RAJIV GANDHI UNIVERSITY

ENGLISH

COMPULSORY - III

INSTITUTE ] ' E
OF DISTANCE
EDUCATION

Rajiv Gandhi University

www.ide.rgu.ac.in

English Literary Texts

BA
SECOND YEAR
PAPER - lli




ENGLISH COMPULSORY - il

(ENGLISH LITERARY TEXTS)

BA

Second Year

Paper-lll

RAJIV GANDHI UNIVERSITY
Arunzchal Pradesh, INDIA - 791112




BOARD OF STUDIES

1. Prof. Prodip Kr. Patra Chairman
Dept. of English, Bodoland University . f
Kockrajhar, Assam

2. Dr.B.Nayak
Dept. of English, RGU Member

3. Dr.Miazi Hazam
Dept. of English, RGU Member

4. Mrs. Doyir Ete
Dept. of English, RGU Member

5. Prof.AR.Parhi _
HoD, Dept. of English, RGU Member Secretary

Authors:

Eerma Deepjyot Baja), (Units: 1.2, 1.4.1

Deb Duls! Hatder, (Unit 1.3)© Deb Dulal Halder, 2017 © E"'"“D*'epirnwa;aj. 2017

Dr Hemant Kumar Joghi & Marjari Joghi, 2,23233

RKMadhukar, (Unit 24)@ RK Madhukar, 2017 )©Pr Hemant Kumnar

Shalini Verma, (Units: 3.2, 4.2)® Shaiing
Dr Madhu Rani, (Unit; 4.3.4,4)

Vikes Publishing House, ¢

Verma, 2017
©DrMadhu Ranj, 517
nits: 1.0-1.1, 1.4, 15,.7-1.11 -

Webslte; m.wmwmbmmm"immm 055

biishing.com

About the University

Rajiv Gandhi University (formerly Arunachal University) isa premier institution for higher education in the state
of Arunachal Pradesh and has completed twenty-five years of its existence. Late Smt. Indira Gandhi, the then
Prime Minister of India, laid the foundation stone of the university on 4th February, 1984 at Rono Hills, where the
present campus is located.

Ever since its inception, the university has been trying to achieve excellence and fuifill the objectives as
envisaged in the University Act. The university received academic recognition under Sectien 2(f) from the
University Grants Commission on 28th March, 1985 and started functioning from 1st April, 1985. It got financial
recognition under section 12-B of the UGC on 25th March, 1994. Since then Rajiv Gandhi University, (then
Arunachal University) has carved a niche for itself in the educational scenario of the country following its
selection as a University with potential for excellence by a high-level expert committee of the University Grants
Commission from among universities in India.

The University was converted into a Central University with effect from 9th April, 2007 as per notification
of the Ministry of Human Resource Development, Government of India,

The University is located atop Rono Hills on a picturesque tableland of 302 acres overlooking the river
Dikrong. Itis 6.5 km from the National Highway 52-A and 25 km from Itanagar, the State capital. The campus
is linked with the National Highway by the Dikrong bridge.

The teaching and research programmes of the University are designed with a view to play a positive role
in the socio-economic and cultural development of the State. The University offers Undergraduate, Post-
graduate, M.Phil and Ph.D. programmes. The Department of Education also offers the B.Ed. programme,

There are fifieen colleges affiliated to the University. The University has been extending educational
facilities to students from the neighbouring states, particularly Assam. The strength of students in different
departments of the University and in affiliated colleges has been steadily increasing.

The faculty members have been actively engaged in research activities with financial support from UGC
and other funding agencies. Since inception, a number of proposals on research projects have been sanctioned
by various funding agencies to the University. Various departments have organized numerous seminars, workshops
and conferences. Many faculty members have participated in national and international conferences and seminars
held within the country and abroad. Eminent scholars and distinguished personalities have visited the University
and delivered lectures on various disciplines.

The academic year 2000-2001 was a year of consolidation for the University. The switch over from the
annual to the semester system took off smoothly and the performance of the students registered a marked
improvement. Various syllabi designed by Boards of Post-graduate Studies (BPGS) have been implemented,
VSAT facility installed by the ERNET India, New Dethi under the UGC-Infonet program, provides Internet
ACCESS.

In spite of infrastructural constraints, the University has been maintaining its academic excellence, The
University has strictly adhered to the academic calendar, conducted the examinations and declared the results on
time. The students from the University have found placements not only in State and Central Government
Services, but also in various i :stitutions, industries and organizations. Many students have emerged successful
in the National Eligibility Tes: (NET).

Since inception, the Un iversity has made significant progress in teaching, research, innovations in curriculum
development and developing infrastrug.ure.
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1.0 Introduction

1.1 UnitObjectives

1.2 Dictionary Reference Skill: An Introduction

1.3 Phonemic and Phonetic Transcription of Simple Words in Common Use in

IPA Symbols
13.1 Word Stress: Rules for Placement of Primary Stress on Words
132 Intonation: Introductory Notions about the Uses of Falling and Rising Tone

1.4 Speaking Politely in English: Using Sorry, Thanks, Please and Excuse Me

in Expressing Requests
14.1 Gratitude
142 Compliment
143 Agreement and Disagreement '
144 Modals: Usage of Can, Could, May, Might and Would

1.5 Telephonic Conversation
1.5.1 Situational Conversations: Greetings
152 Meeting People and Introducing Yourself

1.6 Introducing People
16.1 Saying Thank You

1.7 Summary

1.8 Key Terms

1.9 Answers to ‘Check Your Progress’

1.10 Questions and Exercises

1.11 Further Reading

1.0 INTRODUCTION

n this unit, you will learn about dictionary reference skills and conversation skills. The
unit highlights the importance of conversation practice in our daily life. It also sheds light
ersations. There are certain basic etiquettes that

on the significance of courtesy in conv : :
in a society, follows. Greeting and responding to a greeting are one

every person, livingina ; ; : At
i s. This unit describes the various ways 15 which we greet a

rson

ptﬁc:g i‘ox:::g;:lgfintroducing people, introducing yourself and how to say thanks.
| Good communication gkills can make a person successful in his/her personal as
well as professional Jife. Communication can be done through speech or through writing.
Conversation is an important part of our daily lives. Weuse a number of sentences
to communicate our thoughts, feelings and opinions. All conversations are different. A

variety of words are used to express different feelings and emotions. Good vocabulary
can be used to make quality conversations. A conversation involves communication

SelfuInstructional
Material 3
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between two or more people. Conversations allow us i .
. . opre
topic and to learn from each other. present different views ona

. als'::mompﬂsses the various modulations
with the physical properties of speech sounds study, phonetics has been concerned

auditory and neurological capabilities, Orsigns, and the physiological, acoustic,
Phonetics is involved with th
physical sound and discovers the W: W2y 0Be produces, represents and perceives the

11 _UNITOBJECTIVES

AﬁerEOiﬁgﬂJrought]ﬁgmﬁt‘youmb“blem.
. E"Plalntheimportanceofspokenﬂngush

. f dicﬁonaly refe - .
* Discuss the concepts of phorietic ¢ ) r‘fllcmg skills

me’ Mpo]ltelymEnghshuS nations

* Examine varioys modals sych aq ‘can’
® Describe th |
e ecomponegtS ofa 80od telephop, Versy
ain the role ofpolitenessmarkersin e
: Conversation

© poplin herulestobe o
sess the Importance Ofgl'ﬁeting and gor l‘esponding to a greeting
Tesponseg

12 DICTONARY Re e
~ INIR REFE

TRODUCTION — CNCE SKILT AN

¢ DiSClIBsthe varigus .
mgeﬂmgl'eetmgandmsmndjn_ o ]
While prec: 810 greeting

are arranged alphabetically; it is also used to look up for meanings of a particular word,
pronunciation and other information such as usage guidelines, etc. Wikipedia defines
dictionary as ‘Collection of words in one or specific language, often amanged alphabetically
which may include information on definitions, usage, etymologies, phonetics,

. pronunciations, translations, etc. or a book of words in one language with their equivalents
- in another, sometimes known as Lexicon,’

(A) Understanding your Dictionary
1. Always purchase specialized dictionary if they are usefizl in your study. Iltustrated
dictionaries are good to understand science concepts.

2. Some colleges and universities prefer one particular type of dictionary to ensure
consistent style and understanding.

3. Use the right dictionary that is appropriate for your studies, assignments and
reports.
Go Through the Introduction
1. The smart way to leam to use a dictionary is thorough browsing of the introduction
section. It will give an insight into the usage of abbreviations and pronunciation
symbols. ' “

2. This section will explain how entries are arranged and how to search for words.

3. Itwill also give you information about pronunciation of words with similar sounds.
For example: Knight and Night sound similar when pronounced. In the first word
the letter K is silent.

Learn the Abbreviations

1. The list of abbreviations are given in the introduction section.
2. ‘Adj’ denotes adjective whereas ‘v’ stands for verb and ‘advb’ is for adverb.
Pronunciation Guide

1. Before you go through the dictionary, familiarize yourself with the pronunciation
guide. Having an idea about the guide makes the task easier.

2. The pronunciation of a word will be placed between two oblique (/) and will be
printed in italics.

3. The main or primary stress of a word is shown by the relevant syllable.

(B) To Find a Word

In order to locate a word in a dictionary, find the section of the dictionary with the first
letter of your word.

Dictionaries follow alphabetical order. For example, ‘bag’ begins with ‘b’ which

means that it will be in the section before ‘c’.

o Don’t get confused by words like ‘psychology’ starting with ‘p’, ‘wrought’
with a ‘w’, or ‘hour’ with ‘h’ as the first letter.
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Ez?gh?rgwsffh * Ifyou ar’e unsure what the first letter is, start with the letter it sounds like. If | 2nd fourth letters are the same as the letter next to ‘m’. The meaning of this word is Imgm :{' WW
Contexts ZOU ca;l tlf find the word under that section, then g0 to other sections. For |  ultimate’. Now tell whoam I? Contexts
Xample 11 you are unsure that ‘wrought’ beglns with a ‘w’ : tart .
looking in the “r’ section, When you canzot locate it tha w’ you might stary Brainstorming _
NOTES the .‘w’ section next because you can think al;n ! th el:.re, you ‘IOOk fof i l:',' |  Students put together their creativity and imagination to work to create new words for NOTES
‘wrinkle’. g the lines of *wrong”ant | 01, ¢ dictionary. This functions as a fun activity for the students while learning.
* Some words have simj . . Dictio with I
and ‘hare’ have s;l'{;llar sound but are spelt differently, for example, ‘hair’ weaonay mag.es . L . .
meanings thos e:r sound but are speit differently and have different Create your personal picture dictionary. The dictionary becomes interesting as well as
the words are used, carefully and comprehend the context in which | colourful to go through. ;
Foll i :
ollow the guide words | 1.3 PHONEMIC AND PHONETIC TRANSCRIPTION
The two words at the top of the PAge are referred ac on o, | OF SIMPLE WORDS IN COMMON USE IN IPA
locate the word in the dictionary, 3s guide words; they guide you 0 | SYMBOLS
e To find the word ilimd, ‘ ‘ .
R go to B) e . ;
atthe top of the page till you reach th:;‘g:‘d::ﬂ!(e helg of the guide words situated | Letusdiscuss the phonetic and phonetic transcription of simple words in common use in
waords between lively and liven on gy lively, liven’, while searchingallthe |  IPA symbols.
and s0 scan the next sect; Page. The word ‘lizarg? begins with ‘-2’ | '
ecﬁOllforthesam 210s W1 ] tic Tran: ipti
* Asamatter of fact,the &etio e, () Phonetic scription
hthfrd (l-i:z) will come after th::vryonglc]'fje],? th_e alphabetical order, thus, the word | Inphonetic transcription, a hrger set of symbols is used to capture more phonetic details
Wiﬂ:'r’?criih-clfarms, move ahead o f‘chargerq::g:For example, in order to look for regarding the tangible production of the utterance.
alphabeti ('::I ,ijss tbf_"“gh the words with ¢ Eha“‘)”- Since the word l;.;eglﬂ-? | There are two types of phonetic transcription: (i) broad phonetic transcription and
Understa eruntil you reach the ‘c-h-a - a-1-g’ and ‘c-h-a-r-i’ in the | (i) narrow phonetic transcription.
erstand the meaning: As yoy fp I Partofthe page. | ; ;
has more than ope oS the word, it i i Broad Phonetic Transcription
stress upon, what meaning, jt wi]) tell you the me will show Up its meanings (and 1flt .
be part of SPeechitis and so o, S StPopular one first), which syllablet | Inbroad phonetic transcription of speech, it is not attempted to record the huge number
ml'ndmmsmummbme they involye Words that °'Il_3t1rnes the meaning given maynot of contextual or idiosyncratic variations in pronunciation that take place in normal speech.
on. are difficult to comprehend and requir®s «|  Further, it attemps to describe the individual variations occurring among the speakers of
) lS?tm:le ofthe dictionaries alsogi {  adialectorlanguage.
- Fori : ve th . i . s
o ‘c]:;:ame’ 1’fthe word is 'Famms? SYnonyms and the antonyms of 8 Wofd; The objective of abroad transcription is to record the phonemes used by a speaker
. You maybla]satw and itg OPposite w rdis :Lllic:lme ofits meanin gs are «amed mtherthanth& real spoken variants of those phonemes that get produced when a speaker
» 0 com . own’ | speaksawo!
;lif';fz;f"”led eryiﬁ"fl.;fmﬁg’ Origin anq e‘:;l;ﬁon fwords and idio™ We can say that a “broad phonetic transcription” classifies speech sounds into
o understand Frepcly or A SSand suffiyes ofthe w; d.vj:lso thoughyol | broad classes of actually spoken sounds. On the other hand, a “phonemic” transcription
. Do understand the word, tGl‘eek, this lin guistic inf K tion helps classifies speech sounds in terms of the phonemes which a speaker is intending to
On2ries often prow: orma communicate,
Briti .. 1 Provide .
Titish Englih Sé:e ghjf In othey glish derions prglish However, in practice, the expressions ‘broad phonetic’ and ‘phonemic’
(O) Learn Wi, Fun ete.), etivations (US ' transcriptions are usually used interchangeably and mean the transcription of phonemes.
Treasure huny Narrow Phonetic Transcription
Wo\;;the Students some clyeg Search A narrow phonetic transcription comprises phonetic details that can usually be predicted | | Check Your Progress
starting with the Sixteenth letter for the word, g ' ¢ by the ‘rules’. There are some key ‘rules’ to convert a broad transcription to anarrow || 1. State the meaning of
' , of the alphapyes %;Xample, ‘lam an eight letfe . transcription. It should be remembered that any narrow phonetic transcription should be icmﬂins
* My seg ‘o T losed in [ ] brackets.
ond letter is ‘I’, mY enclosedin[} is 2. What are the guide
wordsin
Self-Instructtong] &
6 Material
Se{ﬁlmmcﬁbna!
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f;gghﬂtrygb &Whnm Rules for Narrow Transcription THE INTERNATIONAL PHONETIC ALPHABET (revised to 2015) - Imgr;;g ?{ PSrpokan
Comtexts The guideli narrow transeripti ‘ s . CONSONANTS (PULMONIC) oW Conmm
theemcﬁﬁ]:;le:toﬁ ﬁw £ ptlcfllal:enotreally rules’ but more ofpredictions, i, | Bilsbia! [Labicdeotet] Destal [Alvoolar [P erwivoctor] Rowollox | Pulatsl | Velar | Urader pexss
S no i :
. Ilt)lpfa(::a tt;lno such guidelines doe talwaysresultmaperfectnarrow Plosive pb td tdlceylkgigoel|l |
NOTES vanum‘mousml?nann - t, the SPeakBI:S are at freedom to.change their pronunciations in Newt m| m n n| n N[ NOTES
. Tl B T e
Speakers vary from each other in their - S
- Pronueciation and the sam, speaker might bt v L L o S
changetheprouunclauonofthesamewordinvaﬁousconnexts ¢ o rmeie QB f v|0B8[(sz[[ 3|sz|lcil[xy x sk h
Therefore, the guidelines fortranscriptj . - bl LT T I5 I
ption are habilictis fricative PRV (P -
suggestthe mostexpected prommciager probabilistic in nature because they Efm ______ v 1 I ,_.
] RS A I | L L ! he
(b) Phonemic Transcription Symbets 10 tbo.Sght 1 a ool axo vetecd 50 B 1P are veioshoms, Shaiod smoms Sramms icalotons judged imposio,
In phonemic transcription, a restricted CONSONANTS (NON-FULMONIC)
set : .
- sound contrasts of g language. For exaInpl‘:afsymbOIS 18 used to capture the meaningfl Chcks Vwdimglosvos | | Bjoottves
’ ' © eitabant B seaaa ? eyl
v _ In"“"  Decuthivect P’ st
m{W’MQ ] osttveter | f £atumt t' Denlrtvetir
Mo Fruminor | of vetur K vic
R UVS{ : Bt | Atverctamt | GF orutee B’ Avectir Sicative
- Symbols for Ph j OTHER SYMEOLS
onemic mnscﬂpﬁ‘m M veabmlbidnie fatve  § . Alnclogulind Boive
Iﬂ!emaﬁonalphoneﬁc Alphabet . W Vcioed bibial-miter appenzicent I Vaioed slventer laiens) ip
symbols. In norma] practice thl([PlA) 15 the most Comprehensively ac dsvstemof | U veired tibishgatend appresiomst fj  Sostiosons [ 202 X
eventhough itis defined ; » "8 alphabet Iepresents |y Y accepted sys H Veluirrapiglotsl Seatre .
edmtermsofth oth phonemes and allophones Affirates nd doull eticclatocs
. eactualsmech P £ Void qighrtal fricaive 215 b engevreated by tom eyl
While the [ingy; ts develop 5 hun' . Sounds, 2 P jatuod by s the berewcersssy.
generally select the mostcomrzp P ¢ description ofa) . they ' o :
Phonemeasﬂlechmacteﬁsﬁ Onorcompl‘ehensj‘,e]  distr anguage or dialect, the DIACRITICS Scmo discbies may bo placsd sbovs » syl wih 3 dsscsndes, o 1) " rdat &
Callophone of thgy Y distributed allophone of each Vi P | otywis b g | veu £ g Migee
represent the phop, phone ) A 2 Y ® | (oo proup
-~V Phoneme ag a who) anduse Lt
OﬂceaSYHIbOI is used t, - " Phoneti symbo y; — glgi ~ IQ:.JMM E 3 * : Lg I [
to! i . O represent Arpizsind - s t1 d Bylatlobosk  ilaekt
mm@tm gtoﬂles"mesymbo??faml ound (allophone), it possesses @ prommmbt §  [Woastmt OV AV]"ebed 8 | pitieg e ofa b
Dtlonsarealways enclosed used rep ¢ i : Lsrastd 3 Foisotig 1 ) |2 sent it a2 TONES AND WORD
when we - sedin/,, / Tesenta phoneme, Due to thiss g ACCRITS
meanthe actuauypmducedso e whenwe‘ -catepho . din[ "] . Advesosd u Y velirizad tv dj 1 Lewrd setiase aT LEVEL CORTOR
Do You know? ) nemes an ’ - e T pbaymgiind t3 (Y| tomttntes (@ guq E‘;‘ gau‘l :::
T Catnimd 8 ~ Visdmd wrpbayugedined ¥ w1 Egh
Thelntemaﬁonalphon : [ et B i € (J - vieedireler st 8 4w & 4%
phonetici etic Alp (PA)is 4 _ @ 4w B AL
i ans, Itwasesmblishedin 1886 : ﬁ‘.°°1d°3trepresen¢a . e , Syt n , Lomnd € (B - wimarania epprasnacy 3 UE 5 A4
entific study of phonetjcg and the .lnPans_ meaimofth the. organization e g At Tagu B @ iy A aoran
o0 of this aim, the IPAPTOvidanO Practica] apnii ¢ IPA is to promote the Uiy 8|, BemiTagia @ Toop O\ wsas
notational standarg forthe phonetic es the acaderni, com;latl?ns of that scienct?- In
ltation of all la“gl.lal.“g:ll 3 world-wido wih Source: hitps://en.wikipedia.ory/wiki/International_Phonetic_ 'phabet
i~
|
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1.3.1 Word Stress: Rules for Placement of Primary Stress on
Words -

There are ways.in which the vowels

words and are categorized into syllables, Each s i
: yllable has an obligatory vowel sound
and one, two or more consonantal sounds, These syllables make up a word. When there

is merely one syllable, tht? stress is obviously on that particular syllable. But when there
Sx;nlﬁ;;:h?m? t?ll;;sznﬂ?]?:l:n @ wotd, ther one syllable gets more stress than the other. For
when We’speakth . which 1smonosyllabic, the stress is on the syllable ‘all’. But

e word, ‘almost’, there is more Stress on “al’ than the syllable ‘most’.

