job) 

about salary, benefits and holidays. The well prepared candidate will 

focus on questions about promotion prospects, training and 

development, the future direction of the company and what it is like 

to work in the organisation. 

Interviews are challenging for both the interviewer and candidates. 

By avoiding some of the most common mistakes, you can greatly 



 

 

increase your chances of success. 

Source: Free Articles from ArticlesFactory.com 

 

 

ANSWER: 

 

                Interview Mistakes that Must be Avoided 

Since interviews are still the most common method of selecting 

candidates for jobs, there are some mistakes that you must avoid 

making during an interview: 

1. Being late: There is no excuse for being late, so plan in a manner 

that you arrive a few minutes earlier. 

2. Not knowing about the organization: Since it is certain that 

you will be asked a question regarding what you know about the 

organization, you must do a basic research before you arrive for 

the interview. 

3. Not knowing why you want the job: Your interviewer would want 

to know why you want the job. Have something to tell them apart 

from the fact that you need to earn money‘. 

4. Not knowing yourself: You need to demonstrate self 

awareness. Think of strengths and development areas that you 

will talk about in the interview. 

5. Asking about salary: When given a chance to ask questions, 

enquire about things like training and development, instead of 

enquiring about salary and perks. 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 



 

 

   8. ARTICLE WRITING 

An article is usually considered part of informal writings. There are no rules or 

techniques to abide by while writing articles, yet an organized structure is preferred. 

Hence, a basic outline of the format needs to be studied. 

Heading/Title: Eye- catching; illustrating the central theme 

By Line: Writer‘s name (to be mentioned under the title towards the right) 

Introduction: Establish the context. Draw the readers‘ attention using 

anecdotes, startling facts, statistics, rhetorical questions or quotations. 

Body: 2-3 paragraphs detailing the various aspects of the topic i.e. 

merits, demerits, causes, consequences, euects, advantages, 

disadvantages. 

Conclusion: A formal and logical end to the above written content; a 

summary of all that has been included in the article. One may conclude with 

a final opinion, recommendation or a comment expressing a hope, a warning, 

an appeal or a call for action. 

Points to Remember 

                   The topics should be unique and of relevance. 

 Know the target audience. 

 Identify the aim of writing the article- to advise, inform, entertain, compare, 

describe, etc. 

 The title should be short and eye- catching. 

 Begin with a striking opening sentence which gets the readers interested in 

the topic. 

 The writer must have enough to say; choose your ideas beforehand. 

 Be true to what your write, make assertions and go by them throughout the 

article. 

 Keep the article brief; unnecessary repetitions and irrelevant information 

makes it boring. 

 Break the article into paragraphs; it acts as a breather. 

 Pay attention to the choice of voice and tense. 

 Conclude logically. 

 

 



 

 

Sample Article 

 

(Source: http://www.reusablearticles.com) 

 

The Health Problems of Tattoos 

by Paul Silver 

 

Tattoos have been around for thousands of years, but they have always had 

their health problems. The main potential problem with getting a tattoo is 

infection. 

The tattooing process involves pushing pigment far down into the dermis of 

the skin with a needle. With modern stainless steel and sterilisation 

machines, this is much easier to keep clean and problem-free than the 

original tattooing method of rubbing ash in to wounds, but problems can 

still occur. If a tattooing needle is not completely and totally clean when 

it pierces your skin, it can deposit germs deep in to the skin along with 

the pigment it is delivering. 

A major problem with infection from unclean tattooing is it can infect 

the recipient with Hepatitis B. In turn, hepatitis can cause inflammation 

of the liver, which is painful to start with, and if left to develop can 

become chronic and cause long-term damage and even death. 

Initial symptoms of a Hepatitis infection can last for up to two weeks, 

and include a raised temperature, headache, and lack of energy. After 

this, jaundice can develop, and then potentially anorexia, nausea, vomiting 

and diarrhoea. If left untreated you will probably then experience upper 

abdominal pain, a tender, enlarged liver and enlarged lymph glands in your 

neck. 

By this point, the pain and other symptoms should have taken you to the 

doctors. They will need to carry out blood tests to confirm which strain 

of Hepatitis you have contracted (there are five types, A-E.) If you have 

developed a bad infection, you may need hospital care to recover, mainly 

so doctors can spot if you have the early stages of acute liver failure. 

Up to 95% of adults with a Hepatitis B infection will recover fully, but 

the rest may develop life-long chronic Hepatitis, especially if they 

already have immunodeficiency problems before they get the infection. 



 

 

Infection can be prevented by good living conditions, and Hepatitis B 

can be prevented with a vaccination, which many tattooists will have as a 

preventative measure as they do not wish to catch Hepatitis B from 

their customers, some of who may carry it unknowingly. 

When you receive a tattoo, be confident that the tattooist‘s equipment is 

properly sterilised, that they   have been checked out by the local health 

department, and that you‘re confident that they are clean. No responsible 

tattooist will mind showing you how they ensure their equipment is clean 

and safe. When the tattoo is healing, make sure you keep the tender area 

clean, and that you do not expose yourself to possible infection through 

poor hygiene or living conditions. 

After receiving your tattoo, if you run a temperature, get headaches or a 

sudden lack of energy to do anything, get in touch with your doctor 

straight away. It is much better for it to be diagnosed as not being a 

problem than to risk having a Hepatitis infection and not having it 

treated as early as possible. 

Instead of getting a permanent tattoo, you could get a temporary one. 

They are available in a wide range of designs, from star tattoos to tribal 

styles, and don‘t carry any risk of infection. 

(Source: http://www.reusablearticles.com) 

http://www.reusablearticles.com/


 

 

 

Q.  Write articles on the following topics in about 500 words. 

1) Card payment on a high after demonetization 

2) Mumbai : No longer India‘s economic capital 

3) Unempolyment: an obstacle in the country‘s economic growth 

4) Phishing 

 

ANSWER: 

Given below are points that will be helpful in writing the articles 

1) Card payment on a high after demonetization. 

 On Nov. 8, 2016 – govt. announced discontinuation of Rs. 500 and Rs. 1000 

notes 

 The move forced people to use options such as Internet banking, 

mobile banking, credit and debit cards, mobile wallets and other 

prepaid payment instruments. 

 Digital transactions have grown by 400 to 1000% 

 This figure does not include transactions done through Master and Visa 

cards 

 People to be educated about digital payments through websites and 

television 

 Increased transactions on e- wallet. 

 Volume of transactions using Rupay card has increased from 3.85 lakh per 

day to 16 lakh per day. 

 These digital transactions will ensure money comes into the system. 

 All transactions/ money will be accountable. They will generate tax, 

thus developing the country‘s economy. 

 The government will develop better welfare plans when money will be 

deposited in banks. 

2) Mumbai : No longer India’s economic capital 

 Mumbai preserves the charm of an open dynamic urban space, 

owing to preferential decision- making on investment, Delhi appears 

to have been surging ahead of Mumbai. 

 Mumbai has ceded its position as economic capital of India to Delhi 



 

 

 The Oxford Economics forecast for 2030 shows that Delhi is 

predicted to be at the 11th spot, Mumbai will be 14th 

 Delhi has outpaced Mumbai post-liberalisation, in physical infrastructure and 

social infrastructure. 

 Since Delhi is the capital, businesses want to be closer to it for clearances. 