Some Definitions of Stress

are several factors TeSponsible for sych

. Inudnms:Whenyou You are breagh

greater muscylar cnergy, the syllables :f;lg car e the speaker provice

‘ iForex“mPle,in
W, ‘I2’, “tion’. Amoy,
fol ‘eal? .gstthesefour | Ja? .
. 1:::::: by cmﬂwmle ‘cu’ angd ‘ﬁ:g} :gﬁ;sigﬁwelsi us;.lally the loudest
<8¢ The pattem of ageny syllables.
the prominent Syllable of the accent in word also becomes clearer Whe?

. word j ;
€xample, in the g syllabic wog ‘in;s *:fsocxateq with a pitch change. FO*

Butat the sape tim
) ¢, there is 5 p,; > 1e first syllable loude®
low, resulting jn More empbljs?:z;c?;ha“ge inthe Sgrst s;i 11:13?;2111): high 1
* Quality of the ygye. € promj © Birstsyliable,
on the quality of the vowe] tha?:ﬁ

heard with s of
€ word ¢ . greater loudnes .
Td “calculation s there are four syllables—" cal’s

Vowels of the neighboyg :I;;?l:gi;synabls ina word also depen®
vowel sound will pe &i?é‘géi’l‘ﬁ o The syﬁﬁi,’fi l:&slf il oa t:-ong
: ' S chwi as
* Quantity: Somefime. « the regt will have

Stress of'a syllable ines, thﬁ:- e
Some Rules for Placement .

Stress is unpredictable

rules can be framed
words, However, ite

They are significan ¢
1 English. Thege ry)

of Primary Stregg
> eSpecially in the

ot o in oy clase? ?f Englisp, 1
a1 never be $aid thyy theseS a

Oasto Make
un;
e are as follgyg. ferstand e

on Worgs

r ang'-lage. Yet, some gt’fﬂer?l
< lound i providing stres®
© always trye in every €85
Are Certain patterns of §

and consonants in different combinations produce

1. The first rule which can be exemplified is that all English words, more or less,
have some stress (whether primary or secondary) on the first or second syllable.
For example, in the word ‘calculation’ which has four syllables, the primary stress
is on the third syllable but the first syllable has got the secondary stress.

* Two-syllable words are normally stressed on the first syllable: foreign,
mountain, legal

* Three-syllable words are normally stressed on the first syllable: character,
Jamily

* Words of more than three syllables are normaily stressed on the antepenultimate:
original, curigsity

2. The inflectional morphemes or suffixes are not stressed and do not affect the
stress on a word. The word ‘mistake’ becomes ‘mistaken’ by adding an inflectional
morpheme but that does not affect the stress in the word.

3. The following derivational morphemes or suffixes are not stressed and do not
affect stress. They are given in Table 1.1.

Table 1.1 Examples of Derivational Morpheme

Derivational Example
morpheme

| -age Postage, breakage
-ance Appearance, governance
-en Soften, brighten
-ence Subsistence
-er Doer, keeper
-€58 Lioness, goddess
-ful Dutiful, faithful
fy Beautify, classify
-hood Childhood, manhood
-ice Cowardice
-ish Childish, foolish
-ive Creative. attractive
-less Aimless, careless
-ly Faithfully, happily
-ment Government, postponement
-ness Boldness, heaviness
-or Governor
-ship Scholarship
-ter Laughter
-ure Enclosure, failure
-y Bloody, woolly
-zen Citizen

4. Some derivational suffixes regeive stress and some others affect word stress, In
case of these suffixes, the stress is shifted when the suffix is added to the stem.
For example, in the word ‘employ’, the primary stress is in the second syllable
“-ploy’, but when we add the suffix ‘-e¢’ to the stem ‘employ’, the new word
‘employee’ is formed where there are three syllables and the primary stress
shifts to the third syll ible.
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Another important feature related to stress is the ‘weak forms’, There are many

functional or grammatical words in Enpl; .
1 English which can b :
and weak forms. There are about forty such words, epronounced n strong

The most common weak-form words are as follows:
e THE
e A
o AND
¢ BUT
* THAT(asa conjunction of: relative
¢ THAN '
¢ AT
* FOR
* FROM
* QF
* TO
e AS
* SOME
CAN, COULD
HAVE, HAS, HAD
SHALL, SHOULp
. MUST
* DO,DOES
. AM, IS, ARE, Wasg, WERE
InEngﬁT:ilus’ ltcanbesaidﬂ].atw()rdsha‘,easman
(monosyllabic) rdependlng On!;h? Mumbey of Y syllables as there are vowel sounds-

Pprotioun)

word, or worgd OIvowe| -
~ COUDVaD 80 wp 1o seyeny A g - REOTNO OFmgpe oL HETE can be on syllabic

o
1 L) Ofmore :
©0CE OF Stress which oy the i])llableg in the Wor(leélables (sometimes the syllable

0 M0t regeive i tan tind of
13.2 . . g€ rhythr; e1ve similar kind 0
tonation: Introductory gy © OF musical,
and Rising Tone Otions a}q. t

The voiced and vo;

. celess so

wide open or closed whit. S Teferto

‘ While letting o, .. Cds whe

Howto LemnﬂﬂotherLan g’the Ar pass oyt "® the voca cords are ejther split
£Uage”, DeM gy 0T OUr g -

Voiced and Voicel 2 Stafeg. 85. In his article titled

he Uses of Falling

rds are g

- Pread apart, e .

W EllgllSh--sit, Sheet’l;-g;duwdare ,.the air ﬁ:om the lungs
en the vocy] oqp o1, think as voiceless sounds-

vocal so a0l .
und calleg Vibmte}."}l;ld ‘ogether, yen the air passes

€ so
Unds createq in this manner

are called voiced sounds. For example, the consonantal sounds in English such as veil,
these, zoo, me, nose are all voiced sounds.

During the course of our speech, the spoken sounds occur together, one after the
other, to produce meaning in terms of what the individual words (morphs) mean. They
also create meaning by the music that is created in the tone in which we utter those
words. Based on the vibration of the vocal cords, a certain musical thythm and note is
created. This determines the pitch of our voice. The higher the frequency of vibration,
the higher is the pitch of the voice; and the lower the frequency, the lower is the pitch.

You must have noticed that the pitch of your voice is not constant as you speak.
There is modulation, in the sense that the pitch keeps changing. In every kind of
conversation (barring a few, such as the prayers in church which is in a monotone) there
is always the modulation of voice. According to Kreidler (1989), English utterances are

~ seldom spoken in monotones. For one, native English speakers produce melodies of

varying kinds, with the rising and falling voice. Such melodies are technically called
intonation. These pattems of variation are called tones. These tones bring about a change
of meaning of an utterance or a change of meaning in a word. Languages in which tones
can bring about a change in the meaning of an utterance or word are known as intonation
languages.

Many phonologists believe that another important component of intonation is the
phenomenon called prominence. Speakers make some syllables more noticeable than
others. Such action is usually accomplished by pronouncing syllables louder and longer,
assigning them a different pitch, or articulating their phonemes—especially the vowels—
more distinctly, Prominence is also referred to as emphasis, focus, main stress, nucleus,
or tonic accent, It is equally important to stress that pitch level, pitch movement and
prominence are all relative values.

Intonational Functions

Intonational choices made by speakers carry linguistic information and perform a variety
of functions. Though researchers of intonation suggest various functions of intonation,
yet the common practice is to take Halliday’s model of three functions of intonation as a

general practice; these are as follows:
¢ Grammatical
¢ Informational
s Attitudinal

Grammatical Intonation

Grammatical intonation helps to identify the grammatical structure in speech. This is

similar to the role of punctuation in writing. Grammatical intonation also helps us in

identifying clause and sentence units and contrasts questions/statements. According to
Halliday, grammatical intonation relates to the grammatical mood (question/statement,
etc.) as well as the modality (possibility, validity, etc.). Roach believes. ‘Grammatical
intonation helps language speakers and learners to recognize the grammar and syntactic
structures, e.g., boundarics between phrases, clauses and sentences. It also facilitates
our knowledge of the differences between questions and statements as well as the
intricacies of grammatical subordination.’

Importance of Spoken
English in Various
Contexts

NOTES

SelfInstructional
Material

13




Importance of Spoken
English in Various
Contexss

NOTES

Self-Instructiongt
4 Material

Discourse or Informational Intonation

Discourse or information entails the kind of

communication, intonation i
o ‘ntonation is used at the place of Syntax (sentence). As people

communicate In‘imarilythroughlan . .
. guage, mtonati : .
Recent phonological research deﬁnesgi; naggn(:; sa]mllld be studied at discourse level.

Iesponse to be expected. In normal

* Prominence isa s
. syllable on which there is a m Bioroi
* Tone pitch movements ag JOr pitch movement,

ol nove e distingyj : :

nsmg, Bllise oo guished by the;r Particular direction: falling,
. Ke}f 18 the relative pitch leve] ch
choices are Proposed: low, midq)

¢ Temmination ig low, mi

— s middle or high |

beginning orend ofatope unit.hlgl:lpm:]:l feve choice made by speakersat the
. Gmdl.lally, thereis a shift in
pf:mcula_rlym teaching new |ap,
;nnzw h:f Intonation tends to view speech ac ¢
o arers cooperate to reach the desire:ls o
© COmmon ground that exigyg ol
world views cony, ctwe

osen by 3
cond hl}’ghpeakers for each tone unit, Three

fOCllS tQWards .
adopnng .
guage leamnerg, Hew; the discourse view of intonation,
urpw‘g; is (1_995) Opines that the discourse
of'sh axgilnven activity where speakers
*0 speaker and 1, Understanding’, It also refers
carer as the area in which their

Although discoyrge ;
. Ur'se intonat
and its ad N 100 hag .
and co .aplfed and simplified Version SOme _dlfﬁculties for .
1VInCing of all intonationg ﬁmcﬁor teaching purposes itpmagc'gI cal application
005 available at the o S L0 be most viable
th ost vial

developed mode] proy:
and stud.ents can study intongtigy astrong Systematie ﬁar;en;)mem: Moreover, its well-
Attitudinal Intonatioy otk ithin which teachers

We use intonati
onas the chiefme

v researchers of intonatiop, Poi;ltns € TeSSing oup g

anations, These are tha most Out those pay, atitude, emotions and thoughts
direction are generally fegs p Unpleasap; ur ear:n liilniilmow range Ofﬁ‘equenC);

. 1S, whil

aMmmatica] categmygﬁ.also Point oy 4 :rsmoo'fh changes in one
finalrise (Fry, 1974y Citfau e questiop anjzmeﬂ%. teneagflet: cou)e dgements
and Allen, jt - -1ling the desering Commap, could be pleasant
follows. 2 be pointed oy that the ;’t“)ﬂs from Ve, Were pleasant only with 2
® The imprec; S Oftheatin gigq 2 78 Yes by Crystal
recision of : Meanip,

Duances. For gxq e de softonearess

unemotional sty ob
teme; , i .- Y€ preci )
andunexciteg> OLi2t ang ‘routi:l Srentiate g, - C 200Ut emotional

% uncommi“‘;;“ Canings ‘detached,
Comment; detached

e It results in the form where any tone can mean anything, depending on the context.
This is a serious problem for a systematic description.

o The meaning of an intonation choice may depeiid on associated gestures or facial

€Xpressions.

In fact, almost any emotion can be accompanied by any tone. Without lexical or
contextual information or other vocal clues, it becomes almost impossible to reliably
label a tone as displaying a particular attitude or emotion. Generally speaking, discussions
of the function of intonation in English often centre on the relation between intonation
and attitudes. In fact, the main function of intonation is analysed by many phonologists
as conveying attitudes. Many other factors, such as loudness, quality of voice, speed of
delivery, facial and bodily gestures, etc., also contribute significantly to the conveying of
attitude. The result of all this is that we cannot really say anything constructive about

intonation and attitude.
Now, let us discuss the four tone pitch movements—falling tone, rising tone, falling-
rising tone and rising-falling tone to understand how they work in a day-to-day conversation.

Falling Tone
The following types of sentences are generally said with a falling tone:

Statements (matter of | He is always punctual
fact, complete and
assertive)
Commands Shut the door
Invitations Do come in and sit down
Exclamations What a beautiful painting
Wh Questions Where has he gone?
|_Tag Questions She is rather late, isn’t she?
Rising Tone
The following types of sentences are generally said with a rising tone:
Yes or no type polarity Are they coming for dinner
questions
Alternative questions Do you like tea or coffee?
Requests Come here for a moment
Non-terminal tone unit As soon as he arrives =---=--- I will let you
know
Non-polarity type or Wh How’s your father?

questions expressing
politeness, friendliness,
personal interest

Ram told me about it. Who told you?

Repetition question

Commands intended to sound | Shut the door.
like request

Statement intended to be He's not coming,
guestions
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The f¢ i
e following types of sentences are generally said with 3 falling-rising tone:

Check Your Progresy
3. What are the types
of phonetic
transcriptions?

learn the intoaation
ofa language?
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One which picks out | (I tho
part of the foregoing | oo 2t 70" b0th spoke Spanish) My broter
context.
Statement which 8 ’
Satzmoar v he hasn’t done very well (you must admit),
agreemient and a kind
of reservation on part
of the speaker, —_—
Statement intendeg
Sia n o | You must not come [ate (Warning).
reproach or to
;xpl'ess concern
tatement intended to i
!,e 2 somamended (He speaks six lauguages). He speaks f
information received, "
Non-termina
- 1 tone- Genexally We go out op Saturda
Imperative meant to D .
operative o O complete this by tomorroy
The Rising-Falling Tone
The following types of sentenceg are genera]]
¥ said with 4 rig; i
Statements showing (D i thansmg-faumg i
ey 0 You like thijg col
e our?) Yes,
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1.4 SPEAKING POLITELY IN ENGLISH: USING
SORRY, THANKS, PLEASE AND EXCUSE ME IN
EXPRESSING REQUESTS

Courtesy means being polite to people. A courteous conversation does not require much;
it only needs some common sense. The use of Sir, Madam, Dear, M, Mrs, thank you,
please, sorry, all are related to courtesy. For example, after you have said ‘hello’ and
introduced yourself by name, you may start by saying, ‘Good to see you’, ‘Nice to meet
you’, or ‘Nice to see you again’.

We meet many people every day. Sometimes we fail to be courteous. Let us now
understand common courtesy we can use while talking.

o When introducing ourselves, we do not use ‘Mr’, ‘Miss’ or ‘Mrs’. People
may call us Mr Roy; however, we introduce ourselves as Shiv Roy or Shiv.

o Ifwe have to introduce ourselves to a new person, we can start with ‘Hello.
My name is Shiv’, or ‘I'm Shiv (or Shiv Roy)’, or ‘I would like to introduce
myself, ‘I'm Shiv’, -

o When in a group, a handshake in addition to the name is acceptable.

o When we are in a military environment, it would be safe if we address both
current and retired military, ambassadorial, clerical and judicial people by their
profession (Colonel Diwakar, and Justice Gavasker) or simply, ‘Sir’or ‘Ma’am’,

o When being introduced, make eye contact. Also, offer to shake hands. if the
introducer confuses the name, repeat it again clearly.

o When we have to reintroduce ourselves to someone whom we may have met
earlier briefly but do not remember the name of, it is better to say, ‘Hello, my
name is ...”. Then the person will most likely respond with his or her name. If
not, we can say, ‘I remember you, but I've forgotten your name’, or “Youmay
not remember me; I'm Shiv’.

o When we meet someone who is older than us, it is good manners to say,
‘Good morning, Sir. My name is Raghav Nayak; I'm your neighbour’.

e Whenever we are in a group, begin by introducing the older person, or the
higher-ranking person.

The following are some more tips to use while talking:

» Show appreciation

e Smile while talking

e Recognize the achievements of others
o Be polite to your family members

Never underrate the power of courtesy. The smallest act of courtesy may light up

someone’s life,
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Politeness Markers

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

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

We learn to say Please, Thank You, and Excuse Me early in childhood, However,
by the time we grow older, very few people remember to use these in conversation.

Using politeness markers makes our daily interactions ple :
asant and
represents good upbringing. p nt and friendly. It also

An honest and well-timed Please shows respect and helps in getting things done

efficiently. Saying Thank You shows thoughtfulness and consideration, Saying Excuse
Me reflects concern for the personal space of others. It should be used whenever we

: : pass someone who co: i
want to apologize for interrupting someone, mes in our way and

mann PO]"III[EDESS markers are universally recognized elements of politeness and good
‘?rs' €y remain uniform across cultures and regions and make co icati
effective and pleasant. mmunication

Usage of Excuse Me

‘Manners makesa man’ is a saying that means that we
towards all with whom we come in contact as our
personality.

should exhibit respectful behaviour
behaviouris a representation of oyr

Good manners showcase the Up-bl‘inging. The use of
excuse me are part of good manners. These are not tau
ﬁ'olln a young age from their environment. Goodm
polite. It’s a sure shot formula to success. i

phrases like thank youand
ght but picked up by children
Is teaches us to be humble and

When to Use ‘Excuse Me’

: ;
® ‘Excuseme is used as

ing to get SOmeone’
ne .
® ‘Apolite £ aple Street? Sattention Excyse me, do
way of start; :
i Lshut the W!'ndow;r’lg oy Something Jike Excuse me, pyy d mind
. ) g ' you

Itis used as a pol;
polite way of start; :
4 ng t
me, please why don ¥ You listen 1o 1, e-,‘,g O Interrupt S0meone, for gt —_—

1.4.1 Gratitude

; g. Practici : . ;
are different ways to inculcatlu.;1 gthgrat:tude fequires yourt I s lifestyle
e . em.
ﬁ;aetgﬁllness Into yourlife so now g fiiine ;ﬁhese Method e : e
stodevelop their own methodology, w?}?ﬁr this atit you 1o imtegta
thmix a4

ude called tit
match, gratitude, Everybody

How to Practice Gratitude

(a) Begin the day with Positive Affirmations

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

Some of the affirmations are as follows:

[ am grateful for being alive.

I am grateful that all me and my loved ones desires are fulfilled.
I am thankful for the job.
e Thankful for supportive family.

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

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

(¢) Maintain a gratitude journal

Keeping a track of your life by recording each and every event in the journal gives you
an insight and ways to rectify your mistakes at the earliest. You can record your thoughts
online also.

(d) Don’t take life for granted

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

(e) Acknowledge everybody’s efforts

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

Saying Thank You for simple things in life is a very courageous act, some of the
things for which you can be grateful are as follows:

e Cupofhottea
e Allowing you to enjoy ‘ME TIME’
(H  Vow not to gossip for a week

You can use trial period to notice the changes. Gossip brings out all the negative emotions
when dene occasionally but when this becomes a habit then the trouble starts. Bringing
others down discussing their personal and professional life will leave you exhausted and
eventually you will lose your peace of mind. Instead, you put your energies to inspire and
transform people’s lives.
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the sentences ‘Jane is here” and “Jane is n » .
) ' ot here™; the first is affirmati ile the;
o jis negative.” rmative, while the;.

What Are Positive and Negative Statements

When you agree with a situation you say ‘yes’. For example,

W ‘Ilike listening to music.”
en youdonot agreetothe e ‘no’ . e e g
s gree vent you say ‘no’. For example, ‘I do not like hstenmgtqlé

Both the sentences give us inf i .
wantto do. giveus Information but negative sentences tel] us what we doo’t
144 Modals: Usage of Can, Could, May, Might and Would

The modal verbs are ag follows;
can

tay could

shal{ right

wil should

- Must would
¢ modal verbs te] yg j
modals when Somethine ; . l.l»se‘r
to talk about 815 certain, probable or possible. We a[sised!z

bef: ability, seck; .

mtﬁze;;;bm& Th:y-expmss mf;ﬁmp:::mssl? 0 or for requests, etc. TheY ar:noAiﬁ
Sin: : ces ) v

They are referreg as'm VFI{O-ing Sity and state certainty. They haV

e
. and-eq fo Fauxili?™™
Usage Ailiarig rms. Modals are part ®

o Can we bring in the children now?
(g) can isused for Offers and invitations:

¢ Can I get some tea for you?
o Can I sing a song for the guests?
(iiy Could :
(a) could is used as the past tense of can
» We could be in prison because of false statement by the witness.
¢ You could hone your speaking skills in the Academy.
(b) could isused to express possibility in future, but with uncertainty
o We pondered over the facts whether it could be true.
(c) could is used to talk about past time:
o She could juggle her job and home very well,
(d) could denotes formal and politeness:
e Could I ask you for a favour, please?
¢ Could we discuss our business deal now?
(iii) Might or May
(a) might and may both express the idea of possibility:
o We might leave for London tonight.
o Imay leave for London tonight.
(b) may is used to scek permission:
» May we go to the market?
(This means ‘do I have permission to go to the market?”)
(c) using may can fead to confusion:
For example:
¢ 1 may go to the market.
This is uncertainty. Does it mean ‘I can go to the market’ or it means ‘I

might go to the market’?
When such problem arises one should use might to remove confusion.
For example:

o ] might go te the market.
e We are permitted to go to the market,
(d) Might is used in Past Tense:

In the present scenario may and might can be used interchangeably with
much ease.