 The availability of infrastructural facilities auects the cost thus attracting the 

businesses. 

 High cost of land and labour in Mumbai is unfavourable to business 

and does not ouer suitable inducements to attract investment—

domestic and foreign. 

3) Unempolyment: an obstacle in the country’s economic growth 

 The world economy is facing 2 major challenges - unemployment and poverty. 

 Financial crisis caused by unemployment leads to an overall 

purchasing power resulting in poverty followed by an increasing 

burden of debt. 

 In India, the problems of underemployment, unemployment and 

poverty have always been the main hindrances to economic 

development. 

 Another colossal problem is the large population. 

 A critical aspect is the regional disparity. 

 Mass migration from rural to urban regions is adding to the 

problems of unemployment and poverty. 

 Economic reforms, changes in the industrial policy and better 

utilization of available resources will reduce the problem. 

 The government must initiate long term measures for poverty alleviation. 

4) Phishing 

What is phishing? 

 Phishing is a cybercrime in which a target or targets are contacted 

by email, telephone or text message by someone posing as a lawful 

organization to tempt individuals into providing sensitive data such 

as personally identifiable information, banking and credit card 

details, and passwords. The information is then used to access 

important accounts and can result in identity theft and financial 

loss. 



 

 

 Tactics Used for Phishing 

 Deception Phishing - Sending out a mass email and trying to 

convince users to click the link in the message. 

 Tab-Nabbing -Seeking to impersonate popular websites that have 

been left unattended for some time, and trying to convince users to 

re-enter their credentials. 

  Malware Based Phishing - Aimed at small and medium -sized 

businesses (SMBs). Inserting malware onto a user‘s computer (by 

email attachment, download, etc.) in order to gain information and 

exploit vulnerabilities. 

 Key Loggers and Screen Loggers are a type of malware that can 

record a user‘s keystrokes and activities – sometimes even your entire 

display 

 Search engine phishing - Phishers create websites with ―ouers‖ 

and have them indexed methodically within popular search engines. 

How to prevent phishing attacks? 

 Use spam filters. Generally, the filters assess the origin of the 

message, the software used to send the message, and the appearance 

of the message to decide if it‘s spam. 

 Change browser setting. The settings of the browser should only 

allow  reliable  websites  to open up. 

 Change password on a regular basis. Those websites that require 

users to enter login information may be open to security attacks. 

Change passwords on a regular basis, and never use the same 

password for multiple accounts. 

 Banks and financial organizations use monitoring systems to prevent 

phishing. 

 Legal action can be taken against fake websites. 

 Organizations should provide security awareness training to employees to 

recognize the risks. 

 Changes in browsing habits are required to prevent phishing. 

 

 

 



 

 

9. REPORT WRITING 

 

Types of Reports 

1. Newspaper report 

2. Magazine report 

3. Official reports for various organisations 

Format of various reports 

Newspaper Reports: These are accounts of current events and happenings  

Title/Headline 

By (name of author) 

Place, date (date is not always mentioned) Body of report. 

 

Magazine Reports: These are written to give account of specific events that 

have taken place, for example, India International Fashion Week, School Annual 

Day etc. 

Title/ Heading 

By (name of author) Body of report. 

 

Formal/ Official Reports: These are complex documents often of important projects 

and proposals, eg. results of studies and experiments, proposals for launching a new 

product etc. 

Format -1 

Heading To: 

From: 

Date: 

Subject: 

Introduction: 

Give details of the task and the reasons for it 

 

Main Body: 

Information, resources and material used, Description of task 

Results 



 

 

 

Conclusion 

Your evaluation and suggestions. 

 

 

Format-2  for  Formal Report ***** 

1. Title page-include 

a) To: name of person report being submitted to 

b) From: name and department 

c) Date of submission 

d) Acknowledgements: A list of people and organizations that helped 

you in collecting data, research and in other aspects of getting the 

report ready. 

2. Table of contents: a clear list of all sections and subsections of the report. 

3. Summary: A summary of the major points, conclusions, and 

recommendations should be written to give a general idea of the 

report. 

4. Introduction: Explain the problem and make clear to the reader why the report 

has been written. 

5. Findings: Give details of the information collected, material used, 

methods utilized, and results arrived at. 

6. Conclusions: Include implications and inferences of your findings 

based on the facts described in your main body. The importance of 

the study is discussed in this section. 

7. Recommendations: Give suggestions and proposals based on information and 

data collected. 

8. Bibliography/References: Give a list of all the sources you have 

referred within your text. Oflcial report writing as such does not 

have a specific, fixed format. Many organizations have their own 

formats and styles that are used by their employees. Moreover, 

there are diuerences in types of oflcial reports, for example, 

company annual reports, audit reports, financial reports etc. 

 



 

 

 

Points to remember: 

1. All reports are objective. There is no place for your personal opinions, 

perceptions, emotions and feelings in a report. Your suggestions and 

recommendations are based on facts, data and not subjective views. 

2. Keep in mind the target audience and structure your report accordingly. 

3. Personal pronouns in first and second person (I, me, we, us, you,) are generally not 

used in a report. 

4. Passive voice is preferably used in writing newspaper and magazine 

reports. Active voice can be used in oflcial reports. 

5. Past tense is mostly made use of in report writing since we are 

reporting happenings, which have already taken place. 

6. The language should be clear, concise and to the point. Long winding 

sentences, vague information and irrelevant material must not be included. 

7. Technical jargon and subject specific terminology is best avoided since all 

people cannot understand it. If including such terminology is necessary, 

add a glossary for it. 

8. Information should be organized logically and coherently. Many reports 

are written in the chronological order, i.e., following the sequence in 

which the event occurred. A poorly structured report makes no sense to 

the reader. 

9. Your report should not have any grammar and syntax errors. It is a good 

idea to get it proof read for accuracy. 



 

 

 

 

Flow chart below explains the sequence involved in Report Writing 

 

 

 

Steps in Report Writing: 

All reports need to be clear, concise and well structured. A well-written 

report requires planning and preparation. The essential stages of 

successful report writing are described below. 

 

Step 1- Understand the purpose of the report 

Step 2- Gather and select information 

  Step 3- Organize your content 

  Step 4- Analyze your material 



 

 

  Step 5- Write the report  

  Step 6-Review and redraft 

  Step 7: Presentation 

 

 

Sample Reports 

Newspaper Reports  

Daughter of Gardener Tops Board Exam` 

By Riya Sharma 

Bhubneshwar, May 12: Suman Nayak, the daughter of a municipal gardener, 

Om Nayak, has topped the Odisha Board Senior Secondary Examination with 

98.8% marks. Her success has been lauded by the stau members of her 

school ‗The Government Senior Secondary School, Malkaganj‘, the Odisha 

Education board and the State Education Minister. 

When the news was conveyed to Suman by her classmates, she did not 

believe them. It was only when     the school principal called her that the 

reality sunk in. Suman‘s father, Om Nayak, is overjoyed at the    news. He 

said, ―Suman was always a bright student. I have made all euorts to provide 

her with the best education despite my meager means‖.  He hopes that she 

will be able to continue her education in spite of his financial constraints. 

Suman attributes her success to her parentsnd teachers. She said that the 

school teachers had provided   her with all possible help by giving her extra 

time and attention along with books and moral support. Her perseverance, 

dedication and hard work are spoken highly of by her teachers. 

When asked about her future plans, Suman said she wished to become a 

doctor. However,  she was unsure  if she could pursue her dream because 

of financial problems. She hopes that she will be able to secure a 

scholarship and get funding by the government. 

The Times Group has started an initiative to help Suman fulfill her 

aspirations. Anyone who wishes to contribute to Suman‘s education can 

send the amount by cheque to, ‗Suman Nayak Education Fund‘, The Times 

of India, M.G. Road, Bhubneshwar. 

Magazine Report 

  

St. Agnes Public School Celebrates Annual Day 



 

 

By Manoj Upadhaya 

St. Agnes School, Green Park, celebrated its annual day on May 2 with 

great fanfare. Mr. Arvind Kejriwal, the Chief Minister of Delhi, was the 

chief guest at the function. The programme began with the lighting of 

the lamp by the chief guest. It was followed by a welcome address and 

the presentation of the school annual report by the principal, Ms. Swati 

Mehra. 



 

 

 

The first item of the cultural program was presented by the primary wing. It 

was a musical drama on the necessity of protecting the environment for the 

future generations. The little children expressed themselves brilliantly 

bringing out the perils of destroying our planet. 

The middle school show cased the culture of India through folk dances. 

Each dance was preceded by beautiful audio- visual euects, depicting the 

main cultural features of the region. The colourful dresses of the graceful 

Garba dancers, the vigour and energy of Bhangra dancers, and lilting music 

with elegant swaying movements of the Bihu and Hajgiri dancers from the 

North East, enthralled the audience. 

The senior school pupils enacted a play depicting the dangers of internet 

and social media addiction for adults and children. They brought out the 

message poignantly. Every child and adult was moved by the acting and 

story of a young life ruined by social media addiction. The audience gave a 

loud and long round of applause for all participants. 

The grand finale was the speech by Mr. Arvind Kejriwal. He highly praised 

the performances by the children and appreciated the thought provoking 

themes chosen by them. The programme concluded with a vote of thanks by 

Sagar Mehta, the school head boy. 

 

 

Financial report 

 

Financial reports are very long and complicated with complex data and 

figures. A short report is being given as an example. 

 

Nuvo Pharmaceuticals™ Announces 2017 First 

Quarter Results Reports Q1 Revenue of $7.0 

million and Net Income of $2.2 million 

MISSISSAUGA, ON, May 10, 2017 /CNW/ - Nuvo Pharmaceuticals Inc. 

(Nuvo or the Company) a commercial healthcare company with a portfolio of 

commercial products and pharmaceutical manufacturing capabilities, today 

announced its financial and operational results for the first quarter ended 

March 31, 2017. 

First Quarter Financial Summary(1) 



 

 

Total revenue for the three months ended March 31, 2017 was $7.0 

million compared to $7.8 million for the three months ended March 31, 

2016. 

Adjusted EBITDA decreased to $2.3 million for the three months ended 

March 31, 2017 compared to $3.0 million for the three months ended 

March 31, 2016. 

Net income from continuing operations was $2.2 million for the three 

months ended March 31, 2017 or 

$0.19 per share compared to $1.9 million or $0.17 per share for the three 

months ended March 31, 2016. 

Cash and short-term investments increased to $18.6 million as at March 

31, 2017 compared to $17.6 million as at December 31, 2016. 

1) The financial information presented herein reflects results from 

continuing operations with Nuvo‘s previously disclosed segment, Crescita, 

presented as a discontinued operation. 

2) Adjusted EBITDA is a non- International Financial Reporting Standards 

(IFRS) financial measure defined by the Company below. 

First Quarter Financial Review 

Table of Selected Financial Results 

For  further details on the results, please refer to Nuvo‘s  Management, 

Discussion and Analysis (MD&A)   and Condensed Consolidated Interim 

Financial Statements which are available on the Company‘s website 

(www.nuvopharmaceuticals.com). 

 

 Three months ended 

March 31, 

2017 

March 

31, 

2016 

 

Change 

(from continuing operations, Canadian dollars in 

thousands, except gross margin) 

 

$ 

 

$ $ 

Product Sales 6,653 7,325 (672) 

Gross Margin % on Product Sales 58% 57% 1% 

Other Revenue 329 517 (188) 

Total Operating Expenses 4,716 5,378 (662) 

Net Income 2,196 1,928 268 



 

 

Adjusted EBITDA 2,298 2,989 (691) 

Total revenue, consisting of product sales, royalties and contract and 

other revenue for the three months ended March 31, 2017 was $7.0 

million compared to $7.8 million for the three months ended March 31, 

2016. The decrease in total revenue was primarily related to a decrease 

in product sales. 

Total operating expenses for the three months ended March 31, 2017 

decreased to $4.7 million compared to 

$5.4 million for the three months ended March 31, 2016. The decrease in 

operating expenses was primarily attributable to a decrease cost of 

goods sold (COGS) and general and administrative (G&A) expenses, 

slightly ouset by an increase in research and development (R&D) 

expenses. 

R&D expenses increased slightly to $0.3 million for the three months ended 

March 31, 2017 compared to 

$0.2 million for the three months ended March 31, 2016. In the current 

quarter, the Company incurred R&D expenses related to the 2016 

Pennsaid 2% Trial for the treatment of acute ankle sprains. 

G&A expenses decreased to $1.7 million for the three months ended 

March 31, 2017 compared to $2.1 million for the three months ended 

March 31, 2016. In the current quarter, a $1.0 million decrease in stock- 

based compensation (SBC) expense was partially ouset by an increase in 

regulatory consulting fees and an increase in general corporate costs 

due to the allocation of certain corporate G&A costs to Crescita in the 

comparative quarter. 

The Company earned net interest income of $38,000 for the three months 

ended March 31, 2017 compared to $56,000 for the three months ended 

March 31, 2016. The decrease in net interest income in the current 

quarter related to the significantly lower cash balances as compared to the 

comparative period whereby $35.0 million was transferred to Crescita on 

March 1, 2016 as part of the reorganization transaction. 

The Company experienced a net foreign currency loss of $0.1 million for the 

three months ended March 31, 2017 compared to a net foreign currency loss 

of $0.5 million for the three months ended March 31, 2016. 

Net income from continuing operations was $2.2 million for the three 

months ended March 31, 2017 compared to $1.9 million for the three 

months ended March 31, 2016. In the current quarter, the decrease in 



 

 

gross margin and a slight increase in R&D expenses were more than ouset by 

a decrease in G&A expenses and a decrease in foreign exchange losses. 

Adjusted EBITDA decreased to $2.3 million for the three months ended 

March 31, 2017 compared to $3.0 million for the three months ended March 

31, 2016. In the current quarter, an increase in net income from continuing 

operations was more than ouset by a decrease in SBC expenses. 

(Source: Medical 

Pharmaceuticals) 

 

 

Formal Report ***** 

Ganga River Cleaning Project 

To: Mr. Sunil Gupta, Joint Secretary, Ministry of Environment 

From: Mr. Nilesh Upadhaya, Research Oflcer, Ministry of Environment 

Date:15th April 2017 

Subject: Cleaning the Ganga River 
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SUMMARY: 

Our National River, Ganga, remains one of the most polluted in the world, 

denying vast populations of their rights to clean water. The problems 

associated with pollution of Ganga are numerous. It has multiple causes 

related to the issue. The contamination of the water euects humans, flora 



 

 

and fauna as well as the ecology of areas along the river. However, there 

are solution and remedies which can be implemented to save the dying 

river. 