For example:

o We might have finished with assignment if you hadn’t fallen sick.

¢ We may have finished with assignment if you hadn’t fallen sick.
(The second part is also correct but does not sound natural to the ears, it gives

the notion of something amiss. Especially when the event did not take place.
In this event, the assignment did not complete.)

If one feels comfortable using “may have’ then you should pitch for it without
any reservations.
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Importance oj: Spoken (IV) Would ‘
English in Various . . o Plan the call: It is a good practice to provide the reason for making the call. Importance of Spoken
Contexts (8) Would isused for ituati P & English in Various
.l Imaginary situations: Make a list of points. It saves time and money. It is bad manners to keep Bl Contexts
_ S:ould love to play piano at the concert, somebody waiting on the line while searching for information.
» 3 .
NOTES & W “;d‘fwld like to meet the Obamas at the White House. ® Avoid interruptions: We should avoid making calls when we are busy.
Would 1sused as past tenge; Instead, calls should be made when chances of distraction are minimum. NOTES
o
; And:ld wo,lldn’t are the past tenise of will and won’t. ¢ Have a friendly voice: As only sound is involved, it is important to make
_ w: I will be late. (Direct speech) sure that the voice has a friendly tone. A friendly voice is important. Remember, -
* Andrew said that he would be late (Reported h in a telephone only our voice is being heard. Qur voice should be cheerful and
© Would isused for Past actions: - \heported speech) friendly.
Would is used tg ¢ . « Explain th for the call: When calli i i
Xpress act] ] xplain the reason for the call: When calling, we should immediately
as used to: _ ons that are repeated in the past. Same usagk introduce ourselves and then ask for the person we want to talk to. For example,
* When we were kidsw : “This is Sandip Adhikari from Pune. May I speak with Mr Anuj Nayar?”
* During hoj days Twe would climb trees to pluck mangoes. 3. During a call: During a telephonic conversation, the following guidelines should
would always headtomy grandparents’ home. be kept in mind:
15 TELEPHONIC C - ¢ Be polite: We shoulq show courtesy. For example, ‘How are you today
ONVERSATI()N Raman?’; ‘Did you enjoy your holiday?’
Phones have become 3 e ] ¢ Smile: Since it is not face-to-face communication, the other person will find it
there are certain nyleg thatﬁary Partof our fiyeg. For pro I pversatio® difficult to understand the real meaning of our words, This is because people
Practice and skj)(. I uld be followeq, Agood tgl per telephone €o n requi : - see facial expressions to understand the meanings of words. Since body
toneofourvojce, o0 effective telephone ¢ ephc?ne conversatio dust the- . language cannot be of help here, try to sound confident, decisive, helpful and
Havinga Onversation we need to aC) interested. Smile while talking, The friendliness will make the voice sound
the person a¢ theplooperther Conversatiop OVer the phyor — pleasant.
their employeeg inteleph, Catnot seg gy faf O1¢ i not an casy task, This is be° g0 o Listen carefully: Do not interrupt. It is advisable to listen with attention,
Ghidelines ¢, *Phone ing skillg ¢. Many companies provide traiol®e ™ giving feedback like ‘I see’ and ‘yes’.
o ‘ ' i
. r Teleph nj Coﬂvers e Cover all the points: We should deliver the message quickly but clearly.
elephone Conversy ation This saves time and money. Check the notes to see that everything is covered.
. Reoeng Canbe divideq s, th If there are a number of things that need to be said, tell the listener by saying:
o Soont: ®€ stages, thege are as follows ‘I have some things to say. One...’
* Closi ¢ Leaving a message: When we wish to leave a message, it is important to
The foljow: say so and give a few seconds to the receiver to get ready. Messages should
© uomepoims shoy] be accurately audible. If it is important, repeat it. Also, the listener should be
| Recel\’ing . dbe kept in e do asked to repeat to confirm that the message has been correctly understood.
When c.an Make telephone talk effective: » Obtain feedback: It is important to ensure that the caller understands the
- Teceive 5 call, e message correctly, especially where deadlines and actions are involved, We
an:;:hmy rselye, Wh:hould: should encourage feedback by asking and setting deadlines.
= C0offer e . | LR IRcary s .
Check Your Progress helpyoypr + SSSistance, o ¢iving 5 Al e shoid i our O mpaﬂ}l’ : 4. Closing a call | |
5. What do you o Askg Xamp], R ou flldentlfy Rai 8y’ s Close courteously: We should always finish by thanking the caller for his or
understand by Orthe ealleps » Ral Industries, Mahesh her time and troublde.
politeness markerg? Wedo Rotkngy, €'y ideng; d .
Fore Who the ty: Ifthe ca] ity " When closing a call, the following phrases should be used:
6. Define the term 2 XD, g 1 Caller i ®rhas not revealed his 168 709 .
‘compliment’., : M‘“ﬁng acq Y Lkngy, Who > We shoylg obain l:‘ievea ¢ 4 desi g o “Thank you for calling.”
h m& of enmaking s cal],‘ng? ’ Snamean o “Thank you for your concern and help.’
modal verbs? s C Acall ‘ ims.”
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o ‘Seeyou’
0 ‘Goodday.’
¢ Make notes: A good communicator makes it a habit to make notes of calls.

*» Take action: If there is a need to send a letter of confirmation or inform
someone in the organization about any details of the call, we should do it
immediately. Otherwise, important points may get left out,

Taking m‘essageé

Taking telephone messages requires both oral and written communication skills, Therefore:

* Keep writing material ready: A pencil and tel hone m
be kept near the telephone. ep essage pad should always

* Give feedback: Repeat the given information to ch,
: . eck the mes
and spellings. Politely ask questions to get the right details. s3g¢, numbers

* Distribute without delay: A telephone message should be passed o its recipient

immediately, or placed on his or her desk ifthe recipient is not in the office. Man

offices use answering machines to record important messages when the oi’ﬁce y
closed. These machines have a system for greeting a caller. One cap rec dls
message to be played back to the caller. A message will normally cor;sis:):,f:

greeﬁng_, an apology that no one can take the callin person, an assurance that the

* Voice: Use a friendly tone, Speak cle

e Language: Use simple words
: _ and
difficult, spell it oyt Do notuse sh .
¢ Attention: Show attention,
attentively to the caljer.

arly.

bort sentepce

ort forms, 8. Ifthere is a word which s

Never soup, i
d humed, flustered or impatient, Listen

* Approach: Be courteoys i all situationg
* Economy: Do not €ngage the e .
Tips for secretaries

In corporate offices, man
well trained in Teceiving

ephone 1gp .
ger than ig peg
CSsary.

A8eTS are sy |
and making cl:f;l(;n;‘ﬁ: yspseic' elaries ihe altend to calls and aré
y maway that improves the image

§sage is lon i
2, keep reassuring the speay ey by saying ‘yes’s

of the organization and the manager. Courtesy and honesty are important. Here are a
few tips for secretaries:

¢ Identify yourself: Immediately afier lifting the phone, identify the company or
office. Then in a soft and friendly tone offer help. For example,

‘Jay Insurance Company. May I help you?’
*Mr Jay Sharma’s office, May I help you?’

e Know the purpose of the call: The response of the caller may be ‘May I talk
to Mr X2’ or ‘I would like an appointment with Mr X, A secretary must connect
to the appropriate person. In case the executive does not want to take the call, the
secretary has to politely divert or postpone the call. The secretary should also

. offer help by suggesting to talk to another manager who can answer the caller.

o Be courteous: Secretaries should always speak in a soft voice and be smiling
even while talking. They should never be rude with callers.

Questions such as “Who is calling?’ followed by ‘I am sorry, but Mr Sharma is not
in’ leaves the impression that Mr Sharma may be in but does not want to talk with
this particular caller. A better way is to say clearly, ‘“Mr Sharma is not in right
now. May I ask him to return your call?’

« Be considerate: Another common mistake is taking more than one phone call at
a time. When answering many calls, one of the callers is put on hold for a long
time. This is not correct. Do not put the caller on hold for a long time. A calleris
not interested in listening to silence or music. Also do not speak on two lines
simultaneously, it is confusing to the listeners.

Improving Telephonic Skills

o Practice: This is the best way to improve conversational skills over the telephone.
An effective way of practicing is by recording a telephone conversation. By

doing so we can judge our strengths and weaknesses and accordingly work on -

them.

¢ Observation: We can also learn by observing others.

» Training programs: Many personality development institutes offer programmes
on this subject.
The following is an example of a proper telephone conversation:

A: Hello, Pawan Telecommunications. How may I help you?

B: Good afternoon. My nameis__ . May I please speak with Mrs Pillay?

A: I’m sorry, Mrs Pillay is in a meeting right now. May I take a message?

B: Yes. Please tell her that Mr More from the local Chamber of Commerce
called, and I vrould like to set up a meé.ing with her at her earliest
convenience.

A: And may I bave your telephone number, please?

B: Ofcourse. [tis 123,

A: Thank you. I will give hier the message.
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Table 1.2 Top 25 Greetings and their Ex; d R .
Import f Spoken . g5 an pected Responses Importance of Spoken
.é:“;‘:,-,: ',-:fey:,,-m B: Thank you. Good-bye. English in Various
Contexts A: Good-bye. Greeting Expected Response Contexis
Using Cell Phones Good morning Good Morning to you too
NOTES Good evening Good evening NOTES
Cell phones can cause a lot of disturban .
driving, while listening to lecturesincl C;Ez;myﬁp}e use cell phones while Good aternoon Good afternoon
isa list of guidelines for using cell phones: ginmectings. The following Sood &y Good day to youtoo
: . X Good night i
' :ilal::l;:ﬁon. Set the ringer of the cell phone to vibration mode when in public Hell::'gh e al-;idlls‘mt -
. £110
2. Musical sounds: Use soft, melodious ri - Hi there
nngtones. Loud ri . : »
3. Low, soft voice: When ] ud ringtones are disturbing. How do you do? Fine, thank you
1 YOIce: speaking, do not shout. Lower the voice wh. ; H o
and avoid sounding harsh, Do not frown when speaking when speaking ow are you doing? Fine and how are you doing?
4. Right place: Do.not “}ake and receive cell phone calls: while i ings. i H’:‘“’ - i 5? T e
dasimom or while driving. Find the right place totalk. Ifin & busy plac iy . ow's everyting song? Great and what about you?
Eatﬁfﬁ;ifwfm“g’ We should avoid taking or making calls \;yati;laciillﬂ'ce . What's up (man/dude/broftheir name)? Pretty good (man dude/bro/their name)
epla X - uny
argency to anl;w(;i to speak, Step about 20 feet away from people if there 1:;: Good to see you, Same here.
5. Confidential talk: Communicate confi dential info . How a: th’m-gs (\T'ith?you)? Very well, thant
: . Imation ina priva ow’s it going Fine, thanks,
| 6. f:;l;ilm izc;ltsc(;; tl:le :l:at.)llllversation.Avoid doing many things Wl:}en :HI:;CC ] How’s life been treating you? Not bad. How about you?
. e
7. Don’t gerous. gona What's cracking? Nothing much
' ,hn use foul language: Make sure that whatey, Tt has been a long time fdeod. | -
others. Never use offensive or foul language er you do does not offend ’ eed, it has been a long time
1.5.1 Situati : It’s been too long Yes, it’s been too long
S, ational Conversations: Greeting. What have you been up to all these years? Tve been hanging in there
Greeting is the act of welco " is all mi
ming or saluting som, It’s always a pleasure to see The pleasure is all mine
usually the ﬁrstverbalcommumcatlonyou g e:tllle On'meeting them, A preeting i5 Long time no see Yes, No see long time
well set the tone of the ensuing cony Iake with the PTSOn You meet | . —
being greeted properly. Older ersation, Some People are ve .t could very Where have you been hiding? That’s what I’ve been wondering about you
generation does not aptly Showg:;l:;:g;n ﬁnd itvery dlsappolnﬁngrz;ﬂaﬂlcular abOlJ: It’s been ages (since I've seen you) Yes, I have missed you
p:op;&l; holding ahighp“““mmthesocnert;sg:;tothﬂz they fee) they desgmgyoﬁzﬁ; How'’ve you been? 1 have been well, thanks
il greet them properl ' lace f; . Similarly, .
Yy inorder to eel that their : . .
What is a Response? reinforce the Tespect of the Oﬂicesuﬂ]i:t;hwz;t;z {‘d" Stages in Greeting and Responding To a Greeting
Re spe . m this case, is the ttos f Stage 1: Decide—Decide whctl.le.r you really wish to greet or respond to the greeting
your obligation to return the w; en . of the person or not. Rather than giving him/her a halfunwelcome greeting, itis advisable
berude shes. Ifit js Someone . : 4 .
rto not give a proper re rude greets you, it becomes to ignore him/her completely as if you have not seen or noticed him/her. Ideally, such a
The importance f. Sponse to 3 greeting, n aptly, then it woul situation should not arise.
'© PO of greetings in daitw 1: ‘ .
o greet is important it helps ufstom daily life can vhe S?age 2: Cont‘ent——Be sure of what. you are going to say to the person. Do not mix two
and maintain persona relationch Understang , o OVerstated. Learning hOW different greetings or responses. It will cause unneeded pauses or stammering in extrem
tlationships, W10 fanction ; : -ch case ¢ )
1 in a society, establis S
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/ . L. Importance of Spoken
/ 3: Deli Deliver your greeting or response as per what you had decided Why do you need to be good at introductions? Englist inm
Importance of Spoken Stage 3: very—»Leliver . \ i 3 3 expects to be hond
/ g’;ﬁiﬂf” Various before. If you fail to do so, then you shall not only appear to be dumb in front of the | Ikl:lan Tiwﬁ?oz?gmifoéﬁim g:hlgg::;cit;‘%trg;ce or lazlng couﬁdenezt;
/ ; ; 3 ing j owledgeable . ? )
" person butalso may lose confidence in grecting or responding to o procting in future. ES] then youihall lose credibility that will be very hard to earn back. As the saying goes— NOTES
NOTES Stage 4: R'esponse—Yo%:];ou:S expect a reksnp onszto your gr ect.ing from the oth&.ar “First impression is the last impression.’
person, Waitior -6 SecoAnﬁ > f;lPeTSOH enowle f;your Broefing orrespond o1 ; What details should be known to you about the person you are introducing?
/ Stage 5: Comclusion—After you have received an acknowledgement from the other _ {lows:
person, you may move on to your path or strike a conversation with the person if you so “ The details that should be known are as fol c.m.rs. .. \ .
wish. i Name, age, address, contact number, e-mail id, religion, caste, height, weight,
_ h \ L e : ital
. R . : i alifications, experience, family background, conveyance, languages known, mari
Rules To Be Followed While Greeting or Responding To a Greeting '||: Csltl;tus, number of dependants.
The following rules should be followed while respondingto a greeting: ! Precautions
. Apmch the person confidently with a genuine smile on your face. A smile is ! Let us study some of the precautions one needs to take in an introduction,
a umversal language and understood everywhere. The smile should be broad | : S ’
butnottoo much. A wry smile orasmirk may actual} : ve * Be properly dressed: There is an old saying, ‘Clothes maketh a man’. The
message such as a scoff, scom or rebyk Y communicate a negats person you are introducing yourself'to or infroducing someone elf,e to should see
, . you and the person you are introducing, properly dressed. Your attire should make
. Mamt :]l;]a Pl'olzlel'cye contact for at least 5-6 seconds with the person but do a good impression on the person. This will make him/her more receptive towards
no coa uil:f ;o 0 50 forlong because this may make himvher conscious, Your you and the person you are introducing. A simple attire with limitec_i access.ories
eyes s 1\2 ocus on the area of his/her face between his eyes and tipofthe | like ear-rings, bracelets, can make a better impression than an overtly high fashioned
nose te?t People are not able to make a proper €ye contact, This is an ] and loud coloured clothing. Make sure that your clothes are clean free from any
unwanted psychological handicap, One can getover it by practice | types of cuts torn parts.
o With a.complstc stranger, mai1.1tain a d‘istance of at least 60 inches. The | Physical ailments and deformities: At the initial stage ofthe igt_roduct?on, do
p“:ot::mnty canYecrcase with the increase in the closeness of your relationship |- notrefer to your or the person’s (whom you are introducing) deformities or ailments
himvher. You can be at a distance 0f40 inches from a cloge acquaintance ; even indirectly. Many people do not find itacceptable if you start witha statement
* Incase youare shaking hands with the person, then ensure that |'. like —You must be Mr Hardy. Sir, I've heard a lot about you and your rise to
is firm, straight and confiden. Alimp handshake orah dsyour handshake f success despite your blindness.” This is not a compliment. It is rude and
tight are most unwelcome ang thus, avoidabje, “ndshake thatis too | unacceptable. Many people who are physically challenged, want to leaflanormal
* Withduerespect to the noise pollution aroupg . life and not be reminded of their deficiency. Similarly do not start by —"Madam, [
to the person but not too Joyg, Please avo'dun YOu, your voice should be audible | know that he is looking a bit dull today because of tl?e cold he has caught but he
Ifpossible go to the person and greet hlimtalklng loudly ina crowded situation- ‘ is quite well qualified otherwise.’ Ailments and physical dcfomupes should only
Importance of Greetings and R ' ! be discussed with a physician or Doctor. o .
“SPonses I Avoid untidy habits: During an introduction, do not engage in untlfly habits such
Weneed to.lmderstand that whep we “ as picking your nose, tapping your fee, scratching.your hair, rubbn.lg your face.
Elcmally Yvnshing for their well-being andl:PODle Orrespond to their greetings, we 8¢ They may appear nauseating and repulsive. Identify such bad habits and try to
fnvﬁnce,.ﬁ youmeeta person _ t:)Z‘De th?t they will have a good time. For get rid of them as soon as possible.
A urtit:l sa;c‘l( ;t Wwas good?, th:e response, .iftak e;r g Moming * with a line such 8 Keep cool, do not freeze: We find this advice on top of jam bcttt!es— tokeep
hat 8. Yveare not categorizing the mom; ferlously, besides being rude, is very the jam bottle in a cool place like a refrigerator but not to freeze it in the freezer.
tit should be a googd Morming, Ngas 800d", rather we are simply wishing The same holds true in case of an introduction. You need to look reserved and
1.5.2 Meating Peop| confident but if you overdo it then you may appear to be snobbish and rude. Oqe
Ple ang Intrg Uein would like to be infroduced to orby a gregarious yet respectable person. So, this
W&]:at would you do When yg, Meet 8 Yﬂllrse[f : balance needs to be maintained.
other person Properly a5 € Somegy, e . . ffoul 1 and abusive words bl
Perthe g @ for the fiyes ¢ the Mind your language: Use of foul language and are unacceptable
After Zreeting the . *Mands of o etiqul;tst':lme? We usually gree .. in decgm society. They should be avoided despite the knowledge that the person
Whatis an Introduce, . BWe teng ¢, introgy, 8. : to whom you are introducing yourself to is known to use such a language or is
: : on? ¢ ourselves, 'i comfortable with it.
f;:n mtroduction is 5 £, Ips i
the other Person’s pg Csenty ;
me ang Ohe . cnld : ional
Self-nstractional fer Televang dtétal‘)le SOnt0 another, jn which each % | i
0 Marerial s,
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mgf::“y:ﬁﬁfm ¢ Open l'nin!iedness:.To a great degree, have an open mind for the person you ; Formal setting Imp%m ?{Vaﬁm
Contexts are taking introduction from. Beware if you have been advised from retiable e Customer to senior executive: Mr Singh, please meet our Senior Contexts
Sourees retﬁardm & the harmful qualities of the person but courtesy demands that Executive, Mr Roy. :
NOTES you give the person a chance to prove your sources right or wrong. 5. Keep the gender in mind while introducing: When introducing a man NOTES
and wornan at workplace, always keep in mind their seniority and designations.
1.6 INTRODUCING PEOPLE It is common practice to introduce man to a woman.
6. Appropriate body language: The agility and alertness of mind confirms
The chance for people to know each other lies inthe way of introduction. It’s not just your interest in the person and it is an indication of genuineness of information.
ab;‘l‘t s}:?tl]fg nap:l;igut developing an instant connect and experiencmg-the warinth Slouching and yawning indicate non-interesting and boring moments. A
With which you intreduce others, The etiquette f; s 3 confident personali volume about the n and leads to an inspinng
person and varies with situation, Auete Torintroduction differs from person o inh‘oductig;. spesls e
Keep the introduction simple and gi 7. Break the ice: It is important to get them into conversation, 2 warm session
: . ve : X
enmachmgﬂlcpﬂvacyWhi]einameeﬁng, pglarty:;:-l :nba;mlc baac] kgl'opn d details without needs to be planned before you leave them in each other’s company. Avoid
etiquette should be right 0 as to make a powerful infpact OCcasion, your introduction indulging in serious discussion about topics which will lead to embarrassing
Here are some ways of introducing- moments i
1. Initial steps towards { - 8. Go slow when you do not remember a person’s name: It sometime
A Kn Atroducing someone: happens that you suddenly forget the name and credentials of the person
. intc:: wholshould be introduced to whom. The common rule is to you are going to introduce. There ways to tackle this problem, For example:
\ic : .
B. Ifyo ® older or higher ranking person first e You can always apologize and say ‘I am sorry that I am unable to -
. U are not aware of the desianat; . recall your name. Please introduce yourself®. Be humble and polite in
whom you know well, nation then introduce the person handﬁigmh situations.
C. Ifitisabusiness party, the client should be intrody e Here you need make use of your presence of mind, on pretext of
D. Inacausal setting, a gentleman shouldbe ced first, some emergency you can request the guest to introduce them.
If you know them persopgj; . 9¢1ntroduced to the lady first .
E In Y use their first names , 1.6.1 Saying Thank You
- -1 agroup set up, introduce the pers . .
Ravi, meet my friends Reema, Sha Onto the group. For example, Thank you is a word used to express one’s appreciation and gratitude towards the
Friends this is Rayj * Shashi, Jyothi and Sagar. person who helped you in difficult times. You can say thank you in person, over the
F. Make sure to " phone, or in writing. Follow these easy steps to find out how to do it the right way:
afirm handsh:]]geak? e COntact with the person. An e d Be Genuine. When saying thank you in person, be truthful. It should give the receiver
2. Choose the words o p :YS a2pvotal role jp mtroduci.ng pezelcontact an the feeling of geniuses, it’s not a formality. It can be done in the following manner:
I
Whenintroducing some:n:];Z Pe o Speak clearly with an even tone, and show that you mean every word. Don’t
For example: warm, affectionage and fumble. _ _
have s pleasant ton¢ I N
* Please meet o Use sincere words. Be original and show it with warmth and affection like “Thank
"""" you so much for dropping me home.’ I never could have made it without your
L Maylcall upon ceun. guidance.
* lam ht.moured to introdyce » Be specific.
I ¢ .Mayl ntroduce. , Correct body language. Maintaining the right body language showcases the fact that
an Informal setting, 4., not f you really mean it.
Check Your Progress ete. with fij]] 0rget to meng;
3 hames to shoy, that ntion thejy tittles lik Dt oF ntact is very necessary.
8. State the stages into - The introductiop shoul Youkniow theiy detai] ©Ms, Mrs, = Yee :
which telephonic that they share which willd be short. Talk about > e Face the person you're thanking.
mﬁ.ﬁfmm . relatiomhip inthe fong rup help them ¢ Connect a:?\?];: 10 rmon intell;-’;: e Hug the person if he/she is a close friend or a relative.
. RT - i
9. ;Iet:; wﬂc;uld tmy:u Inforigl“ldehnes Which wij) COme hap, Fadtoahes e Show your emotions.
e the : . .
‘greeting"? Setting dy d““ngthe immductlon Make a phone call. It’s not easy to communicate over the phone as you are not face
* Gueststp host: Mrs Sh to face with the person. You need to pay attention to some important points in such
Self-Instructional * Friend t Arma meet ye cases, these are as follows:
32 Material coueague: ROI] ., Qusin Radha Self-Instructional
an thlS is Reena Material 3
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/ Importance of Spoken - Clarity in voice: Speak wi . _ Importance of Spoken
tish in Vari : Speak with ease and compose your voice . mportance o 5po
! / gzt;‘;;ﬂ Various network is clear with no di ces. pOse y oice .see to it that the i 1.7 SUMMARY English in m
j * mﬂsﬁﬁifsﬁﬁh%ﬁ:: ﬁ‘:laﬂﬁta tiII;le Wwhen the receiver is not busy and « Wikipedia defines dictionary as ‘Collection of words in one or specific language,
! NOTES account the time difference g time. 1t making long distance call take into - often arranged alphabetically which may include information on definitions, usage, NOTES
o Keen th DR _ i etymologies, phonetics, pronunciations, translations etc. or a book of words in one
Send eep the conversation short an_d precise, : language with their equivalents in another, sometimes known as Lexicon.’
dn:lsa;; ‘iammaﬂ‘actAn emilll is an informat means for acknowledgement; it may not have e The smart way to leam to use a dictionary is thorough browsing of the introduction
the o onl; o :;18 ate e?homc conversation. However, it definitely does put forward I section, it will give an insight into the usage of abbreviations and pronunciation
m— € receiver. An email can be used to say thank you in the following - symbols.”
i - . . ) : » Before you go through the dictionary familiarize yourself with the pronunciation
) ¢ Make it personalized. Begin with “Dear’ and make it precise guide. Having an idea about the guide makes the task easier.
° " Seg}:;urm“;ort:s carefully. The person should know that youspenta lot of time ¢ Some of the dictionaries also give the synonyms and the antonyms of a word. '
ete sente .
o Make use fl:h if S nt:lesthat clearly state Your feelings, » In phonetic transcription, a larger set of symbols is used to capture more phonetic
e gift. Send some - i i i ion of’ .
you adimire the giftand how vat ugll:loms of the gift to show the person that how | details regardmg. the tangl.blt? production o .tl?e utterance
Send an SMS. It becomes €itistoyou. : o In broad phonetic transcription of speech, it is not attempted to record the huge
N y €asy to send te : tual or idi tic variations i jati
inhibitions. If you text the person add x:llmius's;)‘lg;e as you can go ahead without any i‘fﬁgﬁ;ﬂ;ﬂ or idiosyncratic variations in pronunciation that take place
personalized message,forcxample *Amit, thank yog gy ey < L Will fnction 258 o L '
o Avoid be . you so much for the car:’ f o The objective of a broad transcription is to record the phonemes used by a speaker
o thmg over enthusiastic, Keep the message to the boi rather than the real spoken variants of those phonemes that get produced when a
ebush, repeating the same thing agai ge 10 the point and don’t beat speaker speaks a word.
* Send ameaningful . gain aud again, . - . o
Don’ text. Be conscioug of grammarand . e A narrow phonetic transcription comprises phonetic details that can usually be
tuse t00 much flowery Jap, . .. arand punctuation while texting. - : the * >
Mentionedbel eTy language; keep it simple, : predicted by the ‘rules’.
Tha OW are some examples: ' « ‘Stress is the relative degree of force with which a syllable is uttered.’
|
Y tWas o thoughtful of you, e Stress is usually studied from two points of view: production and perception.
L ] = Wes)
> a. me- Me = grateful ; « The inflectional morphemes or suffixes are not stressed and do not affect the
* Youare invaluable to me, stress on a word.
* You’re alifesaver, ' o Allthe syllables in the word do notreceive similar kind of prominence or stress
® Is there no limit to your awesomeness? Th nk which rakes the language rhythmic or muslc'al. o '
* Youare an awesome being Ak you! o Intonational choices made by speakers carry linguistic information and perform a
. ) g i functions.
* Thighly appreciate your cone variety offetions. o . .
* You are such a b; gh em. « Grammatical intonation helps to identify the grammatical structure in speech.
* Thank you for bejp, . person. o Courtesy means being polite to people.
¢ Youare 8 here for me. o Politeness markers constitute the use of Please, Thank You, and Excuse Me in
. Yo Y parachute, our daily conversation.
ur _
- g?Stures have touched oy lives in  When you are grateful for good things your approach becomes positive in every
EheckYourEmgrm ourkin ceds keep me going fany ways walk of life. Practicing gratitude has shown remarkable health benefits boosting
‘ HeeR 10N ¢ Thank . *a i -bei
10. Whit is the You for your generosity, one’s lifestyle and overall well bemg.. |
sigaificance of using » We are blessed that o e Merriam Webster defines a compliment as “an expression of esteem respect
‘thank you’ in g you are part of us, affection or admiration, especially an admiring remark’.
conversation? . . . "
11. What are :: o Compliments are extraordinary expressions which create positive energy.
characteristics of a
good phone call?
Self-Instructional
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e A compliment sl}ould be wholesome to have the impact and relevance it deserves.
Some of the attributes of a compliment are as follows:

(a) Speak your mind.
(b) Do not expect anything in return.
(¢) Do not exaggerate with fancy vocabulary which make no sense

° ;t‘;;?;d];g :::) Wﬂquedia, ‘in linguistics and grammar, affirmative and negative aré
POiIe meaning which ] '
phrases, clauses, or other utte%‘ances. e ey
i i
The modal verbs tell us when Something is certain, probable of possible
* A good telephone conversation re " '

" ; ;
elephone conversation we need to adjust the tone of our voice

person who helped you in difﬁxgll;ftstsi;tjs g

® Anemail isan informal means fi

. or ac
Impactas a telephonic conversation e

18, W KEYTERMS .- = —————ee oo,

PPreciation and gratitude towards the

gement; it may not haye the same

® Stress: It is the degree of Prominence on
© Syllable: It is the sm '

Some meaning,

® Posture: It referg to particular

Position of the body,
1.9 ANS | '
WERS TQ CHECK YOUR PRO
1. Wﬂdpediadeﬁnes di GRESS,

Ctiong ¢ ;
often artanged alphahe Iy as Collectmn of w

etymologies, phoneticsncany hich may i
language v; .~ Pronunciatjopg :

g¢ with their Cquivalents jp, an()ti]translatlon

Cr, sometj;

i
clude in;‘dS N one or specific languag®
OHTlat]on on deﬁmuous’ usage!
Setc.org book of words in on®

nes
€s known as Lexicon.’

quires practice and skil]. Also, for an effectiveé’

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

3. There are two types of phonetic transcription : (i) broad phonetic transcription
and (ii) narrow phonetic transcription.

4. Tt is advantageous to learn the intonation of any language as it performs the
following three functions.

o Pregenting recorded utlerances in the target language which learners are to
imitate

e Evaluating a learner’s response in regard (0 pitch, volume and tempo
e Displaying a learner’s degree of deviation from agreed-on settings

5. Politeness markers constitute the use of Please, Thank You, and Excuse Me in
our daily conversation. They not only reflect good manners but also show the
development of our social graces.

6. Merriam Webster defines a compliment as ‘an expression of esteem respect
affection or admiration, especially an admiring remark’.

7. The modal verbs tell us when something is certain, probable or possible. We also
use modals to talk about ability, seeking permission or for requests etc. They are
used before verbs. They express permission, necessity and state certainty.

8. Telephone conversations can be divided into the following three stages:
e Receiving
e Speaking
e Closing

9. Greeting is the act of welcoming or saluting someone on meeting them. A greeting
is usually the first verbal communication one makes with the person one meets.

10. “Thank you’ is a word used to express one’s appreciation and gratitude towards
the person who helped him/her in difficult times.

11. The characteristics of a good phone call are as follows:
e Voice should be clear.
e Timingshould be suitable.
e Conversation should be short and precise.

1.10 QUESTIONS AND EXERCISES

Short-Answer Questions
1. How would you follow the guide words in a dictionary?
2. Differentiate between voiced and voiceless sounds.
3. What are the attributes of a compliment?
4. State the guidelines that should be kept in mind during a telephonic conversation,
5. List the steps to be followed while introducing someone.
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English in Vorios Long-Answer Questions _ Feature Writing
Co" L] x |
fexts L Eﬁe the term “stress. Discuss the rules for placement of primary stress ont’ UNIT 2 FEATURE WRITING
; T 2 I\;::nbe the Hallidays Model of functions of intonational. 1 20 l[:tmc:l ti NOTES
. t is the correct . . uction
. advantages ofmpxlﬁgr’mplem"“‘mg People? Identify the attributes and. 2.1 Unit Objectives
- 4. Discuss the uidelin befog- 2.2 Article Writing for Magazines
- Discuss esto lowed manage ) ) " 22.1 Article Writin
conversations, > and secretaries during telepbonic 2.3 Article Writing for Iglewspapers
231 Article Writing :
. " 2.4 Interpretation of Charts, Diagrams, Graphs and Tables
5 Summary
! e 2.6 Key Terms
: Thomson, A.J. and Martinet. A V if ‘ ;
" Press. b 1986. Practicql English Grammay Oxford University g; 3?12:?;‘2 : zndChEic;g ::sr Progress
Tockoo, C., S ashikumar _ Readin
Catford, J.C l11992 APr, . 1975, 1 Hing with purpose. Oxford University Press. ; 29 Furher )
. actical Introdyct ) '
Hockett, Charles. 1958, 4 ¢ ction to Phonetics. Oxford: Clarendon Press. | 2.0 INTRODUCTION
Crystal, David, 1901 4 o " Modern Linguistics. New York: Macmilan
li;olackweﬁ 4 Dictionary of Linguistics qnd Phoneti Article writing for newspapers and magazines requires some specific set of skills tobe
. o onetics. Cambridge, MA honed and developed. This unit highlights some of such skills o help students understand
mvé:'l;ggz The (%’mnbﬁdgeEnCydOpedia of English ; the importance of feature writing.
'Gude Kath i 718 University Press, &4sh Language. Cambndgﬂf Pictorial or graphical presentation is an extremely valuable component of written
> y 996.AdvancedListening and Speaking UK | communication that often substitutes or complements written statements and makes the
. Hadfield, Jill and Charles. 1999, Simple Lisy 8. UK Oxford Umversrcy Press communication focused and appealing. Eye catching and expressive graphs and pictures
Oxford University Press, ening Activities (Oxford Basics), UK: || alsoadd value to audio-visual presentations.
Tanka, Judith and Pay ;
Book. USA: Most. 1995. Interactions One: 4 Listen; ,
A: McGraw-Hill, istening/Speaking spitis | 2.1 UNIT OBJECTIVES
After going through this unit, you will be able to:
:,_ o Discuss the origin and growth of magazines and newspapers
: | : 5; o List the steps and process of article writing for magazines and newspapers
| :' « Describe the process of interpretation of charts and diagrams
e Explain the interpretation of graphs and tables with the help of exhibits
j 2.2 ARTICLE WRITING FOR MAGAZINES
i . .
The first magazine was published in the late eighteenth century in London for the affluent
class, It was named ‘The Gentleman’s Magazine’. The editor was Edward Cave who,
| for the first time, used the term ‘magazine’ for his periodical. The term ‘magazine’ has
its roots in the Arabic word ‘makhazin’ meaning a place to store things or a storehouse.
In Russian, shops where things are kept or stored for selling, are known as magazines.
Magazines are media that present opinions and analyses of issues in depth, which
is practically not possible in case of newspapers. As they are not published daily, magazines
get enough time to work upon the issues to present research-based articles and stories
Self-Instructional in dctail: Magazines help masses inbui!ding.opinions on specific social, political and
38 Muterial cultural issues concerning them and their society. Self-Insiructional
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Check Your Progress

_ 1. What are the gix

! essential questions
of article writing for
magszines?

2. When was the frst
magazine published
and what wag it
named?
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’ Usually, magazines covera variety of subjects like art, cinema, politics, religiod
and literature. They cater to the needs of everyone. There are some other m;gazineS'-
thac': are concerned abou! specific subjects like politics, cinema, dalits, tribals, literature
% ;:; on. Such magazines are targeted towards a specific audience. Magazines for ;

1, wotnen, students, business community, etc., also fall under the same category. -

With the growth of industry and various market trends, the taste and needs of the |

masses have changed in recent years. Publishers understand their market. Hence, today ;

we see a variety of magazines on an ‘ i iles, |
e tomobiles, home decoration, real estates, mobiles, ;

o

Ll B L TR L

i
)
|

the change oftime.
2.2.1 Article Wl'iﬁng

What (or what happened)?

When?

Where?

Why?

How?
The . ,

A feature aﬁl‘;ﬁ parti cularan'lcle elaborateg onth

and perspective on “the sto

Magazm artic] 'know abOut)_ a place Or event where l'eadefs
articles. Sometimeg o o - - U4€ Photos ang graphic arg |

ctimes 3 magazine art:
article ig Sttmore oftep -
interesting an extendeq intervi than newspap®

animportant .

Person, or ap on. TView with 5 famous perﬁoﬂ’
23 ARTIC |
- LE WRITING FoR NEWSEATE .
Reaturey o 50 8Periodical pp, RS

notices, advertige, o at regylr :

Printed on inexmen.: Taen . g

¢ oninexpensive, |, > Cartoons ang Reports, articles, editori®®

A » 1OW grade Daper ky, Photog are some o s It s
BeWspaper cover OWN a8 feyyeres of its contents.

coficentrate . 4 Varie .
naspecific topic g - 1y of topjcg. Ther .
msmnce,abllsmess ® are some newspapers the

covers all informatio® !

o} e i e " e B 5l e

regarding business and economy and issues that affect the business or are essential for
business. A newspaper of general interest caters to the needs of everyone by covering
stories on national, international and political as well as social events. It also informs us
on business, crime, sports, literature, fashion, films and other entertainments like puzzles,
comic strips and features on food, places, personalities and fine arts. Weather reports,
forecasts and horoscopes are other attractive features of a newspaper.

A newspaper is known by its editorial writing. In fact, the editorial page reflects
the policies and ideology of a newspaper. Editorial page contains editorials written by the
editor or by the editorial team on current issues, articles by guest writers expressing their
opinions on certain issues and letters to the editor column.

Newspapers can be categorized on the basis of their periodicity. A daily newspaper
isissued everyday and a weekly newspaper appears once a week. Weekly newspapers
are usually small newspapers appearing from districts or small towns. They depend on
mainstream major papers for their contents on international and national issues.

On the basis of their size, newspapers can broadly be classified into two categories
namely, broadsheets and tabloids. The size of a broadsheet is 23.5 by 15 inches. Most of
the dailies are of this size. A tabloid is 11.75 by 15 inches, i.e. halfthe size of a broadsheet.
There is one more type namely Midi, which is not common in India,

Newspapers that circulate nationwide are known as a national newspaper. Most
of the big newspapers have their regional offices at various cities in order to extend their
reach. Local newspapers are area specific. There is still another category of international
newspaper the contents of which are repackaged as per the needs and taste of foreign
readers. This type is uncommon in India but as almost every national newspaper is
available on internet, they too can be read worldwide.

In the last decades, due to the growing markets, newspapers have become more
colourful with a bundle of advertisements and celebrity news. Most of the newspapers
are coming with various types of supplements to cater to the needs of various sections
of the society and also to keep up with the recent trend of value addition.

Origin and Growth of Newspapers

The printing press immediately after its invention printed the Bible, and later was used to
publish books that became the basis of various debates and growth of knowledge. It was
many years later that periodicals were published. Though the first ever example of such
a periodical was the monthly Notizie scritte of government of Venice in 1556. These
were handwritten newsletters that conveyed political, military and economic news to
Italian cities till seventeenth century.

As has been stated, Relation aller Furnemmen und gedenckwurdigen Historien
is considered to be the first ne wspaper. In 1618, the Dvtch Courante published from
Amsterdam was the first to apyear in the folio size. The first newspaper of France was
La Gazette (originally called Gzette de France) published in 1631. In Portugal, it was 4
Gazeta (1645) and in Spain it was Gaceta de Madrid (1661). The Daily Courant was
the first English daily to be published during 1702-1730, though some other sources
describe London Gazette of 1566 as the first true newspaper in English.