Introduction: 

The river Ganga is often referred to as ‗the dying river‘ due to its 

continuing pollution for decades. This reports attempts to state the 

current situation and the damage to the environment and ecosystem 

being caused by pollution of the river. Several solutions to clean the 

river have been suggested to restore the river to its pristine state. 

Causes: 

1. Over exploitation- Exploitation of Ganga‘s waters have rendered long 

stretches of the river completely dry for much of the year. Almost 80% 

of the water is diverted for agricultural purposes. 

2. Dumping of sewage waste- accounts for 80% of pollution in the Ganga River. 

3. Discarding Industrial waste- Toxic industrial efluents dumped into the 

river account for 20% of the pollution. 

4.  Agricultural pollution- Water intensive farming and run-ou from 

inorganic farms, including dangerous chemicals like DDT and HDH, add 

to the pollution. 

5. Disposal of solid waste- Tons of plastic, polythene, images of gods, and 

other trash are thrown into the Ganga River, choking her waters and 

blocking existing sewerage systems. 

6. Harvesting electricity-The varied dams built along the Ganga have 

auected her flow, thus euecting the ecology of the river. 

7. Ecological degradation- deforestation, encroachment, tourism and other 

human activities are damaging the fragile ecosystems the Ganga River 

supports. 

Effects: 

1. Spread of disease: Drinking polluted water can cause cholera or typhoid 

infections, along with diarrhea. 

2. Auects body organs: The consumption of highly contaminated water can 

cause injury to the heart and kidneys. 

3. Harms the food chain: Toxins within water can harm aquatic organisms, 

thus breaking a link in the food chain. 



 

 

4. Causes algae in water: waste matter causes Algae to in a water 

source. Bacteria feed ou the algae, decreasing the amount of oxygen in 

the water. The decreased oxygen causes harm to other organisms living 

in the water. 

5. Flooding: The erosion of soil into waterways causes flooding, especially with 

heavy rainfall. 

6. Harms animals: Birds that get into oil-contaminated water die from 

exposure to cold water and air due to feather damage. Other animals are 

auected when they eat dead fish in contaminated streams. 

The euects of water pollution are not always immediate. However, 

water pollution has a huge impact on our lives. With knowledge, 

consideration and preparation, water pollution can be decreased. It does 

not take much euort — just a little thought. 

 

SOLUTIONS: 

There are several steps that can be taken to help prevent water pollution from 

getting worse. 

1. Take steps to conserve soil. It results in conserving water and water life. 

Planting vegetative covers, strict erosion management and implementing 

beneficial farming methods are just a few of the many possible 

approaches to soil conservation. 

2. Restore ecological flows at every point along the Ganga‘s course. 

3.  Prevent and curtail all wastewater, starting with sewage and industrial 

waste, from mixing with the river. Install sewage and efluent treatment 

plants. 

4. Promote massive water conservation and water resource management, 

including rain water harvesting schemes. 

5. Involve stakeholders in all ways to clean the river. 

6. Implement policies and plans that connect state and local bodies, 

addressing their challenges and encouraging training and capacity-

building programs. 

7. Start mass awareness campaigns and media-based water eco-

consciousness campaigns that get people to not only stop pollution, but 

to also become an active part of the solution. 



 

 

Conclusion 

Cleaning the Ganga river is feasible and possible project. It requires 

strict implementation of policies formulated by the government, 

involvement of all stakeholders and involving general population at every 

level in the euort to reach the goal of having an uncontaminated river. 

Bibliography/ References : 

1. Conaway, Cameron (2015-09-23). “The Ganges River is Dying Under the 

Weight of Modern India”. Newsweek. Retrieved 2017-04-11. 

2. “Ganja receives 2,900 million ltrs of sewage daily‟”. http://www.hindustantimes.com/. 

Retrieved 14 May 2015. 

3. ―The WaterHub‖. Retrieved 14 May 2015. 

4. A Sacred River Endangered by Global Warming 17 June 2007. 

5. Wohl, Ellen E. 2012. A world of rivers: environmental change on ten of the 

world‘s great rivers. Chicago: University of Chicago Press. 

6. Ganga, Yamuna banks cleaned 12 November 2013. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.hindustantimes.com/
http://www.hindustantimes.com/


 

 

10. FORMAL LETTERS AND OFFICIAL COMMUNICATION – 

 

PART – 1 FORMAL LETTERS 

 

Informal Letters 

Informal letters are letters written to people we are familiar with, 

like relatives and friends. They are used for casual and personal 

communication. While writing informal letters we can make use of a 

personal and emotional tone. The language and tone of the letter 

depends on the level of comfort and familiarity between the sender 

and the recipient. There is no specific format prescribed for writing 

informal letters. 

Formal Letters 

Formal letters are used for oflcial and professional communication. 

They are written with a particular, well- defined objective or set of 

objectives in mind and not for the sake of arbitrary correspondence. 

As opposed to informal letters, there is a manner prescribed for 

writing formal letters. These letters are concise and written in a 

specific format using formal language. The term formal letter 

encompasses any letter written for a formal purpose, whether that be 

a recommendation letter, a complaint letter, a job application, or a 

letter to the editor. Formal letters are used mainly for two purposes. 

The first is that they open channels    for communication which will 

aid you in receiving a desirable response while solving a problem, 

making preparations, and inquiring about products and services. 

Moreover, they can be used as official records of the communication 

between two parties, so that if there is a dispute or confusion, you 

can support your case with physical proof. 

Formal letters can be categorized into the following: 

(a) Business or official letters (for making enquiries, registering complaints, 

asking for and giving information, placing or cancelling orders, sending 

replies in response to enquiries or complaints, etc.) 

(b) Letters highlighting civic problems (letter to the editor, or letters to 

concerned authorities regarding civic problems) 

(c) Job applications 



 

 

In this unit we will focus on business or official letters only 

 

Format of Formal Letter*** 

Sender‘s Address R-27, Block 

- A Greater 

Kailash Pune 

– 56 

Date 17 May, 20XX 

Designation/Name of Addressee The Manager / Mr. / Ms. 

Address of the Addressee Shrishti Enterprises 

247, Okhla Industrial Area 

New Delhi -25 

Salutation Sir/Ma‘am 

Subject Placing an Order for Oflce Furniture 

Content : 

Introduction 

After going through your catalogue of 

oflce furniture, I wish to place an order 

for the following items for our oflce. 

Body S. No. Item Quantity 

 

 

Conclusion 

1. Chairs (Steel) 25 Pieces 

2. Tables (Wooden) 15 Pieces 

3. Stool (Wooden) 20 Pieces 

4. Computer Table 10 Pieces 

5. Filing Cabinets 05 Pieces 

 All the items should be as per the 

specifications mentioned in your 

quotation. Substandard material will be 

returned. The delivery should be made 

before May 25, 20XX failing which the 

order will stand cancelled. Please send 

the bill after deducting the discount as 

applicable. As agreed upon earlier, 

payment of the bill will be made by 

cheque in favour of the firm within 10 

days after the delivery of items. 

Complimentary Close Yours truly / sincerely 

Signature Rohan Sinha 



 

 

Designation of Sender 

(if applicable) 

Manager 

KD Infotech 

Sender’s Address 

The sender‘s complete address or contact details must be added at the top. 

If you are making use of the letterhead of the company, then contact details 

will be present on top of the letter. 

Date 

It is important to add the dates because, if you want to communicate 

further then adding the date can make it easy for you keep a tab on your 

letters. 

Salutation 

The salutation is an important part of the letter and must be added at the 

beginning. 

 

• Dear Sir or Ma‘am 

If you do not know the name of the person you are writing to, use this. 

However, it is always advisable to try and find out the name of the 

person you are writing to. 

• Dear Mr. Mudliar 

If you know the name, use the title (i.e. Mr. Miss., Mrs., Ms, Dr., etc) along with 

the surname only. 

Subject 

The subject is entered immediately after the salutation. It is a 

brief statement of the issue or matter the letter is related to. It 

must attract the attention of the receiver and help him understand 

quickly what the letter is going to be about. Examples: Placing an 

order for library books; Application for the post of Assistant 

Manager; Complaint regarding incorrect billing; Enquiry about 

exchange policy; etc. 

Content 

a) Introduction - The introductory paragraph of a formal letter should 

always be written in a concise manner. It should quickly and simply 

summarize the point that you want the reader to focus or act on. The 

sooner you do this, the better. 

b) Body – The body of the letter should detail the key points or the 



 

 

message you want to convey. Add all the required details but don‘t 

exaggerate. Use simple language that is easy to read and understand. 

c) Conclusion – The conclusion is a declaration of the writer‘s purpose of 

writing, expectations from the receiver, what he thinks the next step 

should be and further actions that he may take. Moreover, the writer 

should always hope for a positive reaction or reply and must use terms 

like ‗Thanking you‘, ‗With warm regards‘, etc. before signing ou. 

Complimentary Close 

A complimentary close is the term prior to your signature in a letter. This 

sign-ou phrase shows your respect and appreciation for the person who is 

considering the request in your letter. The following options are all good 

ways to close a formal letter: 

• Yours respectfully 

• Yours sincerely 

• Yours truly 

• With appreciation 

• With sincere appreciation 

• With sincere thanks 

 

TYPES OF BUSINESS OR OFFICIAL LETTERS 

1. Letters of Enquiry 

Sample 

Zest Designs 

F- 671, AH - Block 

Jangpura 

New Delhi - 18 

29 October,  

20XX Proprietor 

Creative Catering 59,  

Kailash Colony 

New Delhi- 32 Dear 

Mr. Khan 

Subject: Enquiry about catering services 

With reference to your advertisement dated October 20, 20XX, we wish to 



 

 

enquire about your catering services. Our organization is celebrating its 50th 

foundation anniversary in the coming month and we are looking for somebody 

who would cater for our celebration dinner. 

We are expecting at least 500 guests and employees during the said event. 

It will be a formal event and we will need full catering services that include 

several courses, desserts, and waiters and hosts. 

Kindly provide us with details about the following: 

• Whether your catering service has the ability to handle a lavish celebration 

with a large audience such 

as ours. 

• Whether waiters and hosts are provided by you 

• Offers and discounts available 

• The menu options and charges 

• If there are any additional charges levied for linens, centerpieces, etc. 

 

We shall be grateful if you could furnish the above mentioned details 

along with your quotations as soon as possible. 

Thank you.  

Yours sincerely 

Ms. Sadhna Kakkar 

Administrator Zest Designs 

 

 

2. Order Letters 

These letters include three major types of information. 

1. Details about the item or product being ordered: Complete information 

and specifications of the goods ordered must be provided in an order 

letter. Such information includes the followings: 

• Name of product 

• Name of brand 

• Unit price 

• Quantity 

• Other specifications (such as catalog number, model number, colour, size, 

weight, etc.) if required 



 

 

2. Information relating to shipping: In absence of shipping information, 

misunderstanding can arise 

between buyer and seller. Shipping information may include the followings: 

• Desired receipt date 

• Desired shipping location 

• Mode of shipping (rail, road, or waterways) 

3. Information relating to payment: Mode of payment must be clearly 

indicated. The seller will accept the order letter only when both agree to 

the terms and conditions of payment. Payment information includes the 

following: 

• Mode of payment (cash, cheque, draft) 

• Payment date 

Sample: 

APS School 

Kochi 

12 June 20XX 

Best Sports & Co. 

21, Mall Road 

Chennai -12 

Subject : Placing an order for sports equipment Dear Sir 

As discussed telephonically, we wish to place a bulk order for the 

supply of the following sports equipments for our school. 

 

 

S. 

No. 

ITEM QUANTITY SPECIFICATIONS 

1. Basket ball 1 dozen Cosco, No.6 

2. Football 1 dozen Cosco, No.18 

3. Badminton net 4 units Nivea 

4. Hockey stick 1 dozen Alfa Hockey 

5. Badminton racket 2 dozen Carlton gpx – 11 

6. Cricket sets 5 sets GM apex 

The above mentioned equipment should reach us latest by 15 July 20XX. You 

are requested to ensure that high quality products are supplied. The initial 



 

 

up-front payment of 20% is enclosed (cheque no.124321       for an amount 

Rs. 15,000/-). As discussed telephonically, the balance payment will be made 

at the time of delivery in the form of a demand draft after adjusting the 

applicable discount. 

An early delivery 

would be appreciated. 

Yours sincerely 

John Mathews. (Principal ) 

 

3. Letters of Complaint 

Sample Complaint letter 

XYZ Corporation  

Rajeev Chowk Delhi 

15 December, 20XX  

The General Manager 

Sales and Purchase Division  

ABC Electronics 

Bailey Road Ghaziabad 

Dear Sir/Madam 

Subject: Complaint against the order no. S/N-115 

This is with reference to Order no. S/N 115 made on December 1, 20XX. The 

order comprised six 2 tonne split air-conditioners of XXX brand and four 1.5 

tonne window air-conditioners of XYZ brand. As per the agreement, the 

products were to be delivered within ten days of order and a representative 

was to be sent for installation and demo. Unfortunately, only half the order 

has been delivered and no representative has visited for installation or demo. 

The fact that you have taken undue time and have not yet delivered the 

order, has caused us great embarrassment and inconvenienced our clients. 

In addition we have received no correspondence from your side explaining 

the delay. 

Kindly ensure that the remaining items of the order are delivered to us 

before December 20, 20XX failing which payment will be stopped or the 

order cancelled. 

I sincerely request you to look into the matter and do the 

needful as soon as possible. Thanks and Regards. 

Ashita Bhargava 



 

 

Sr. Manager 

Operations and Admin Department 

 

 

4. Reply to Letter of Complaint 

Sample 

ABC Electronics  

Bailey Road Ghaziabad 

16 December, 20XX 

Sr. Manager 

Operations and Admin Department 

XYZ Corporation  

Rajeev Chowk Delhi 

Dear Ms. Bhargava 

Subject : Reply to complaint against order no. S/N-115 

This is in regard to your order no. S/N -115 which you placed with our 

company on December 1, 20XX. The order comprised six 2 tonne split air-

conditioners of XXX brand and four 1.5 tonne window air-conditioners of 

XYZ brand. 