The actual growth of the press or the newspapers started afier the Industrial
Revolution on one hand and phe emergence of democracies in Europe, America and
Canada on the otker. The press grew in leaps and bounds with the rapid technological
growth in the developed wor.d, where the printing technology saw a quick shift from
letter typesetting and peddle press to revolutionary desktop publishing in less than a
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iy s e Origin and growth of newspapers in India Feature Writing
entury. Print media journalism isstill going strong in spite of the popularity of television el ancer pap . | |
&_md the Internet. Inﬁfm’ all media from print to radio, television and online are included i The history of newspapers in India is also very interesting. The spreading sense
in the term press, as it represents journalism, g globalization and the spread of western education amongst many such Indians who
The growth of journalism and media h o oers 3 wished to be abreast of contemporary developments in the world hastened the introduction NOTES
expectations on this profession. It has been by :jdr;e:rozegﬂ;;;r roop Onilb.lhtles ;ﬁd ; of newspapers in India. The first newspaper of the country, Calcutta General Advertise
awareness among citizens by providing them necess 8 ::ll]g ltsto cm ereating | or Hickey’s Bengal Gazette, was introduced in Calcutta {now Kolkata) during the
N th #ty néws and mformation. 1780s. Along with English newspapers, newspapers in regional languages, such as Bengali
cwspaper as the Fourth Estate . and Hindi, made its way much later during the second half of the nineteenth century.
In the mid-nineteenth century, th . Samachar Darpan and Bengal Gazette (both in Bengali) and Samachar Sudha Varshan
parliaments and other gov?::;m;&r:usz assun:!ed th{? Status of fourth estate, with most ; (in Hindi) were the prominent vernacular newspapers. The Hindu became the first
Bdm d Burk , €5 Setting aside area specifically for the press- . national newspaper of the country and soon it established itselfas the voice of the nation
debaton th?Houl;; cf,grst comned the term Fourth estate in 1787 in a parliamentary during the establishment period.
of Co: i .
while : ramons, Umted Kingdom. Barlier writers applied this term Since then, many popular newspapers have been introduced, such as The Times
referring to lawyers PP _
' of India, The Telegraph, Hindu, Hindustan Times, The Statesman, Economic Times,
In fact, th
collaboratz{:-t;fﬂ:ep]:';ii:lp;n from sitting in the lobbies of parliament was seen as 8 Anadabazar Patrika and The Tribune.
€mocrats . ]
would be eyeing for reversal of the Systemas they wanted it o be vigilant against those who | 2.3.1 Article Writing
of the democratic system. In 4 1ate st and they wanted it to be advocating the gains :
from the ideals of democracy to th; integ:éstth;eolflewrstgapers shifted their partisanship | General Information
serving as thei certain politician lite _ _
from t]gle sam;r11:1];:1:,cf relation agent. The notion of press as awatcshzl(-)ec;nom;: 1. Collect information: Once you have decided what you are going to write
was supposed to pla ﬂf:ns:denng Press as a part of the democratic g gt e h x;ge it : about, gather the information needed to write the article. Presenting a story to
states, i.e., the le, P_s]y role of the balancmg and corrective agency fi yihem, * :hroe readers who may otherwise have no knowledge of the subject is a big responsibility,
In t;; u g] edanme the executive and the judiciary, ey lorthe other so collect as much well-researched and first-hand information as possible.
C i
political and acn;:mmsiiaatf &> when the frcedom of press was being misused f; us 2. Conduct interviews: News stories are enhanced by accounts from first-hand
promoted.he idea of o, allntcl'ests and biases, a press commission was set or vano r witnesses and people with expert opinions. Identify the main players in the story
the declaration of press astl:m'bﬂlty ofpress. Social responsibility was :E:&:;g;fn and ask them short, specific questions so that their answers supplement the
E.L. Glaeser and C. Goldin (2004‘;3it2t°t]e1Dealmg with the same notion, M. Gentzkow, information you present in your news article. . ,
Estate: How Newspapers Became Inf eIr research paper The Rige of the Fourth | 3. Perform a fact check: When you write a news article, you have a responsibility
the American newspapers say tha the ormative and Why i Mattered writin about to your readers to present completely accurate information. Getting a fact wrong
carly twentieth century which dye to tl[-le Wasa partisan press in the late Hineteeith and may seem insignificant, but it has consequences; aside from trouble that could be
more mformative thereafier According toc&?pulsmn Ofgl'owmg competition becam® cause_d by misinforming the public, your reliability as a journalist could come into
throughout much of the nineteenth i question.
; n
gubmlrl::;e.l;;leo 1:1?:: 's fundod by Pdlﬁciarf:natll:;y ng“s,s DEWSpapers were often Process and Steps
) ! A i .
1870 and 1920 a5 thf:;::::@ underwent fiyp, Pmpt‘::lllégzﬁendence was 1. Write a headline: The headline of your story should be a sentence fragment that
In the pregent time Came more informatiye and legg ges between succinctly sums up its main point. Use catchy words to attract attention, but make
democracy called haukhi,;,e find in Indi, that all the g, .partlsan £ sure the headline is representative of the actual content of the story.
heade.z. All are aspiring for spec?agfom Pillars) b an‘-;rhan;ajqr Components gl. 2. Create a lead: The first sentence of a news article is called the lead (also spelled
secn mc}'ming instanceg ofjudicip?m?g.es in the Name of th, LOhfla are at logsve ‘lead’) and contains the story’s most essential detaiis. Even if people don’t read
the privileged freedom Ofe:(pressla Actvism and ye ave a] : COHStltutlon._ Weha,j past the lead, they should come away from the story knowing the main gist, The
content on one hand and condyey 01Lby the press tg wso onexcessive us?;he lead is written in third yerson and answers the classic news story questions: who,
ﬂlemmd 4pproach from al] thege comdl Son 1S pgen:i;qm ents to regulate LB what, when, where, why and how?
l eal_s ofa democratig society. Ponents OfdGmOCra'cy alonl:g o crime. Il;g:rto : 3. Follow up with detafls: Fill out the story with details that provide context, the
N The role of Press as the f, Gan take us © _ opinions of people ycu interviewed, and any other necessary facts that readers
eedom that the Press enjoys estate cap only be ach: e should know to completely undemtandwhzft happened. Each follow-up paragraph
. achieveq by exercising has its own main poir t, and no paragraph is longer than about 50 words.
Self-Instructional Self-Instructional
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4. End with a summary: The last paragraph brings the article fiall circle, . . é

the mam points and concluding with information readers might need to continue
following the story.

Some examples of newspaper articles

Speed Up Justice

-End of Ceatre-fodidary ko should be fall Py

GREEN ALERT

e Sunail Sty o Cateytin g
Ay it s
O Geaired, could bagome o glant leap for en.

NMwnble, §o
utd & gay|

hmmﬂmim !im'l&m e
e i m:ﬁmlﬂhmsﬂ;

fts Sri H"alcuuamhmm"h‘mﬂﬂm
BRI gty g b I g,

NEW DIRECTION

ustips, sald o wise Judge who practised in
Eagthand and Wales, “musrsnfTer thesevminy
und ouispoken camminis of ordinary nien”,
Tl bs sebdum the sproach ln (ndla, where the
lnws repading conteinyd of court and sed itton, i
heriled from the colonis) era, are S 1o use A
Lick of knowledgeatout the purviewvand Intemt of
Hie low gRa bt contenyH Sreates Af anigspivere
of fidir that resylts in the suppresston of frei ex.
gresslon In cose of the seditlon Taw, rite Sugtenir
Court reditoed fts amblt by striking down Section
GA of 1y Information Tecinolegy Act, Recentty,
the conrt alse clarified the low mimingd contempt
af contrt in the context of aomse broiight before by
Sudicial magistrate In Jaminu and Kastunir 1o
2006, Trunssdreny Interrationn] Indis and Cent.
e for Media Studies hud publisthed o report based
on therespesistsof Htlpuits from siross thestaty,
witlch recondix people's perceprions sbout i sy
bardinaote ponrtx COver 53 per cont of {he respon.
dents complained of corvupt pravtices among the
huwer Judbeiary Invoking the Contemptof Courk
At 0, the magkstrate I3sued natlees to the ke
1l of both erganizions, fallowe] by warrints of
arrest, At that timy, the Suprente Court hadd st-
aved thoe witrants as well us firther procsedlngs
Now the apex courl ks cleprly stated in the
tohtiot of the 2adne cose that i report based on
prittlic views ddes 1501 convite withiss the putview of
e conlampt biw, Bestihien, sueh publin movep-
rens may be used O ideess problems in the jull-
il systern. Public opintun i sevn to be o1 const
s s lth Seetlen 5of the Act that ks about
fitir eritécism. Thisaparoach b far more meaning:
Ful trtlay wiwer caurts do tiol Himit Uvertaebees o
the technteabities of v ad the Constitation, and
when fusqlee 13 peveeivid incneasingdy o v gon:
ral ooncern of the demoeratic inindses, Sulf-eor.
rection and accountabitity wondd inerense the
stature of ha judiciary and the clarifloation s a
sty towards both. te ks obsn minde chaar thae the
lver court stapistrate Lacked the sutbority i
firvoke the contempt law. By cheerving it the
fonver Judiciary can only nitke a reforetice fo i
figheourd for initiniog ccamtemplociion, the S
premy Catird has resobved nmbligultive thaf have
ealsted sinee 2008 Without geing Into the brooder
question of whetlier the contempt baw {9 neces.
waty 41 i, the Supreine Caurts stisfomien Itk
cabes e trecessity fer o fvoro liboiral Interpireta.
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' 3| in mind. Tables and charts can be inserted along with the text or towards the end as Fedture Writing
! Feotre Writing

/ TOOMUCH 4 annexures. When the tables are lengthy and constitute additional information, they are
i : hate s o rlght reason and a weo i carried as an annexure. The skill of the communicator, however, lies i1_1i111md1.1¢mgan
/ Tmﬁﬁhﬁ'&ﬁsm‘ Sarskrt,or adequate number and variety of charts, graphs and pictures along with the text insucha NOTES
! B ca Is : . s g
;o ; NOTES ﬂ"?ﬁi“éﬁ"ﬁ?ﬁﬁ: ﬂn”;’;? %m Jum way that the overall impact is high.
&5 they use In - .
everydpy Wife and, i earried on further, intro- i Choosing the Right Chart _
iures (ham 1o encfent works in ﬂw_uri;?nal for i h of th
}’fu“;m- research or both. in Indin, Sanskrit As we have noted, there are many types of charts, graphs and pictures. Each of them
A4 exlst In the curricutun oo ity St 1 hasadvantages or merits and limitations. Sometimes, there is scope for using any one of
':v'fuw&e |mmiﬁrnf£ﬁ’“‘“‘ Sanskrit to gre- : the two or three types of charts in the context. The business writer has to decide on the
%:‘;gg:‘e the righy re?é:::nr;:d :':alﬁ}::;uﬁ I mostappropriate one. In doing so, the following guidelines may be kept in view.
-Afsam Sanskrlt Sahityn 83 : E T _ .

mmww ;::;lmmr tg;nh%gﬁmﬁ ! The appropriateness of the chart or graph would cssennallyde:pendonth_e context
mandatory In state schegts Elm%ﬁk{" ; or subject covered and the target group addressed by the communicator. While tables
ﬁ;hm“;‘::g::&hﬁ?r& galig. Tt the il and pictures are widely understood, certain kinds of charts, graphs and diagrams call f(?r
declsion, s necessary I look 2 the peartyeg | extraefforts, and may not go down well with the lay reader. When the target group is
- Assamiess 1 Bofto g gg;l“lgaﬁn Rniﬂnsunses the general public, and not a highly literate and well-versed section, simpler tables, charts,
gh:xui;rﬂ Hindi &l Clpes v, mu..g%l;m:ﬂ graphs and pictures would be appropriate.
mmwp upﬁ&% mﬁﬂﬁ'ﬁéﬁm o : The second important aspect relevant to choosing the right graphic is emphasis or
and aens A 3 teachers : ) > - :
the e iry tﬁﬁﬁﬂw;m*mm _\ forcefulness. A table or a chart s often used both for information and analysis. The table
ﬁsﬁﬁ%@ﬂ;‘oﬁm@. withowut mu:; or chart may substitute or complement the written text. The table, ch?rt or pngture_n'nay
Am;’:t“‘s‘““‘ms'l'n!un mwaﬁmm;ﬁ;iﬁl f be in black and white or colour. It is important to choose the chart wh'lch re.adllybnngs
thmm%mmlm”u ey il syate sy | outthe core message. The size of the bar chart, for example, readily brings out the
m:n 2&‘2‘2‘;’.“?.‘;‘“““‘%&1% there There f growth aspect. Similarly, the line graph clearly!mngs out movement or ﬂucmagom Tl{e
auzh of the 421195 seil:-mént“:&m pie chart gives the share of each component in the table. Choose the graphic that is
na lém'ﬁr‘ﬁﬁ{“whmm teachor ang 0 relevant to show those areas that need emphasis.

Pictures often carry more appeal than words. A good picture appeals to all secti(_ms
of people—illiterate, semi-literate and highly literate. A good chart or tablerivets attention
and gets registered in the mind of the reader. When tables, charts and graphs are used
effectively, the reader is in a position to remember the message much better. The

il . B} !
s wéﬁw’:;‘f&@:ﬁnmmmﬁ;mxrﬂ positioning of the image should also be very appropriate. It should be introduced at the

2
g
£
£
=
by
-3
2
&
5
=
-§g'.
=
=
]

MARtory suggest ot sanes R Sanskri right context in the text. Equally important, it should have the right size and frequency to

o "ﬁ'““.:‘l‘:‘?'?m i i Too frequent and repetitive graphics, however,
t et ahunl #  enhance the value of the written text. Too p . :
T | have to be avoided. Well-inserted tables and charts also serve well in breaking the
o | monotony of textreading.
24 INTERPRETATION OF CHAR Yet another point to be noted while choosing the right graphic is the specific
| GRAPHS A ND T ABLES TS, DIAGRAMS nature of the subject matter. When the matter is of a technical or scientific nature, and

? the literature is meant for research organizations, professional or industrial establishments,

| Letus analyse the iﬁterph/ relevant details will have to be covered. Keeping in view the target sections, more

Feharts, dia complex charts hs, dia s and drawings may have tobe used.
. ) plex charts, graphs, diagraim:
Check Your Progress Intreducing Tables, Charts ang Pictureg s Sraphs and tables Attention to details
} Itisnecess - .
> mﬂﬁ s pictures mearlgyu:)(;m? cle'_"“_' Understanding of the ) In presenting tables, charts and graphs, due attention should be given to all the relevant
France and when area amenable to p; 0 Written Communicatigy, manner in which tables, charts 389 | details which make the message clear and complete. Every table and chart should have
was it published? one can notice exg:ﬁ:‘:ﬂal and graphlcal preSentaﬁl;SmeSS eports Constitute e;n m]portaﬂt aclear title or caption. The heading should be brief and clear.
) ::;;::m e | business reports. APar‘t“;’r(:;;:Emus use of tables ang'mt-’ 1 today’s business world The quantity and amount have to be clearly mentioned. Decimal points need to be
newspapers that salesliterature, booklets, advers; A% tables ang charts are Mannual reports and oth®" given only where relevant. Similarly, rounding off figures should be considered whenever
ﬁﬁmf‘“" ofthe table or chart has to be Sem Motivationg) -Sedextensively in brochure® there is no need to be very precise. For example, when we refer to the growth in bank
L the value addition taking p| arefully de 1ded, oiny II_n}'““'lic"rltion. The position?® deposits, it may not be necessary to say that the deposits grew from X 48,918 .6 crore in
‘ extent the table op chart isl:l?lfsetﬁs aresult of the insengiso » 1S essential to keepin mlﬂt March 2001 to ¥ 51,641.8 crore in March 2002, On the other hand, it would be appropriate Self-Instructional
P i {uting or cc'mlf'lenwntin; ofthe table o chart. To Wh* Material 47

the written text is to be b0




. Featme Writing to say that the. deposit growth of the bank improved from 13.6 per cent in 200001 to 4 Thedecadal growth in the number of universities, university-level institutions and colleges Feature Writing
/ g.s gr gent 1n2001-02. Such attention to detail makes the table or chart more reader % in the country during the last 50 years is presented in the table given below:
- Irendly. imilarl : charts, hs - : .
; (key) should be nfenﬁonedgar?ge basgoial;fe‘t‘:ﬂﬁve?z‘?ld&m to scale, and the scale | Exhibit 2.1 Growth of Universities in India
N » . er detail that needs much attention is %
OTES the source of the data. The source of the data has to be clearly mentioned at the bottom '1 ] NOTES
ofthe table, For example, ; Year University/ University- Colleges
i level Institutions g
1. Source Annual Reports of Public Sector Banks i
2. Source Reporton the Trend and P ' ; 1950-51 32 695
! ogress of Banking i i i
2002. _ ng in India, RBI, June !:: 196061 Y 1542
3. Source Annual Report 200102, Coffee Board | 1970-71 102 3,604
Omission of refevant details like . | 1980-81 133 4,722
entire table or chart quality, amount and penod may often render the |
meaningless. Similarly, mention of th [ 1990-91 190 7,346
| authenticity or reliability of the da ot the source will indicate the
ty ot the data and will also suggest whether it . ! 2000-01 256 12,342
| or secondary sources of data. etheritisbased on primary :
j Propetly introduced charts, i ¢ Somrce: Reports of the University Grants Commission.
text and make the busine sraphs, pictures and other graphics add valye to the | . ) )
' iterature . ) : hibit 2, row ince
advantages of such graph?i ;:l?:;i Zztlij :;herl te more reader friendly. Specific '.i Exhibit 2.2 All India Growth of Student Enrolment Since 1950~51
ow: ’ :
1. Theybreak monotony, ' Increase Over
s - i Year Total Earellment Previous
2. They simplify and amplify facis and figures, “: Year (%)
3. They strengthen the memory and improve recall value 1950-51 1,73,696 _ —
:’ ghhey bl;;g c;“t relativity and time valyes with greater c.larily ; 1960-61 5.56.559 13.6
. cya C 1 . i
6 yacdcolourand vatiety to presentation, ; 1970-71 1,953,700 9.0
. They provide scope fOl‘Creativity ift commumicas; i 198081 799 437 )
In the following Partagraphs, we will be g “hieation. i 980 752, ,
charts and graphics with the help of illustrationg 1seussing the uses of various tables, | 190 2.929,5¢% s
Tables . ! 2000-01 8,399,443 4.3
i ) . .
A table consists of an orderly arrap J Source: Reports of the University Grants Commission.
rgcwﬂsnaallécolumns The systematic gem?c:;l:dt P?Senwﬁon ofrelevant data through E Exhibit 2.3 Branches and ATMs of Scheduled Commercial Banks (as on March 2009)
aman nt o .
They may";id}' reference Tables are most connnmﬂdata M ToWs and columns in a table 't BankGroup Number of Bark/Branches Numbar of ATMs Oft-she |  ATMs
Presented without any headj Yy used in business oo, ication. | Rural | Sam- | Urban | Mato- | Tolal | Qnsite |Off-sita [ Total | ATMS o5
separately as an exhibit with ap °2<INg OF Caption amidst the reyf - e orged | iben poltan es | porcontagy
cover not only f; ppropriate heading ar ¢: the text or presented | porcoftage "
Y ligures, but also gop, - g ortitle. Tapy o o
1. Presenting ¢ _ ePtsand ideas. Typ)o ar presentation may | fod ) banchos
. 8 time-serieg data $canbe ugeq gainfully for: | - > - - - . — 3 - -
| 2. Presenting details of i
| Several prody, il [re) Nationafized ,
3, Presenti gd Cisor itemg ! banks 13331 8880 €951 | 8375 39376 | 10233 | 6705 15838) 358 402
emand.su - ..
4, PIBSEmtingr ing, ng:ply £3p position / (o) State Sank 6560 | 4835| 29043| 2824| 1802 7426| 4183| 113%) 370 200 |
3, Pltsenting relationshipumes i prices ” ? ?fcfo':'ﬁ?;xs sz | 1554| 134 g3 4873 | 1830 Bd| 2874 s [T
s and ratj i ) New pri
6. Pl'esenting severa] l'elevam Tatios , ; : aiwco&ms 71| 1084| 1371 1478| 4204 | S5168| 7480] 12648 592 2088
. Param il ¥e) Foreign banks 4 4 2] 23| 2| Z0: 4| 1084 744 35753
In dl‘ang tablesg attenti Cters i : ITitaI {atahb) 20058 | 16,146 | 14,761 | 13543 | 64608 | 24845 | 19.008| 43881| 435 a0
and sub-totals (4) decip, on should pe given to(] i :
Points (5) description ofan(m{:;::lumns (2) hea dings (3) totals f Source: Trend and Progress of Banking in India, Reserve Bank of India, 200809,
Or quant; eol |
ty and (6) sourc |
J
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Feature Writing Charts
Similarly, the following chart clearly brings out the scheduled banking structure in Feature Writing