We sincerely apologize to you for the delay in delivery of the products you 

ordered with us. Due to problems with supply from the manufacturers‘ end, 

this inconvenience has been caused to you. We are also flooded with a large 

number of unexpected orders this month leading to this delay. 

We are trying our best to minimize the delay as much as possible to reduce 

your trouble. We promise that your shipment will be delivered before 

December 20, 20XX. 

You have been a loyal and supportive client of our company for years, and we 

are grateful to you. As a small token of honor and as a mark of apology we 

ouer 10% discount to you on your next purchase order with us. Whenever 

you place your next order with our company, you can avail this discount on 

the final bill value. 

To ensure that a similar problem does not occur in the future again, we 

have taken all recautionary steps. Once again we apologize to you for the 

inconvenience caused to you. We would appreciate your support on this 

matter. 



 

 

Thank you.  

Yours sincerely, 

Siddhartha Sapra 

General Manager 

Sales and Purchase Division 

 

5. Promotion Letters 

Sample Promotion letter 

XYZ Bank 

56 Videocon Towers  

Prashant Lok Mumbai -2 

10 December, 20XX 

Chief Finance Officer  

Arihant Corporation Ltd  

Sarojini Nagar 

Delhi -38 

Dear Sir 

Subject: New branch at XYZ Nagar 

We are happy to announce the grand opening of our bank‘s 100th branch in 

XYZ Nagar, New Delhi. 

As a privileged customer, we are pleased to ouer you extra benefits 

for an account opening in the new branch. 

The new branch has three ATM machines and locker facility. In lieu 

of our long term association, we would not charge you any fees for 

locker facility. 

Kindly visit the branch. Contact details are given below: 

87, XYZ Nagar 

Just 2 km  

from main bus stop. 

 Ph: 011-25590000 

Yours sincerely,  

Sudhir Kumar  

(Branch Manager) 

  



 

 

 

6. Sales Letters 

Sample Sales Letters 

Kalu Sarai, 

New Delhi 

10 December,  20XX  

Mr. Akbar 

Director,  

Sales and Marketing  

XYZ  

Corporation 

Dear Sir, 

I would like to take the opportunity to thank you for your business with our 

organization. It has always been a pleasure working with you. 

I would like to inform you that the 1800 units of machinery ordered, will be 

delivered as per the mutually decided date. In addition, our experts would 

come to install the machinery and give a detailed demo of its working. We 

would also provide a free service for the next two years, taking care of any 

wear and tear or product damage. The product has two year warranty period. 

For any other query regarding the machinery ordered and its functioning, 

please feel to contact me. We would be happy to serve you at the earliest. 

Thanking you.  

Yours Sincerely  

Mr. Khan, 

Sr. Manager,  

Sales and Marketing,  

Drive Pvt. Ltd. 

Ph: 123456789 

 

 

 

 

 

 

 

 



 

 

7. Recovery Letters 
Sample Recovery letter 

XYZ   

Bank PP Towers  

Tirumalai Tamil Nadu 

30 June, 20XX 

Manager, 

Tirumala Corporation 

Tirumalai, Tamil Nadu 

Dear Mrs. Ved Lakshmi , 

SUBJECT: Pending dues 

This letter is a gentle reminder for the payback of the loan amount of 

Rs 4 crores that your company have taken from our bank in June last 

year. As per the loan guidelines, on completion of twelve months you 

would need to pay back the loan with appropriate interest. As the 

payment is due since long, we would appreciate if you send the cheque 

immediately. 

I request you to kindly do the needful within the next six working 

days, failing which strict legal action will be taken. 

Kindly acknowledge the receipt of this letter.  

Thanking You 

Yours Sincerely 

Mr. Anil Jain Manager 

 

 

 

 

 

 

 

 

 

 



 

 

11. WRITING FORMAL MAILS 

Formal mails: They are addressed to people within and outside the 

organisation. Therefore, the style and language should be formal, 

the purpose clear and content lucid and precise. Follow all etiquettes 

of formal communication. 

Format: 

From: Name of person sending the mail. 

To: Name of recipient 

Cc: Carbon copy-the same mail being sent to other individuals with their 

email Ids visible to all in the group 

Bcc: Blank carbon copy – the names and email IDs of the Bcc receivers is 

not visible to the recipient of the mail, but his/her ID is visible to the Bcc 

receivers. 

Subject: state it clearly and concisely 

Salutation: Dear Sir/ Madam/ Dear Mr. Gupta/ Hi Kapil (if you know the 

receiver well), Hi all (if addressed to a group of people) 

Main body: contains main content of the mail 

a) Opening paragraph should outline the main idea/ reason for the mail 

b) Following paragraphs give relevant details. 

Closing: make a concluding statement/ suggestion 

a) Recommendations to address the issue or problem 

b) Suggestions on the timeline for resolving the issue and delegating 

responsibility to selected individuals. 

Attachments: give a list of documents attached 

Signature Line: includes signature, name and designation of sender. It 

may include email address and telephone number for convenience of 

recipient. 

 

 

 

Sample Mails: 



 

 

The following are some examples of informal, semi formal and 

formal mails. 

1. Amit Suri, has recently been promoted to the post of Senior Manager 

in Hindalco Industries. He receives a congratulatory mail from his 

sister, his colleague and his General Manager. 

a) To: Amit Suri CC/BCC: 

Subject: CONGRATULATIONS!! 

Hi Amit, 

We just got the SUPER news of your promotion. I am sooo 

excited and thrilled. A big party is due from you and, of course, 

gifts for your loving sis. 

Mom and Dad too are overjoyed. They are very proud their 

hardworking son. They send you their love and blessings. 

We are all looking forward to your visit home so that we can have 

a grand celebratory party.  

Yours affectionately, 

Jyoti 

 

b) To: Amit Suri CC/BCC: 

Subject: Congratulations on Your Promotion Hi Amit, 

I just got to hear of your promotion to the post of Senior 

Manager. Please accept my heartiest congratulations. 

Your hard work and dedication have been rewarded. You surely 

deserve the recognition and responsibility of the position. All 

team members are elated that you have been selected from our 

team (out of the members of ten teams.) 

We are surely looking forward to a party from you at your 

earliest convenience. Regards, 

Sumit Choudhary (Team member) 

 

 

 

 



 

 

c) To: Amit Suri CC/BCC: 

Subject: Promotion to the Post of Senior Manager Dear Amit 

Suri, 

I am pleased to apprise you of your promotion to the post of a 

Senior Manager in the Production Department. 

You have been with Hindalco Industries for the past seven years 

and have proved your worth time and again. Your dedication, hard 

work and willingness to take on new initiatives has been 

recognized and appreciated by your seniors 

You have implemented procedures which have improved eflciency in 

your department and been recognized for outstanding 

achievement. 

Please accept my congratulations on your promotion. Regards, 

Prateek Chopra General Manager Hindalco Industries 

 

 

 

 

 

 

 

 

 

 

 

 

12. RESUME WRITING 



 

 

 

1. A chronological resume 

The chronological resume format is the most commonly used. It lists 

your most recent work or education history in reverse chronological 

order i.e. With your most recent work or education history is listed on 

top. This type of resume places more emphasis on your job titles and your 

employment history over your skills. 

 

2. A functional resume 

The functional or skill-based resume places more importance on your 

skills and accomplishments. Job titles and where you have worked 

previously take on secondary importance. These resumes showcase your 

skills and experiences and are most suited for people who have gaps in 

their career. This type of resume is also ideal for fresh graduates, who 

are new to the workforce, or are looking to change career paths, or are 

applying for a job with very specific requirements and characteristics in 

mind. 

3. Combination resume *** 

A mix of the chronological and functional formats is known as 

combination resume. They consist of a sequential list of a person‘s 

employment and educational history. It also includes a section that 

focuses on skills. This kind of resume is best suited for people who want 

to highlight their employment history. A combination resume begins with 

the functional format and finishes with information of employment 

history which provides details of organisations one has worked for 

with dates. 

However, regardless of which type of resume you chose, they must include as 

much of the following information as possible: 

 Contact Information  

 Career Profile  

 Work Experience  

 Education  

 Skills. 

Sample 1 (Chronological Format) 



 

 

Aditya Bhattacharya 822,  

SFS Flats, Santa Cruz 

Mumbai – 220045 

 Phone: 98XXXXXXXX 

Email: adi.bhattacharya@abc.com 

 

SUMMARY: 

 More than 13 years of experience in both practical and managerial aspects of 

the job. 

 Possess a flawless understanding of fundamental concepts in accounting. 

 Exceptionally good at application of accounting concepts in a varied 

manner. Extensive experience in accounting practices to explore the 

various facets of the economy. 

 Excellent communication and comprehension skills. 

 In-depth knowledge of foreign policies and trade policies followed by various 

nations across the world. 

EXPERIENCE: 

2004 – PRESENT CHARTERED ACCOUNTANT 

Audit and Taxation Department XYZ & Associates, Bandra, 

Mumbai 

 Dealing with diuerent clients to  understand  their  

trading  scopes  and status of accountings. 

 Managing their financial systems and budgets. 

 Performing periodic financial audit for. 

 Preparation of reply to notices of Income Tax Authorities. 

 Preparation of Sales Tax, Service Tax and Wealth Tax Returns 

of various clients. 

 Conducting regular meetings with the senior management. 

 Providing expert financial advice for the decision making 

process. 

2001 – 2004 INTER QUALIFIED CHARTERED ACCOUNTANT 

Direct Taxation Department 

Goel & Associates 

mailto:adi.bhattacharya@abc.com


 

 

Chartered Accountants 

Pitam Pura, Delhi. 

 Worked as a core team member of engagement teams  

for  statutory  audits,  and Tax Audits to clients across 

varied sectors of the industry. 

 Independently handled assignments and maintained liaison with 

clients. 

 Prepared financial statements of various companies and firms. 

EDUCATION: 

2004 CA – FINAL 

ICAI, Mumbai 

2001 CA PCE 

ICAI, Delhi 

1998 CA CPT 

ICAI, Delhi 

2000    B.Com. (Pass) Hansraj 

College Delhi 

University 

1997 Class XII (CBSE) 

K. D. Public School 

Shalimar Bagh Delhi 

1995 Class X (CBSE) 

K. D. Public School Shalimar Bagh 

Delhi 

SKILLS: 

 Well versed with MS Oflce 

 Working knowledge of Tally 

 Completed compulsory 250 hrs of Computer

 Training as per ICAI curriculum schedule. 

 Updated with all the latest computer applications and softwares. 

 

 

 

 



 

 

PERSONAL DETAILS: 

 

Date of Birth  15 July, 1980 

Marital Status Married 

Languages KnownEnglish, Hindi, Bengali, Marathi Permanent Address   

 822, SFS Flats, Santa Cruz 

Mumbai - 220045 

DECLARATION 

I solemnly declare that all the above information is correct to the 

best of my knowledge and belief.  

Date: 

Place:      (Aditya Bhattacharya) 



 

 

 

Sample 2 (Functional Format) 

 

DAVID ALTER 

Phone: 917 – XXX – XXX 

Email: davidalter@gmail.com 

Address: 98 Green 

Meadows, Mangalore, 

Karnataka. Birthday: 

September 3, 1993 

CAREER OBJECTIVE 

Seeking a challenging career with a progressive organization 

that provides an opportunity to utilize my technical skills & 

abilities in the field of information technology (IT). 

TECHNICAL SKILLS 

 Hardware troubleshooting 

 Network troubleshooting 

 Programming (Java, C++, Visual Basic, Android Programming 

Language) 

 Microsoft Oflce (MS Word, Excel, Powerpoint, Internet, etc) 

 Adobe Creative Suite (Photoshop, InDesign, After Euects, 

Dreamweaver) 

PERSONAL SKILLS 

 Excellent written and verbal communication skills 

 Highly organized and eflcient 

 Ability to work independently or as part of a team 

 Proven leadership skills and ability to motivate 

EDUCATION 

B.Tech in Information and Communications Engineering (2010 – 

2014) 

mailto:davidalter@gmail.com


 

 

M.J. Institute of Technology 

Boni Avenue, Mangalore, Karnataka 

ACHIEVEMENTS/RESPONSIBILITIES 

 President, Association of Computer Students (2013 - 2014) 

 Lay-out Artist, The M.J. Student Magazine (2012 - 2014) 

PRE-PROFESSIONAL EXPERIENCE 

Technical Support Intern - IT Department 

ABC Business Services, Mangalore, Karnataka (June 2013 – Feb 2014) 

 Provided Level 1 support, handled troubleshooting and 

maintenance as well as monitoring and deployment of IT 

REFERENCES: 

Will be provided upon request. 

DECLARATION 

I solemnly declare that all the above information is correct 

to the best of my knowledge and belief. Date: 

Place: (David Alter) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Sample 3  

(Combination Format) 

RAGHAV SHETTY 

1207, Minto Road Pune, Karnataka. 

Tel: 954XXXXXXX / email: r_shetty@ymail.com 

CAREER OBJE CTIVE 

Seeking to work for a progressive organisation at the post of a 

Laboratory Technician, Junior Technologist or Quality Control 

Assistant within the Food Processing, Pharmaceutical or 

Chemical Manufacturing industry which will provide 

opportunities to utililize my skills & abilities. 

SUMMARY OF QUALIFICATIONS 

In-depth understanding of the manufacturing process of Foods 

and Pharmaceuticals including Research, Product Testing, In-

Process Control, Production Planning, Process Operations, 

Statistical Quality Control, Experimental Techniques, Product 

Development and Technical Documentation. 

Have a hands-on training and laboratory experience along with the 

competency to conduct detailed experiments and testing, interpret 

their results and prepare written reports for them. 

I am an enthusiastic, industrious and creative individual and 

possess strong analytical, investigative, decision making, and 

communication skills. 
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EDUCATION 

JINDAL COLLEGE OF APPLIED ARTS 

Pune, Maharashtra. 

B. Tech in Food and Drug Tecchnology (3 year 

Undergraduate Programme) 

Major Areas of Study: 

 Practices of Food Manufacturing 

 Processing Operations 

 Statistical Quality Control 

 Pharmacology 

 Analytical Chemistry 

 Food Science & Nutrition 

OVERVIEW OF SKILLS AND EXPERIENCE ACQUIRED 

THROUGH TRAINING 

 Carried out detailed analysis of foods utilising modern 

instrumentation. 

 Identified possible risk factors such as toxins, 

contaminations and foreign bodies using practical 

applications of microbiology in testing pharmaceuticals and 

foods. 