Charts constitute y?t another po{pu}ar mode of visual communication in business. Charts India covering the various categories of banks and the number of banks under each category.
can be used effectively to depict organizational structure, decision-making process,

Exhibit 2.5 Scheduled Banking Structure in India (As on 31 March 2002)

roducti : : .
NOTES II:etwe:n En PI‘O;?E;S 3ﬂdhf:0Wd0f mtg?rmatlon. Quite often, authors do not differentiate — NOTES
i Cheaules
ey graphs and use them interchangeably. In our study, we have discussed Barks in India
charts and graphs under separate headings.
The following organizati
( 1zation chart shows the hi i g -
. ; A erarchical posit n
relationships prevailing in an organization. position and repori J
R 3 Scheduled Scheduled
Exhibit 2.4 Organization Chart Commercial Banks Cooperative Banks
Chief Executive 5
r Public Sector Private Sector Foreign Banks Regional Rural
Banks (27) Banks (30) in India (40) Banks (196)
/ h
| VP [
I Production FerP VP =
f ance Marketin VP Scheduled Scheduled
' g Personnel Urban Cooperative State Cooperative
| ) Banks (52) Banks (16)
d
Chief Exgwﬁm W \B.r W = ;:_
. . State Bank of Old Private ew Private
Naa;:%allfg;j India and Its Sector Banks Sector Banks
( Associates (8) (22) @)
Graphs

' Graphs are commonly used to present volumes, proportions, ratios and relationships.
‘ Finance Il They can be used gainfully in presenting historic al or time-series data. Graphs are of
2 Personnel different types, ranging from the simpler and ubiquitous ones to the complicated ones

used in technical reports. Graphs commonly used are as follows:

Apart from these, combination graphs (or charts) such as bar chart cum line
graph are also used. It should be noted that in presenting the graphs, due attention is

AVP ; . 54
Advertising given to details such as: :
AV AVP e Heading or caption
Sales New =3
Training Products e Descriptions of legends

e Neatness and proportion
e Clarity of composition

e C(Classintervals

e Drawingto scale

e Source acknowledgement

If any of the key details are missing, the graph or chart becomes confusing and
useless. For example, if the amount of the figure (X lakhs, $ million) or the quantity
(metric tons, lakh bales) or any particular year in a time-series data is missing without
any reason, the graph will fail to serve the intended purpose. Further, if need be, a ‘note’
may be used to elaborate or clarify any specific point relating to the table.
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Line graphs are used to show changes over ti ;
. o me of on
following exhibit illustrates the use of line graphs: e or more variables. The

Exhibit 2.6 Financial Assistance by All India Financial Institutions
12,000

11,000 3,
10,000
© 9,000
8,000 \
7,000 . ;
B
6,000 Te i <
5,000 > -
P

4,000 -~
3,000 ¢

Rs in Crores

1996-97 ¢ N
1998-99

1999-2000
2000-01
2001-02 4

—*— Sanclions — —a— -

divisible into shares’. Pie charts are commonly used to depict
1Ct:

1. Components and shares of;
ofincome and expend;
2. Market share of different players pedie

3. Chanfges in share over different periods
4. Relative values of various Componentg

Exhibit 2.7 Market Sh
are of Tyre Companies in 1985 and 1990 (Sal
ales and Market Share)

Bar charts are perhaps the most commonly used graphs or charts in business
communication. They are simple and easy to draw. In view of their versatile feature,
they readily fit into almost every context. Pick any annual report or study report relating
to any organization or industry and you are more than likely to see a few bar diagrams.
Increases and decreases over a period of time, ratios and relationships, proportion and
composition and many other such details can be very clearly presented by way of bar
charts.

Exhibit2.8 illustrates the use of bar charts in business communication in particular,
and any written communication in general.

Pictograms

Pictograms, also called pictographs, are diagrams representing statistical data by pictorial
forms. In other words, pictograms are bar charts made with pictures. Pictures being
more eye catching than lines or bars, pictograms tend to be more reader friendly. Some
examples relating to the use of pictograms are given below:

e Production of cars over the years—picture of a car
e Housing units financed by a housing finance company—picture ofa house

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

Maps

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

o Maps showing rivers in South India
e Maps showing important tourist places in a state
Exhibit 2.8 Banks’ Profits From Securities Trading (¥ in Crore), During 2001-02
Canara Bank IS 1, 656 [ © € 3

Punjab National Bank ISE e 4 3 S 1,474
Bank of india S £ 2 7 1,408

Bank of Baroda S ; | C 1,309

UCO Bank el 3 4 476

Central Bank of India S 1 5 704
Oriental Bank of Commerce p e 5 | 1 917
United Bank of India e ¢ 1 237
IndianOverseas Bank m s > - 7 616
Indian Bank S - - £ 307

Dena Bank premmessms) - o | 335

Allhabad Bank IS 1 53 ¢—— Fofits Due 408

Bank of Maharashtra IS, ¢ 7 to Securities 415
Union Bank of India sl 1 ¢ o Trading 869
Andhra Bank goenasmm | 2 4258
Corporation Bank ISR | 3 5 Toal ——> 526
Pubjab and Sind Bank e 1 2 ¢ Operating 164
Vijaya Bank mmmmmsl s o Profits 253
Syndicate Bank pmmm 7 4 355

®

Maps showing holiday resorts

Maps showing training institutes
e Maps showing bank branches in a city

Maps showing automated teller machines (ATMs)
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F it .
eature Writing Including too many features ma Feature Brifing

y result in crowding and overlapping.

. Other graphics
map shows more than one subject, an appropriate legend will have to be included. M

It is worth noting that although we have covered, in the foregoing paragraphs, most of

NOTES to be made »aspecific mention? the methods of visual communication, there are indeed many more which are used in
Diagrams and drawings business communication. Presentation of facts and figures through charts, pictures and NOTES
‘ other graphics has been done with considerable creativity in business literature. In this
Diagrams and drawings are generally useq book, in fact, we have used numerous exhibits and illustrations to make the tekt reader
2 gadget and other such elucldauon,{gdl to show how a product works or how to friendly.
/ process. Di agram may describe a product, a concept of . . . .
d°°1t'wmmifh?i :tr: often used'lll technical literzfture, p:’oduct man! | Some more examples of graphical or pictorial presentation are given below:
exposition is desirable. fl Communication where a detailed description e Icons
A diagram is described . e Cartoons
not show all the visible detalla::f?:]e:;? wing that is often labelled with text thatd  Break-even charts
! :eat“f% (:fits structure or the mannerinift;tcgr tp ;;f ess, but only the most impo ¢ Fish bone (cause and effect) charts
| concep Or process or flow and N I ctions, Diagrams help unders S o Scattered diagrams
f sessions and technica] presentatio are especially used in teaching material, classto0¥; .
A drawin .‘ . * Histogram
; Quite often, dry grelates toany picture made up of |jn, . | s Frequencypolygon
SKills. Drais e iVOIVe 2 high leve] of acoqpn - PeC ALY One drawn ml":l?ﬁ tsti
drawm Wing boards, drawing ping and dl-_a"{acyaﬂd precision, and need spect tﬁg * Stochastic
Bs are accurate and precige, Wing pencils are used to ensure that 1 » Circuit diagrams
Pictures % o Triangular bar diagrams
.-’ A picture is an ext - All the exhibits presented in this unit are in black and white. The addition of
the message with cq e!yeﬂecﬁVe method of colour, it is worth emphasizing, brings a new dimension to graphics and visual
athousand worgs > Aﬂsfderable forceand ¢ e or visual communication Itf’o Y3 communication. Skilful and informed use of colours while presenting charts, graphs and
asketch ora carto Pleture may be drawip 0. As ﬂ}e saying goes, ‘A picture 18 §| pictures adds further value to the written communication. With the variety of colours
€ eXpression * ig " Therois a corg preci & Dainting or 5 photograph. It may "l&? being available, the business writer should take care to use colours which are pleasing
Pietunng Picture perface 1510n ahoyt apicture, whichis why W¢" ||  andnotconsideredharsh or jarring, The combinati ion of colours used should be in harmony
it s e eXtensive] . "4l with the overall presentation.
Promotional literapype S 10 varjeq facets of mfnumcatlon. There is treme? ﬂj
bt by business opgane =<~ PAUAlS, gy 1 OUSiNEss communication. S % 2.5 SUMMARY
Ofev.e.nmare Oﬂeninclude%n-s CREYY Pictyreg in:"."“s and a host of sych material b‘;ﬁw _ _ ]
etc. Picture posteards maﬂnualmm “Uaginative manper, Actual pho o « The first magazine was published in the late eighteenth century in London for the
There are huge Oppom:le t;m SXample of eﬁ‘zzﬁee table books, brand-building Iitﬁl_ail &ﬁ, affluent class. It was named ‘The Gentleman’s Magazine’.
Walk-thronghs ® forusingpicnues ineuse"fpictures in tourism buS"™" 3 » Magazines are media that present opinions and analyses of issues in depth, which
ok advel'tisements andpublicit)’- i is practically not possible in case of newspapers.
ﬂnou;:oughs Constitute th |, _ § o Magazines are also available on the Net. They are known as online magazines.
and dwefmplwpmmﬁotz?dwebpmeﬂtinco _ w,ﬂ" They share some features with blogs and also with online newspapers.
take us throygl, fter Ot designers, :;v eloped egne WDMcaﬁng with pictf bﬂl[ i » Writing 2 magazine, or feature, article differs from newspaper articles in that || Check Your Progress
building o 5 )gy A serieg Of pictyreg 1. 10 showeage th Y by people like architects,” most magazines allow more space to develop a story (the article is longer) and
o ge(:ampuS \ 10 pre eirideas, Walk-thro ghse | \ . 5. State five examples
tenvisions the fingl o s O teripy of Sent a toty) picture U ist0 g more time to research it. of graphical or
Eellpsﬂlfe Ian or gy < ¢80 tg . T TOPOSEG building wgfl:’;;" " e « Anewspeperis also  periodical published st regularintervals, Reports,articles, ||  Fewriel
- hlm/.hel' in suggemvebuyerin - targ udienge |;, o the ide# ) editorials, features, notices, advertisements, cartoons and photos are some of its 6 mmm&-
can of Sting modiﬁcatgsu%gtheﬁm terally ﬂ“ﬁ':lgh advaﬂ"’" g contents. It is printed on inexpensive, low grade paper known as newsprint, " throughs?
certainly by Computer grant : produc . b e e g e
Y bring gyt the E::lzhlcs FOtlp]ednf‘;iIt 18 wWorth mentionii:wi e?; that 8¢ » A newspaper is known by its editorial writing, In fact, the editorial page reflects || 7 Whatare
f Dicteys co th ive use ot‘picturesg and pho?* the policies and ideology of a newspaper. pictograms?
Self-Insiructional UNCAL o i et |
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/ Feature Writing . NﬁWSPaPel'Scaﬂbewegorized on the basis of their periodicity. A daily new: ¢ Diagrams and drawings are generally used to show how a product works or how Feature Rriting
1s 1ssued everyday and a weekly newspaper appears once a week. ] to use a gadget and other such elucidation. A diagram may describe aproduct,a
: o Weéll;lty news.%::lpers:l are usually small newspapers appearing from districtsd concept or a process.
’ smat towns. They depend on mainstream major paners for their contents o :
NOTES intermational and natonalsues, o | 26 KEYTERMS | - NOTES
o NFV]:SPI:;JerS that circulate nationwide are known as a national newspaper. M"ﬁ{ ' ) )
/ ort ed '& newspapers have their regjonal offices at various cities in order ¥ » Pictograms: Pictograms, also called pictographs, are diagrams representing
!-' extend their reach. Loca} Tewspapers are area specific, statistical data by pictorial forms. In other words, pictograms are bar charts made
* The printing press immediate] _ .. j with pictures.
| I yafterits inventio the Bible, and later & icati
j used to publish books that became the basj npn.nted he Bible, owth ofé * Walk-throughs: Walk-throughs constitute the latest development in communicating
know] Sis of various debates and gr : A . :
] . owledge. It was many years later that periodicals were published with pictures. Walk-throughs are pictorial presentations developed especially by
¢ Inthe mid-nineteenth epu ' people like architects, builders and developers, interior designers, etc., to showcase
most parliaments and gt?et:ry > e press assumed the status of fourth estate, mﬂ] their ideas. '
the press, Sovernment houses setting aside area speCiflca]ly
. ks [4 ’
* Inthe United States, whey, the freedo o arioS 2.7 ANSWERS TO ‘CHECK YOUR PROGRESS
political and cConomical interegy m of press was being misused for var'™
later promoted the ide, of social r;;] : ble.'s?sf’ apress commission was set Up ™ 4 1. The six important questions of article writing for magazines are;
* The spreading sene g, 1 0PI . Who?
many such Ind; Zatton and the gpyreqq among?
& ¥ Such Indians wh Wished to b p Pread of western education e What (or what happened)?
eworldhastenedthe introductic © abreast of contemporary developmeD . N
o Itis Becessary to have 5 ¢l ; OfneWSpapers n India &5 Where?
: ear . ?
go and pictures are ingrog derSta.ndmg of the manner in which tabclJ | W’hme
. nstitute an Important area amenb] tt.ell Communijcation. Business I'EP L] y?
* Plctures often CaITy more 5 ©10Pictorial and graphical presentati®® i * How?
Ofpeopl lliterate, Senﬁ?l?t?l nan Words. A good picture appeals to all secﬂ G 2. The first magazine was published in the late eighteenth century in London for the
aitention and gets registereq illmtt; and i y literate, A good chart or table ﬂwﬁ affluent class. It was named “The Gentleman’s Magazine’.
::lprewntin les, chargg o 1ind of e reader. _ tﬁ’ 3. The first newspaper of France was Lg Gazette (originally called Gazette de
chaer‘ltr‘;zt details whjgy, make egra Phs, due attention should be given t “Uﬂpdi France) published in 1631. |
ouldhaye 5 clear title op mes;.sage clear anq complete. Every tablé aﬂ“; 4. Many popular newspapers have been introduced after The Hinidu, such as The
* A table ¢opg s of an org 0. The heading should i)e briefand 01_ G ! Times of India, The Telegraph, Hindu, Hindustan Times, The Statesman,
colough TOWS and coy erly arrangemem and py £ relovait dﬁiﬁﬁ Economic Times, Anadabazar Patrika and The Tribune.
umng i . es of ) I . .
businesg cl;:ntzb le faci]itatesm *stematic al‘rangelzgt:ttl(?; data in 10W° i 5, Five examples of graphical or pictorial representation are:
¢ Chartg Oonsu Wieation, Srence, Tabeg are most commonly > o lcons |
Charts cﬂnbetlst:dyet a00they o Cartoons
Process, mductiﬁt?f:;twel dep Udegazfl Visual communication inbust? * Break-even charts
) Thy o mﬂlonlyused dilo finf tlt{i) nal structure, decisio™” s Fish bone (cause and effect) charts
on, .
. B:Ycan beuseq g “Yt?nmesem Volllme& n, ' . ion? ¢ Scattered diagrams
co;l::m-s 8¢ Derfgs e lting ) stopr;gp?m%, ratios andre ' 6. Walk-throughs are pittorial presentations developed especially by people like
° Mnicatioy, They ot ¢ alortime-series data- i architects, builders and developers, interior designers, etc., to showcase their
: 'y . -are S]m 1 Only uSed in bl.ls " .
 Picto Radily 5 intg almp e ap, casy ¢ graphs or charts 1 verst ideas.
ictorial g 0 Called iy - F VY cone draw. In view of their V& 7. Pictograms, also called pictogrephs, are diagrams representing stafistical data by
Ormg, I8 ofhe WCtOgm hs, e gy Xt. s " pictorial forms. In other words, pictograms are bar charts made with pictures,
s pict()gramagmms Tepresenting statiStic?l
Self-Instructional T arebar charts made with plc
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28 QUESTIONS AND EXERCISES

Short-Answer Questions

1. Which are the various types of
right graphic?

2. Wh:gt are tables? When are tables relevant? _
3. Give two examples of tables used in your occupation or profession.

4. Write short notes on (a) pictograms (b) maps (¢) diagrams and (d) drawings.
5. State the steps required forarticle writing for magazines,

Long-Answer Questions

L. It is said that omission of certain

meaningless. Substantiate. relevant details renders a table or chart
2. Describe various types of charts and graphs used in business, :

3. Chartsandg'aphscanbeusedbothas
passages. Discuss,

4. Pictorial presentation with its colour and
world of written and audio-visual comny

5. Discuss the origin and growth of newsp,

pictorial presentations? How do we choose the

substitutes and supplements to descriptivsf;

.Var_iety adds a new dimensigp to thﬁa |
unication, Elucidate.

apers and magazines,
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3.6 Summary
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3.9 Questions and Exercises
3.10 Further Reading

3.0 INTRODUCTION

In this unit, you will learn about the basics of memorandum, advertising and its types,
and the importance of paragraph and precis writing in written communication. You would
also get acquainted with the use of language and creativity in these fields. The various
types of advertisements in different media would also be discussed with examples. The
advertising business and the writing of advertisements changed drastically after the
emergence of new media technologies in the second half of the twentieth century and
the beginning of an era of liberalization and globalization around 1990. Text-based copy
writing, which used to be the challenge in earlier days, was replaced by aesthetically
designed visual copies with persua§ive photographs.

3.1 UNIT OBJECTIVES

After going through this unit, you will be able to:
o Discuss the importance of memorandum, notice and agenda in written
communication
o Understand advertising and interpret the different tvpes of advertisements
o Explain paragraph and precis writing
o Discuss the importance: of summary writing

3.2 MEMORANDUM

The memorandum (or memu, as it is commonly known) is an important tool of intra-
organizational communicatica, Itis only used intemnally. A memo may be from one officer
to another or between juniors and seniors, It travels upward, downward, laterally, and
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diagonally within the organization. It is more informal than a proper letter, and is a quick

and precise way of informing people or getting things done. Memos have a twofold "

purpose— they bring attention to problems and they solve problems. They accomplish
i‘thell' goals by informing the reader about new informa
increases, or by persuading the reader to take an action,
changing an existing production procedure, Regardless
most effective when they connect the purpose of the

needs of the receiver(s). Some organizations insist that
be recorded in the form of memos,

tion like policy changes, price
such as attending a meeting or
of the specific goal, memos are
sender with the interests and
even small events and requests

Few of its advantages are mentioned below:
» Itisasimplified form icati i :
lem_lmp of communication so it takes less time to compose than

o Itmaybe addressed to multiple receivers,

Ithelps in fixing the accountability of the sender ang receiver.

It may be. deliverct? by hand, by the postal service, or through an e-mai]
The receiver gets time and the facility to think and act |
* Itisalegal document setting .

" 338 New Market, Mohaki
Tel: xxx xxx Fax: xxx xyx
Sultana Lamps Pvt, L4,
Govt. Order Suppliers
338 New Market
Mohali
18 March 2012 )
M/s Falk & Co
Baugh Bazaar
Jammy,

Dear Sirs

oining cities ang gy, ¥ that your

Ver pf - There ;

Our product, “Sultang [ apyng: ° INR2’0°=°0,000.00 or° 5 8 fair amypy o business and it
and can compete weﬁs ":Ehich 18 available ; et year with 5 little publicity,

2 giving wide publicity ig gy areaﬁi' lan o D C&Pacities, is wel] known in the

which U Will help you considerably

You tp dish‘ibute them,

firm can begt represent our

) a

Abooklet containing our terms for operating an agency for us is attached. We are sure that you
will avail of this opportunity and establish business relations with us. We assure you of our
cooperation.

We look forward to hearing from you soon.
Thanking you.
Yours faithfully,
AXX
Satbeer Singh
Enc. As above Manager — Sales

Parts and Format of a Memo

Memos can be broadly divided into following segments:
¢ Heading segment
o Opening, context and task segments
e Closing segment (including necessary attachments)

o Heading segment: The heading segment follows the general format as given
below:

To: (readers’ names and job titles)
From: (sender’s name and job title)
Date: (complete and current date)
Subject: (what the memo is about)

Here, it is important to address the reader by his or her correct name and job title.

You might call the company president ‘Anu’ on a golf course or in an informal note, but
‘Anurag Miital, President’ would be more appropriate for a formal memo. The subject
line also needs to be specific and concise. For example, ‘Clothes’ as a subject line could
mean anything from a dress code update to a production issue. Instead, use something
like, “Winter Clothes Line Promotion’.