 Carried out tests on numerous products in a laboratory for quality and 

product substitution. 

 Studied in depth about the rules and regulations that control the 

market. 

 Employed techniques of analysis involving electrochemical, 

spectroscopy, gas chromatography, and high-pressure liquid 

chromatography (HPLC). 

 

 

 



 

 

EMPLOYMENT EXPERIENCE 

JB CHEMICALS, 

Pune, Maharashtra 

2005 - 2017 Sales 

Manager (full – 

time) 

 Ensured that excellent service was provided to customers 

after identifying their needs and providing appropriate product 

information. 

 Tracked, recorded and verified the shipping of products from 

warehouses across the country. 

 Was awarded ―Most Promising Employee‖ and ―Pinnacle Award‖ 

for reliability and commitment to delivering great customer 

service. 

COMPUTER SKILLS 

 Proficient in the use of advanced testing instruments including XYZ 

Testing Suite. 

 Expert in the use of Microsoft Word, Excel and PowerPoint. 

 Possess the ability to quickly and independently learn new computer 

applications. 

REFERENCES 

Available upon request 

 

DECLARATIO

N 

I solemnly declare that all the above information is correct 

to the best of my knowledge and belief. Date: 

Place: (RAGHAV SHETTY) 

 

 

 

 



 

 

 

 

 

Format of a Cover Letter*** 

Since a cover letter is just as important as a resume, it must be 

drafted with care. A cover letter must give the recipient a reason 

to be interested in you. It must also explain why you are interested 

in the position and the organisation. 

Cover letters / Job applications a type of formal letter, 

therefore, they follow a similar format. Sample 

B-343, Second Floor Indira 

Nagar Lucknow, U.P. 

H.R. Manager Air 

Atlantic 

237, Safdarjang 

Enclave Delhi 

 

Dear Ms. Gurung 

SUBJECT: Application for the post of Flight Attendant 

This is with reference to your advertisement in ‗The Times of India‘ dated 

July 15, 20XX for the post of flight attendant in Air Atlantic. I wish to 

apply for the same. I am confident that my dynamic customer service and 

teamwork skills will make me a strong member of your crew. 

My extensive experience in the customer service industry has 

taught me the value of providing positive, individualized service to 

all customers. As a restaurant host, I made sure to promote each 

guest‘s comfort and well-being. As an award-winning sales 

representative, I worked one-on-one with customers to ensure 

that all of their questions about products were answered and that 

each customer felt listened to. I would bring this positive energy 

and hospitality to my job as a flight attendant at Air Atlantic. 

My experience and strength as a team player will also make me a 



 

 

strong crew member. As a host, I had to be in constant 

communication with the wait stau, the kitchen, and the 

management. My positivity and clear communication skills helped 

strengthen our team‘s eflciency and sense of community. 

I know I would be an integral part of the dynamic crew at Air Atlantic. 

I would love the opportunity to speak with you about how my skills 

and experience would make me an asset to your flight crew. I will 

call you in a week to discuss how I can contribute to Air Atlantic. 

Thank you so much for your time and consideration. 

Sincerely Kavita 

(Kavita Verma) 

 

Points to remember while writing a cover letter: 

 

 Use correct format .i.e. the format of a formal letter. 

 Do not repeat information provided in your resume. 

 Keep it short and to the point. 

 Mention what post or course you are applying for. 

 Explain why you are interested in the job/course and the 

company/institution. 

 Draw attention to your suitability for the post. 

 Lay the groundwork for further contact. 

 

 

 

 

 

 

 

 

 



 

 

    13. MEETINGS 

(1) Organizational meeting: normally a regular meeting 

involving stockholders (shareholders) and management, 

such as a board meeting and annual general meeting 

(AGM). 

 

(2) Operational meeting: regular or ad hoc meeting involving 

management and employees, such as a committee 

meeting, planning meeting, and sales meeting. 

 

The Requisites for a Meeting are: 

1. Select the Right Participants 

2. Send Intimation to all participants 

3. Set an Agenda 

4. Appoint a Facilitator 

5. Arrive at Clear Conclusions and Formulate Next Steps 

6. Create Opportunities For Creativity and Participation 

 

 

 

 NEED FOR AN AGENDA 

Agendas are the blueprints for building successful meetings. They are vital 

and essential as they: 

a. State the objective/purpose of the meeting. 

b. Inform of issues/ topics to be discussed. 

 Keep the meeting focused on the issue. It does not allow speakers to 

deviate from the subjects and issues at hand. 

c. Give time to the participants understand and prepare for their roles. 



 

 

d. Allot specific time to each speaker. 

e. Inform the sequence in which the members speak. 

 

    MINUTES OF A MEETING 

Minutes, also known as protocols or, informally notes, are the 

instant written record of a meeting or hearing.  

The Reasons for writing meeting minutes: Writing minutes is 

extremely important as- 

a. Various participants may have diuerent recollections of the meeting. 

b. Diverse interpretations of action plan possible. 

c. Important tasks can be forgotten. 

d. Dates of submission of subject matter/ report/ action 

taken plan overlooked/ achievement of specified tasks 

pushed forward. 

e. A written record is always available for ready reference. 

f. Used as reminders for oneself and others. 

g. Can be required for legal reasons. 

 

Example of minutes of meeting:  

Minutes 

Date: 5th Dec, 2016 

Meetings started at 9: 00 am. 

 

Mr. Ramesh, Chairperson gave an introduction. 

Mr. Kamlesh, Product Head spoke about the new product. 

Ms. Shalini, Regional Manager, Business, gave a detailed project 

report. (market surveys, future aspects, challenges included). 

Participants approved of Ms. Shalini‘s report. Appreciated the meticulous 

detailing. 



 

 

Mr. Rehman, Marketing Head discussed the market scene, demand and supply 

and customer interest. 

Mr. Satyan, Director Finance, gave details of costing. Finance team led by 

Mr X, Mr. Y and Mr. Z were part of the presentation. 

The Chairperson declared an open house for participants to put up their 

concerns, and finally gave a vote of thanks. 

Conclusions stated. 

Proposal for more funds put forward. Tenders to be released. 

ATR will be submitted by 12th Dec, 2016. 

 

Action Taken Report (ATR) 

Action Taken Report is a report compiled few days after a meeting, 

stating the various actions taken as per the discussions made. 

ATR must always be submitted after a gap of about 5-7 days, or 

more, after the meetings. This gives appropriate time for actions 

to be taken and the matter to be discussed/ stated in the form of 

a report. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

EXAMPLE OF Action Taken Report 

5th Dec, 2016 

As per the meeting held on 5th Dec, 2016 at the Head Oflce of 

SV Technologies, following actions have been reported: 

• The client had complied to deliver the goods by 4th Dec. Work 

done 

• The client has asked for more time for installation of 600KV turbine. 

• The order has been retained and client‘s proposal has been agreed to. 

Undersigned 

Director, 

Sales & 

Marketin

g 

Director, 

Business 

     

SUMMARY 

This section explains the importance of planning meetings, taking 

down notes and finally reporting the actions taken, the meeting. 

The chapter on Meetings highlights the reasons for having 

meetings, writing   the minutes of a meeting, compiling the action 

taken report and the detailed planning and organization required in 

the entire process. Examples are provided based on oflce room 

scenarios to help students understand the presentation of agendas 

and reports. 

 

 