¢ Opening, context and task segments: The purpose of a memo is usually

stated in the opening paragraph to help the reader get a brief overview of
what the memo is about before getting to the details. The context is the event,

circumstance, or background of the problem one seeks to solve. Here, a

paragraph or a few sentences may be used to establish the background and
state the problem such as, “Through market research and analysis..,” A task
segment, on the other hand, is an essential part of a memo which describes
what is being done to help solve the problem. If the action was requested,
your task may be indicated by a sentence opening, ‘You asked that I look
at...." However, if you want to explain your intentions,

» Closing segment: After the reader has been given all the information, the
memo is closed with a courteous ending stating what action is expected of the
reader. For example, you might say, ‘I will be glad to discuss this
recommendation with you in our Wednesday meeting at the corporate office
and follow through on any decisions you make.’
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" inen . .. 2. ti d Min
Com ication.] et a?ﬁ;:;ss;r: s;]t:at:];‘x:ilents (optional) is included only when supporting documents 3.2.1 Notice, Agenda an utes Communicaton-1
efors to hi » o ai:tta;hm 02 etc. are attached with the memo. It is necessary that on Notices, agendas and minutes are some formal forms of written communication used in
(below thehmclhosing se ;‘:) n tll:e m‘emo and add a note about what is being attached organizations. Though they are primarily infra-organizational in nature, they can also be
NOTES 2007 gment), such as, * Attached: Focus Group Resuits, July —November used for inter-organizational purposes. Let us see how each of these are drafted. NOTES
o draf o 1 Notice
i”hﬂl drafting a memo, the following points should be kept in mind: .
* Itshould be short and to the point. A notice is a piece of information concerning a fact commuuicated to person(s)—
-» Itshould adopt a direct style of ) employee(s), client(s), customer(s), supplier(s) or any other business associate(s}—by
e Unlikealetter it € ot communication, an authorized person of an organization. In an intra-organizational communication context,
. Uut > 1t should not have a salutation, where holding routine, functional, departmental, or board meetings is a frequent
nlike a letter, it should not have a compl; phenomenon, notices of meetings along with the agenda are sent to all members in
* Itmustbe authentic and duly s plimentary close. advance.
si . .. . o ) .
.- ¢ Itshould not be more than gned byacompetent authority. A notice is also an important requirement in ending legal relationships. For example,
/ ¢ [tshould be single page long, 4  the notice given to/by an employee for quitting a job on a certain date is a written
~Spaced and lefi-ipct; il notification given either by the employee to the employer, or vi kinds of
show . eft-justify .. . i ploy ployer, or vice versa. Many o
/ - S ne.w Paragraphs, a line should be 131?{1. Instead of using indentation ' 4| contracts require that similar notice be given to either renew or end the contractual
ee lustration 3.2 for m after each paragraph. 1l retationship.
Hlustration 3.2 F, €m0 format and Nlustratj 0.
Format of an Office Memorang on 3.3 for asample of amer™ ¢ While drafting a notice of a meeting, the following points should be kept in mind:
Memo idum i « Tt should be written/typed on the organizational letter head.
. , 113
:o. (readers’ names ang job titles) ? o Itshould be complete in terms of day, date, time, and venue of the meeting.
; D::-L (your name and job, title) I o It should mention the name of the members who would patticipate in the
] Su],.- (complete and oy, date) meeting. )
) Odject. (what the memo ig about, highticpe. s e It should mention the name of the members who would preside over the
l Y Paragraph ghted in ome way) meeting (under whose chairpersonship the meeting would take place).
e Itshould be single-spaced and left-aligned. Instead of using indentation to
5 e ————__— show new paragraphs, a line should be left between paragraphs.
, ody Paragraph | . e It must include the agenda of the meeting,
o, See Ilustration 3.4 for a possible format of a meeting notice and Dllustration 3.5
_; .. o il forsample ofa meeting notice. )
Atechments (opiona .k Agenda
IMustration 3 3 S % The agenda is a list of issues that need to be taken up in a meeting in a specific order,
Inte ample of, Memo [ usually pre-announced. It usually includes one or more specific items that need to be
r-office Me““'l'andum Tandu, i discussed in order to take decisions. It may also include allotment of specific time slots
To: Ali staff | for one or more activities. It is usually distributed to a meeting’s participants prior to the
From: Devendra Jog; 4 meetingalong with the notice of the meeting, so that they may be aware of the subjects/
Date: 17 February 2012 4l topics goingtobe discussed, and are able to prepare for the meeting accordingly.
Subject: Stopping e g i While drafting an agends, these poinits should be kept in mind:
et i
}itghh:: ﬁ observeq tha: Hicity Misuge 'r'.'i% o [t should be concise and complete.
, . 8 i
of the eluxtxﬁndiﬁnut:g a';:mbers are o i e Ii should not be more than one page long.
1 . b0 i .
Al are berepy - Of the o, o their duty ho“i:“"l{mg off the efectricity gwitches "f ,“@ e TItshould be single-spaced and left-aligned. Instead of using indentation to
company’s Cammeiqg‘;?s.t;g Seugity conpes U8 has not only added to the o IH} show new paragraphs, 2 line should be left between paragraphs.
2% Ve E%,? Make yge Of oo .tf:‘iWards energy wastage- ” o Tt must be signed by its writer with the name and designation below it.
Self (Signature of g issuj ticity and contribute toward® '
elf-Instrucii n . .
6 Mme::: ’mcl onal 4 aulhomy) i;:i{_:;:'mdfom; o
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s Itmustbe cléarly marked to the conc

¢ Itshouldclearlymention the date,
by a series of points outlining th

is/are invited for the meeting,

meeting,

Nlustration 3.4 Format of a Meeting Notice
Mohanlal & Sons Pvt, Ltd,
102, M.A. Road
Mumbai400007
Tel: 500 00¢ Fa: 300k 000

Notice
Date:
Subject;

Body Paragraph

|

time, and location of the meeting, folloW@d';
e order of the items to be discussed in (h?'

Body Paragraph

2

Signature Block
Sender’s Name (Printed)
Sender’s Title
Enclosures 3

Reference Initial (ifrequireq)

IMustration 3.5

Mohanla) & Sons Py, Ltd
102, M‘A. Road
Mumbai 409 007

Tel: xxx yxx Fax:

Notice

XXX xxx

Date: 14L{ay2012

Subject: Saleg Staff\

eeting to B
The staff, eting wi € Held op
p.m in thme will be ]Jeld on 'I’h Thul’sday’ 17
. & conferen(:e roOm. » 17 May 201 2
The agenda for this Ieeting i

. target of
a To dlSCllSs th the Previ,
. To chaik Probleny faced in Meet S arter
. a Ot arobugt gy plan Ing the target
Y other mate Permiteg ) thor the Next Quarte
e Chan-

.....

erned person(s) or department(s) Who

e b ol S L SR S e i e S e A s e P e S et T e e R e Tl

b fart s 5w MR e i el

You are all requested to be present in the meeting,
xxx (Signature of the issuing authority)

Abhay Saxena

Secretary

Minutes

Minutes are the written records of a meeting. They often give an overview of the
structure of the meeting, starting with a list of those present, a statement of the various
issues before the participants, and their respective responses. They are ofien drafted by
a secretary or personal assistant present at the meeting, who may record the meeting in
shorthand, and then type the minutes and send them to all the participants and concerned
people afterwards.

The minutes of certain entities such as a corporate board of directors can be used
as important legal documnents.
While drafting a minute, these points should be kept in mind:
o Itshould begin with the organization name, place, date, list of people present,
and the time when the meeting was held.
¢ Iishould mention wheo presided over the meeting.
o Itshould mention the names along with designations and departments of all
the people present at the meeting.
¢ Itshould also mention the names and designations of the people who were
not present at the meeting in spite of being informed about it.
e Since the primary function of minutes is to record the decisions made, all
official decisions taken or resolved to be taken must be included.

o Itshould record what actually happened at a meeting, usually in the order that
it actually happens, regardless of whether the meeting follows (or ignores)
any written agenda.

s It maybe as detailed and comprehensive as a transcription, or as short and
concise as a bare list of the resolutions adopted or decisions made.

o It is written in simple past tense such as: ‘The Chairperson informed the
members’ or ‘The meeting ended with a vote of thanks’.

o It may use the passive voice (if required) such as: “The members were asked
to share their experience’ or “The presentation was given by Mr Asit Barua,
the Assistant Manager, Marketing’.

See Illustration 3.6 for the format of a minute and INlustration 3.7 for a sample of
ameeting minute.
Illustration 3.6

Mohanlal & Sons Pvt. Ltd,
102, M.A.Road

Mumbai 400 007

Tel: xxx xxx Fax: xxx Xxxx

Names and designations of the members present in the meeting
I. A Designation of the Chairperson of the Meeting
2. B Designation
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3. - CDesignation
4, D Designation
5. E Designation
6.

F Secretary
Meeting activity 1

Meeting activity 2

Meeting activity 3

Meeting activity 4

Dlustration 3.7 Sample of Minytes of Meeting
Mohanlal & Sons Pvt, I td, '
102, M.A. Road
Mumbai 400 007
Tel: xxx xxx Fax: xxx xxy

2. MrShayam Sethj Vice Preside‘;: (—)f;:er (RO nd
3. MsSushil Batra Vice President—-Mark i

4 WBahhhm Director—Operatio e

5. MsShnut Garg Directoy Finane N

6. MrAlok Kumar Secretary e

The f.oll_owing points were discussed dyp:

Meeting activity | - Mr Ay o eting
problem faced by them in Mmeeting th

Meeting activity 2 X

e Mr§ .

rate of aftrition in the o haya::ﬂSethl
: §anization,
Meeting activity 3 - py Bkl

e

R S e e e

i)

lustration 3.8 Sample meeting minutes

158 Taskforce Orientation

Meeting Minutes

Date: 05/19/2010
Thne: 1:00 p.m. ~4.00 p.m.
Location: City of Daytona Beach — City Hall - First Floor — Room 1498

Attendees:

Heather Blanck, Rich Waltan, Pedra Leon, Becky Mendaz, Greg Stubhbs, Ken Fischer, Lance
Decuir, Mike Marcum, Jean Parlow, Shannan Poritz, R. Sans Lassiter, Naomi Welss, Peter
McCarthy, David Catagnacd, Scott Bullack, Wiills Walter, Emory Counts, Lori Campbell Baker
{representing Janet Kersey) ’

Partners:

Lennon Moore, VP of Infrastructure Planning, Ghyabi & Associates, Inc,
Bl Hartmann, Senior Transportation Engineer, Ghyabi & Assodiates, Inc.
Dale Bucalos, Administrative Assistant, Ghyabl & Associates, Inc,

Time Meeting Began: 1:05 p.m.

Introductions of all members.

Agenda: Sse attached.
Presented by Lernon Moore, Ghyabl & Assoclotes, Inc.:

Background — 158 Coalition
Mernbership

Missicn

156 Corridar Study

Public Involvement Plan

Discussion:

1. How for North & South will this project cover? Wl It nclude Baville Road?
o. Yes, it includes Beville Rd. A map of the study boundary was discussed. See
attached,
2. Has the polficy group defined any goal for the technicol group?
a. Yes: to define oitemative concepts, unalyze & compare cancepts, cofleboration
to determine preferred multi-modol concepts, and to recormend decisions 1o
the 158 Coalition.

3. Define Mulil-modal transporiation.
g. Tronsportation by foot, bicycls, autamobile, mpmrtwfe, public trenspartotion,

atc,
Tlustration 3.9 Example of Meeting Minutes

(MEETING MINUTES
‘Daip atbiating:
hiﬁhhf_ﬁuwi
- Metng Oticive
Beamess Meatng

Noxouz Weed Management Advisary Counalblecting
Jammry 9, 2012 Tist: 950-am.~ 200 pm
Camt Besmian Lecafiont: Heetlane b, Graal Faka

2 iwn deen

Coun Members: Jbm Qosdon, Jasrslas Andersan Vavenidon, Margre Bdsall Dan Jacksoo, Noo Cantahona,
Todd Wegner, Jank Eddee, Dk 2oanni Jun Olwavez

Maency Regreseataives: Joa Weigand, Jm Jeectn {conletenna cafl). Larsy Beneker, John Giagkin, Sews
Snelly, Petar Sievensan, Mue Mder, Stave Slegein. Tracy Stering (canterence cat(, Jolw Sonons, Dan
Coblar, Gary Adarms

Quests: Taelr Anderaon, Joe Movent, Cetestng Duncen

Moatana Dept. o Agneuthice (MA] Batt. Greg Amea, Donra Fise, Dave Burch, Kim Johnaan, Gareé
Pearden, Jorenry Sgutrz, Craig MeLasa
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 Writen T — “An advertisement is a paid-for communication intended to inform and/or persuade  Written
Communicarion-1 —— — Communication-I
ok, Dlwmgicn one or more people”.
/ Welcome New | Grog Ames qpenod the meeting 2nd wetiamed new council mambers, Jm Obvarez, A definition of advertising is found in the Communication Glossary by Corporate
i NOTES Councll Sdembers ::Zom:m.hck Eate. bwaducsons were mads. Communication Product Group of Commission on Education and Communication, and NOTES
; 201 _m’h;:;a m 122 au:;nt Eﬁ&ﬁéﬂwﬁﬁ&mﬂm‘ The World Conservation Union explains advertising 1a a much more comprehensive
{." epproved unanimously. WQY
/ - Rovies Nevember | The minues from te Noverrber 21, : e . ,

/’ 2, 2011 Minutes 5:&"::. mm%ﬁmumm:g ‘ﬁr?mﬁm 3:9 &mw& “Those forms of PR and marketing communication m{ned atinfluencing _and/or
/ mm &mm flig TFM b6 fund -, artimated % be avEdabie 1oy Tve 2012 | pI‘Ornoting purchasing behaviour with I'engd to T-he. sfmceshanc}pper:i;:gno; :l}::
_ Tmst Fund Waed Trum Fund (NWTF) gram headngs. Grag smied that tha NWTF grant Organization. S ful advertising is based on principles such as per

BudgetRiepory. | budget be facatyear 2012 ehuiad 1,250,600 Ltk 1 ; gran . Successful a ol o
m&.m Clorard mm ,A,:WM:,E:‘%;%E only reqlity’, ‘one picture is more powerful than a thousand words’, ‘emotion is
/ {ceg advied o dbunc Iat the dAsaourt Rver Walcrshed Coaiton Pros - what triggers action’. " .
.?’Eﬁ?gﬁ.m" s b i Gregs ﬁmﬁgﬁ?ﬁ?% (Communication Glossary Ed. Frits Hesselink, Utrecht, April 2003)
Wﬁmmxmgmm‘m-mmamm;: C o
Senvtres Diveion, ' Opedatr) exenss wtkn e MDA Gental Opywriting .
Qreg e For bisd e e P rising i . Copywriting is the
mm&ﬁwﬂz perls mﬁmmu o tha year inetuet $480,000 1hat ras ' COpyWntjng is the main activity of wrifing in th.e dee r mﬁrgkmpi?guct, business
Bepanca ot Deparimes a Trsportton unting thit B passsa e r0n, and act of writing copy for the purpose of advertising of T4 .
Depantment of Agrouthirs (MDA} 1 the countiss, Passed throuch the Montana Person, opinion or idea. The addressee (reader, listener, VIEWeT, etc.) of the copy is
| Meant to be persuaded to buy the prodct adverﬁseﬁ - o;:ﬁuzsgbcfet:ﬁt:: sz:,poaﬁ
the text sh of a copywriter is to work asa -
3.3 ADVERTISEMENTS — ultima telyatl;-:sr'e:gsrﬁzc for wl:-iting the text or content of an advertisement. The
An advertisement is a fo - — Tesponsibility of telling the story and presening i 22 72 iiﬂt lcs:ns-‘: rests “?tl(:utﬁ:
i perauacedt isa nn.of communication through which an aud; .. ed for viewers; and effective enough t0 produce ap‘emotlon ; ;p e b
orads. as th buy a particular product orfollow a particylar audience is m.ﬂuenc Copywriter, With the Internet, the range of copywniting Oppomlilh & edia ylt has also
» 88 ey are popularly called, are usually found i e - oS0 Advertisemen® | to include web content, advertisements, e-mails 814 0 ther onfine mec . b
n;wslp_apem, radio and billboards. It is not ltecessary thatl?‘ass media, such as televisio® brought new opportunities for copywriters to lear their craft and conduct research.
o :131 lmgubiut itcanalso be a mediym of Persuasion ﬂlm;thaStqbeOMy for the purpos: pp _ . <o waythe most difficult of all types of writing. It
public could be changed, ghwhich the behaviour of th@gé;_ ot F‘_’PY\‘I’ﬂtlng in ?dvmlqg;but it also demands the shortest and most effective
i : . : on tive thinkin . . s s e s
While preparing advertisements, certain Messs y nvo l\;fs c;czt st interesting a consumer but also influencing him. This is, in
* Firstand foremost, an adyetige teedto be taken into consideratio™ | fact, thgeel;apa te lc:allienjgc for a copywriter. This is exactly what the famous copywriter
. X Ty ste . admitted i is interviews:
;:?ﬁgonlog the viewersand to dg maezti;tt::l‘! be successful in catching % | and advemgsg;g mastermind, David Ogilvy hasalsoact ted e ‘:::::?s © -
s Se g logos, Slogans or jingles ot - ‘One of the difficult things about writing advertlﬂ;g c?:gz’ltswrite much
cond, the advertisement should short. Print ads and TV commercials are short, Tou ite much
but should also maigain 1. - - ROt Only cq : gl - commercial, and that in itself, the brevity o
o s g, Mmaim € Interest of th t(.:h the attention of the peOPle i more than 100 words in 8 TV ier to do. If you’ve wrilten a lot of
bl;“ll:d, 1t should be able to gtipy, € public, the form, doesn’t make it a0y f;st:) write very short and tight, so if you
ying that Parﬁcularpr huct ed&slreofﬁ.le public so that th considef advertisements, you tram y‘::rs d?ﬁcuit to do.’
* Lastbutnotthe least, the ad should i i try to write a longe? thl.ng L ernent writing is entirely different from what
contact the one whe had put Mvite the public _ ] & The creativity requireq in adV‘_’ms that writers like Hemingway and Shaw
they need 1o Putup the agye i otake action, for instat®” we find in I 0o It is for this reasont .
change, advertiseny ’ ol d in literary writing. 1t 1 107+ Of course, it isn’t every competent writer
There are diff 0%, or change a behavi®™ Were not successful in writing 8d¥ oS, et towri adverti
s ere different defipgjey, o ulin tace. It is vety difficult to write a good advertisement.
one which differentiates the term « for the te . Who wants to write ads in the firstp d that writing a passable sonnet is easier than
been observed that i€ ter ising’ £ "€ MOSt Signify ctive 1t was perhaps Aldus Huxley who state
; rod advcms,ng is from th cant perspe L p :
| Check Your Progress g}e ucts and services; itisalsoanaftpr"cess ot not o © term ‘advertisement’. It P Wniting a passable advertisement.
'*‘ 1. What are the Howoromets. Anladvertisement o ing ang Y Making people aware of Creativity in copywriting
' segments of a owever, for the purpoge of ungd tis »CO reating dreams in the mif : tivity used in advertising is quite different
! memo? some basic definition, “rStanding be S€eNasa product of this Pfocess Creativity i the soul of advertising The c-real_wtym However, the creativity and
2. What s an agenda? Wi Meaning of dverti Ileed Om the creativity as we understand in literature. o
. winston Fletcher it hi advertisement, W€ _ ) find them in literature, art, music, dance and other art
to give a workab) s book 4.7, Understanding of aesthetics s We O - s
Self-Instructional e definitioy ofadyers €M lising, b 4 form js always very useful for any copywriter, visualizer or designer in advertising. The Solftnarctona
v : ~{nstruct
68 Maerial 'Sement. He Says’:y Short Introduction, has ™ Manrtal &
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creativity in advertising is a habit of looking at alternatives, breaking away from the cage
of set patterns of thinking and the capacity of taking unimaginable flights of fancy. There
are many great copywriters who have shown enough of these qualities.

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

Activity 3.1

Su.ppoie you are a copywriter, what are the factors that you would consider while
writing?

Hints:

° Copyw_riting is the act Qf writing copy for the purpose of advertising 0f
marketing a product, business, person, opinion oridea.

e Analyse the content of different advertisements that you see on the television-
3.3.1 Types of Advertisements

While describing the growth of a

AhSeersirg vreitas dvertising in Europe, Julian Petley, in her books

However, in the |
’ ast century, p,
sources for advertisers TY: NeWspapers apq magaz; 2
radio in the 20th Centur}a?si::; focus shifteq alotafter thi ezrg]eis had become lth.e Il:lal‘i
pie of commercia] reVel';ue' eroded the prospe gence of televisio

Cs of print media ang grabbed al
The concept of 3

dvertising ,
types have cl_langed.We i t;:];]grtl:hanged Over the centurics, bt the forms and
i ! media adyert: ¥, but the 0™ 1
we have added anoth, ments, we hg ertisements with dominant visua!

; Ve tileis: .
The posters, handh T Major type of ad elevision advertisements, and receﬂﬂy

: ills : Vertisement ¢ , ; :
advertisements jn and bill hoarqs on high alled new media advertiseme” s

the city g wavs «f; : ;
add to the glittey ofmetropoltigrl\lzi:ork Wonderfully g gL R2in: Neon sigh*

Iy to adyert; als?
; ? esand t ertise the product, they
Print media adverﬁseﬂlents Owns p

Printmedia adyert
days, the print med

Isements are th

. |
ia advertiseme dest

nts ofall forp,

igl
‘ . nﬁ

used to A8 OfadVertlsements. In the 11!
i Published in newspapers and maga?’ s

and they were loaded with a heavy body copy. Thc pictu_re elexpents were mainly htjhle
line arts and there were no photographs. Later, with thf: inclusion of black and l\],v te
photography in newspapers and magazines, the advertisements also began tp c andgie
their formats. Then, the era of coloured photography began that changed ]tJhe llz:lmtn me hasl
advertisements all together. The place of body copy was ah?nost take}t(ilozzr t}"’pri‘: togﬂrzgia
of products and models. Let us now take a 1001'( .at dlffel'er: mdve(:_ﬁ ;)e it edn
advertisernents. If you wish to learn about copywrltmg_ or cre.e:I ing Eli it iﬁ;ant
best way is to look at as many advertisements as possible and analys gn

elements that comprise them.

Images of two advertisements from the ve
furnished as follows:

ry early days of the newspaper are

MERETO & RO JOUX,

WATCH MAKERS AND JEWELLERS,

'CORNER ADAME & MATN srs, mmms. b
h NPDREW MER R'!!U_lms-;ﬁ;ﬂ%uﬂduux‘

S5 (- JI:im ju tha alove mmm'qm‘ul’u et
‘:---j Tuziness wt l;‘mﬁl:u& r;-u ‘E. g ‘ﬁ
a_h-g-—-' ntm.r‘ 1 ' . i .
fornior mx‘éﬁ«iﬂr ANDREW MERETO aro 'Jmmmwl
roquested ¢ el

 MAKERS AND JEWELLERS

. 0JOUX WATCH-MA. : :

Fig3.1 (A./EERE'TO; Ni J:zmd Engquirer Memphis, Tennessee Shelby County
The Memphis Daily Eag February 23, 1858)

T ' 8
(Tennessee Shelby County February 23, 1858) |
i iting. Longer copies
is clear from the figure itisave basic type of copy wniing g P
As is clear from . Ty Lo

were unknown then.

S e ey ediblothal dhe s e
ond it othomswhib S Cotny i providing
Ao A o Comfort of GuEsts: -

g s Firepr TOMPKINS,
1AL HOTEL is Firept 00f 8. A. ! .
Fig3.2 (THEL AIBHIE thyiiﬁes! » The Lyon County Times Silver City,

. it il
Proprigh RS g i?el:rada September | 5, 1874)
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Then readers began to find a combination of long body copies and ling art in
advertisements. This era lasted for a long time, till the emergence of black and white and
coloured photography. Let us take a look at some examples:

THE LISTENER MAT 17 1956

A y@ﬁﬁwwg‘s
What exactly is a Tape Re

Lat's eant by raviey wht it iy aan “is
Atige

corcler?
secceder s ol iichine which licky e,

B S Mitkel prioes,
T does oo prosice iy tikas e Abkh & eich 0 Srmare of the
N Yok wdiome  (umam peosle

iR,

o G L i AL - vt

e i O SN e
A tape rcarder 5 2 mathate whith resords S0uncls, hirppy sossds, mugsicn) saund, g

living sounds. And plays therm hack absalutely wee 1o (if, (o 111, 3 tape recenier i =

s something shat can be dther very mofol, absolutedy ssisnta), e it

pood entertaiaencnl fi;

i intight
1 foe praclicaly every person ?:u cun think af. ¢
The tape on which te mide i seeorded can stared easidy ang i3 *unbreakable,
Al Lape Is ' loog-abiying — and 11 dossn's Welr gul. For the family max 5 e recoe ey
mn-x n Bazzily atbum ka sand, from Baby's finz word 1o young John's party picce,
T CR T o T 123 Condo
"Mwical Chairs*. It cun gve vou mu TALOing of cven provide the i
‘Kitess Up Misther Hyown® [L!y;uu Tl that way inclinedy, ’ the aczompniinent for

ﬁnﬂrbmiuuxnhnulmmrmm

Belps hiss by reconfing important msting verur
fouting trivialities, The truh s, that whaieres
et cither socially, or in busiresa, ar ar |

el

7o eflicimiey. I helps bim L,
im, ‘T:ﬂ ;‘E."np:m.muw
your walk of ife, 3 tipe repont W
ome. Poisibly el three mﬁ&wd‘ 8 it it akie 1 85 i)
Write for this descriptive Folder to:—

CAYHODIG (Gt BRITAR) Live ST
Crundip Hows, M4 Maw O mm:w
| Rmmfluanw-u!,«wmﬁra\lm'fﬁfﬁ?ll

52#::. eluding sikrophose
JMI'U'P.R". Terwy
Get the Most out of life
SR E GRUNDIG
o INIST YA AECORORRS I trie g
oy Do, gy Pt adiom g Teadea) o Lad)

The first step i
of utmost import
towards the content of the advertiseme

at. How, ; s the readers will be attracted
. . L. ev(_:r’ 5

while Creating the headline because th tis al

once they start

ere
: reading further. The de
1n attractin

8 the readers, It i5 best to keep
elements would make th i

. : W be
: gically with eno ent. Ifalot of text is to
point of viey, ugh facts, The cg i 1d also
readable as pogsiby. Vofthe reader and try ¢ make the PVELIRE Shen)

ad as reader-friendly and
Photography

C
becarne the Mai e ﬁeld of

ek advertising altogether-
ajo -
© background, foyn, - C

Ng elements g the body copY
> WheTeVer it wag fet necessary, long

“m not a bad girl! .
You're a bad mommy!

. A
)

W, N ;
wei've 3 had mammy?™ T rookd & enilly
'-‘.- i} dallsin g bos ae! W 1hes

)
I: s Bt hovet was iy Eithe My b
ies, M

1LY

«

up|EASE, DAVE..PLEASE DON'T LET
II;IE-EgE E'I.[lBI'IEIl 0UT FROM ﬂll!

|
h; fale i
5 W

: daubes doe o one
to reclirs that
intimate neglect shut her out from happy fore

Often @ wife folls

Fig 3.4 : :
W ffset printing, the use o
ent of coloured printing "III‘?HE led tg the possibility of
SR developmt frequent o Comm-ortl'nns of headlines and body copy.
D{l:; o becalr;nle m;;( less of tﬂxtﬂa“g“?e lll;li?lg up as teasers. The readers of
ddvertisements with less anc 165¢ mponents, dou
pon

l ignifivant 65 i hotograph in order to get
ot b f;t ?toldecode the meaning of the photograp
Newspapers or magazines h

Persuaded.
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fig 3.5

e R s s

Fig 3.8
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Written Typography has becn a very significant elerent of publishing from the be ginning . Radio spots are also used very successfully to communicate social messages. Cmmm_c;z_’;ff;
e of the printing press. Similar work was done carlier with the help of caliigraphy. i The pulse polio campaign and recently the aids awareness campaign are good examples
Calligraphy has a rich tradition in Latin-based scripts as well as Arabic languages. Chinese,
Japanese and Korean languages have a special relationship with calligraphy though
NOTES there is no such tradition of calligraphy. These languages are written with the help of
strokes and are so rich as far as the visual quality of the scripts is concerned that
sometimes their writing looks like a painting.

of such social advertising.
Effective radio copy writing NOTES
Before yvou embark on writing a copy for the radio, you must _underSzaud a few things
that go into the making of'a good copy. You must decide what \-_Vlllbc the duratlpn of your

i isi spot or jingle. The duration of radio advertising ranges from 15 seconds to 1 minute. You
Billboard advertising - JIES: | . : oc. always remember that the beginning of
must know that for a spot of one minute you sec, aiways ICItsHie i Sfhatis fru
: 3 A ; . . g - aineace or failure of that ¢ wnication and that 1s true
Billboards are large structures put up in public places displaying advertisements to passing any communication decides the success o1 1_.11lum ofth ufomn L el
motorists and pedestrians. Though, most often. they are loes d time and creative energy to thit

ey . . orradio advertisine too. You must spend

are located on main roads witha for radio advertising too. YO ; | 3

. : e ¢ A fant is derstand that you should begin
large amount of pedestrian traffic and passing vehicular traffic. However, they can be strong opening sentence. What is very impor tant1s 1'0 Ulli.lf;-:l\ﬂ L mg e gl

. ’ = ! arfic. nowever, Y Ce s o N ata 8 :
put up in any location, where the number of viewers with something which allows the listener tof elate himself with g
example, at stations, on mass transit vel ity bills?

and in stadiums,

.11;h-'~i'|||.]__-_ 'n_'--' would be large, for

ticles, inside office buildings or shopping malls, o Are you fed up with high electric
B i . Fline?
. - receding hairling?
4 " e Are you ashamed of your recediils
Copywriting for billboards should be: g e e oonite dresses?
R o Are you struggling to fit info your favouTie FH=

o Shot Wk s. Once they come to
These are few opening lines that are sure to attract listeners. O : Y :
. Gis : 1ese are few o] l:l oAy o sell your productand give a punch line
| isten to vou o straight to what you we Ay -
. : : - ~ e
.' Precise at the end.
r A few words scattered her '
| ! ere and there o o Televici rertisement
| example ofan interesting billbozrd series is ] \ lbh;:m be able to carry the message. A" sl et lization is the one done for television
Series 18 that of Amul Butter T . 1ot s writine and visualization 1s the
ar 3 e mul B wop T T e A TES 4 and visua
heUSU?:}h;baged on films, I‘blnu-ulimi'm;-nin[.« celebr _mm_ These billboard message The most difficult type of \mrmlg l“ use these spots have to be generally made for
changed almost . SR LRIEDTINeS and popular events., and are < Tt e difficult simply becatst LibsE - 7 i
. e Eck FRpRiarevas. advertisements. It s difficult SIFIP duction, one second has 24 frames which

= - realavt 3! 2l
30 seconds. In the terminology of television P

means that a 30 second advertiscme

g srquasive Messag
| story has to be told and the persuasive 3
Eﬁﬁﬁm bia Hisements really matters more than anywhere else.

= aoe is in the form of slogans, songs
Some spots depend heavily on visuals and the lqnguage 1S _f“ 'el‘i o e ligne A o
or jin ll[ L‘iomt ots IL‘L}ilil‘L‘ short and crisp dialogues (}hl\\ (1 ‘in thc visuali rofile
€s. SOMmEe Spot: ; - -ontains the
bo.qrdg' ] red E*‘brc shooting the advertisement, which cor
ard 1s prepared bel : =) X

and the dialogue or body cOpY-
xamples of catchwoi

1t would have 720 frames. Therefore, the whole

¢ has to be given within these 720 frames.

@;‘.
- The lanouage in such adve
he language

ds that add to the recall value of the

Sk oh Here are a few €X
2 : advertisement: )
P e || e ‘Dagachche hein’ (Surf Excel) S P
Amul £ 5 ¢e kuch kahata hai” (As1an Paints)
a8 B E G _ e : ; arapnes-=
[ Bow frionde Boad 83 i g!)”” o (S 1)
WET shdlealli, gaate wpAa: o I jé ge L L
¢ ‘Dhoondte rahjaog ot I i i
ey of ~+ vou hear often on the radio, can also be seen in the pr_mt.medla.
: g 3.9 Some jingles that yot { example is the ‘Doodh si safedi Nirma se
Radio advertjse . s TV spots too. A good eXampis =
i They are then aired as TV 8] lio, appears in magazines and can alsobe seenon TV,
. avs on radio, appear: S
Ina . ; aye....." jingle that plays 0N I€ - isi i iscui
: country like Indig, Where the | ¢ jing e of a story board ofa television commercial (for a biscuit).
&l fara s B o > of a SLOL . i, or €
e;“; VEery potent formofad\- 1.'1_L1.;1C}« Fate wae + | | Sl L'“”“:),L-w 15 (}spcd lines in 12 point font and for a copy of 15 seconds
ol ot e V3S VErY low il reccaric. o iy € One could write around 121
1arty, after tha e g All India Raq; recently, the Radio BT 5 lines
3 =% =k C : i | s ]LS.
i 1L h]gu—_-,- o B0 inresct se . R vou  write about 4 or 2 1
Cﬁiegh NeW vista for radio Spots. | I;?h]{..l{'id] SUCCegw f 1\' edits commercial sers ]Lri YO ted the length ufthe shG, YA SHQULE plan out e steatedy for
g : o 8 Tife - 55 0F Raglies (1. S art e e D et B0 TG TGRSR S = 53 ) 1 : .
days Aﬁhgmntlclla Rad:u‘-\.,q{—uli I X "'Ilctshh;i;......-.| 1 1dio Ceyvlon, Vividh Bh "[ : After havinad || : 1 biem solving format or story telling format or celebrity
0 Y . Sakdll( S ] I- e poyyss ¢ I rliseme I I : Sigtae s ‘ |
475 Alter the emergence of iy 18, Wepe ;;ML.“} " late capitals and Uilmrmd_]n advertisement. 1t
S}gmhcant 8] J\’] ldd]{; H!\ |;.“a‘_l;‘]‘| 9] E-‘,-L- '.l qd‘. l . . k]l Y ||}i“ﬂ
s @ldvertic . aladvertising in the i g
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: Written
New Meﬁia Advertisements Communication:I
Witten endorsement for the product to be sold. If you are writing an ad for a retail store sale, for

|
icati : | i ially the Internet opene
i R e o TR l gz:edmjglilag gisg'eeﬁam l‘{inds of advertisements with the advances of Internet technology.

RN ] A NO
' ; i et is quite different than those 1n other TES
| ) Writing advertisement COpICS for the Internet1s q

e : must
media. On the one hand, you need to wiife ina very crispy form. The message

: vriters can do a wonderful job if they
have very few words. On the other hand, the (:opj»f:j i .

' ) Java. Visual Basic, C Visual, an 4 ) =i 3
:' e also flucat i Javd, Vigo re helpful in creating animated ‘. gif files’.

are thata
| Player and many other software : it
There are two major types of web advcmseme;t . d i
& ¢ side bars.
apart from the other smaller banners that appear on t

ising:
; e Here are some of the examples of such advertising
She continues to play sain i Tmann. 9
‘ g "Chalo, 4
pehle twist karo", Receiving no response,

she proceeds to ask the teddy be:
ar
whether she should twist furyhim.

d up new vistas for advertisements. It has

Here is an example of a story board of a television commercial (for a biscuit).

NOTES

=, AY

A small girl playing with her teddy says,
"Ek Oreo tumhara, ek mera".

E LONDON
(B?'Igﬁ Dark Wash Denims

| Rs.3,599 W 3UY NOWA S

| Rs 62988 @

The girls’ father decides to entertain her. | The ha e v
He hides behind the teddy bearand | the bi'fc?lfi:mtgrlgiréfts the teddy to lick
follows her instructions. Oreo peepin 6 thesst?tcj:;e‘tal?tlrl]c;k‘s tc?rf
eddy

without révealing himself.

The child gets excited o - i
child gets excited i
father playing like a child ughseamg her She then instrycte
says, 'Very Q'DDd'e laughs and | the Oreo bismriltl?ntstghe teddy (dad) to dip
' s emi ;
1o find the glass byt sh?l,lzé ':;he man tries
by mo es it difficult

| 2
Ving the glass,

Finally, she holds her father

dips the biscuit in the milk. o 23 and = -
close to his mouth ar?dTI:lthpr:ﬁlstﬁkes it | ang jurtn _
to eat it herself. " back Ps from behing £ TS fick,

T i € tedd Self-Instructional
SO Te With her, | Y 0 P12 Safihat "
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YAHCO! s

GALAKY <l

3 ATRACTIVE RETURN FARES. s,

A LD o oo i Spicefet

Fig 3.13
Activity 3.2

Make a report of the writing style of i
yle of the different tv 2
a ttypes of advertisements,

® The different types of adve

| rtisement are h
advemsemems, television advertisememsp Déﬁgl”dphy, typography, printanadia
® Tryto practically watch o

and n. ia: i
eWmedia ddvertlsements.

rread the different type
s of advertise
3.3.2 Examples of Writing for Advertisj ertisements,

- aling an adyert;
; Vi site
rtisements given in thi unitertlsement or writing a

the purpose of creqqiy are only indicative and

watch out for meanj i ‘
eaningful adve Hlisernents, gan interegt. These wil| help you

Reuters as it appeared op Yahoo:

A child
“Canl "z?ilul?:}i ipproaches an offj
& 7" asks th G RerOn g ei
comes the shocked reply, © boy. “Don You wan aoc ligarette break.
- ] ve and L]
The SCENC 1S part of a Thaj anti Go?
hitting the Intemnet |,

-smoking ad tha¢ hag
smokers to think aboy

stweek, joltj
S Ng some ;
tkrcklngthchabit € 0f Thaj)
1€. But why n
at the S Ourse]
'dsat the eng of each c};cllleIf? 53Ys a brochy
XChange re

8One vira| since

ang’ S,
“You worry about nd’s 13 million

handed out by the k

The ad uses children to ‘trick’ unsuspecting smokers in the streets of

Bangkok into telling them how bad smoking is, and may prove more

i i od in the Wi igar ackets
effective than shock campaigns used inthe West or the cigarette p
ages of advanced mouth,

sold in Thailand that come with gruesome 1mn

lung and throat cancer.

‘Smoking Kid’, created by OgilvyAsia, has seen over 580,000 hits since
" ) bsite YouTube last week.

it was posted on video-sharmg we

7 : : ise in calls
The national “quit smoking’ hot line has had a 40 per centrise In €

since it went up. . s

Source: htip://www. cmhf?.co_f:s_r’.r’ae‘e.s'.f—:.rm1'3/448.- -intet f@;{orzar-

' : ; ; Lino-lkid-liehts-up-internet-

hedlth-thailand=s ”“)’}‘-hny,,-‘;.{mg,f.;cJ.-’.‘—.('H.’nf\.’,'?g kid-lights-up-i

1h bosi 5 ?
H,.’f!}—l.?.”hf'”i{).\.\.{f‘s-{e' (“IL'(’&’S._\‘{_‘{! on ;_“07 j—) . Sﬁll 4y it has
: : oood example of advertisement. Itis SI:ICCES
Thusnewsia dooni B 20 060 k and it is effective becauset has made people

already got 580.000 hits in around a week a S : poih kcar be

] m— ' : . i The vide this advertisement can
thil]k and Considcr Ch;]]‘[!'_'_il'lg l]ll":ll' b{_‘.hil\f'lﬂul. I ht.. ! ldr:O Of i
seenon ‘YouTube’. : X
rint media advertisements in India and the world
dia advertisement and its copy writing would
h you like and then study and analyse

There is a vast treasure of !
over. The best way to learn about print me L D
be to collect at least a dozen advertisements }\’h_lt-n (mi
them instead of merely waiching and appreciating :

sy RIAG i
3.4 PARAGRAM——-

—

g olven as a series of coherent and

ted to a single specific theme/topic. As 2 Wn.ter’

paragraphs, any picce of writing that comprises
dlds IS,

he reader identify the various parts
essay begins and where 1t

; can b
The definition of a paragraph to 2 layman &

Organized sentences that are all connec
Your attempt should be to organize Into anhs help t
More than a couple of sentences. Pamgdpd]fuify where the
ofa piece of prose or an essay; they helpatst

ends ) ( _
ds. o5 of events, compares t\yo 1_ncudentls or
i n. one thing it will definitely

- = 'iI'l. o o
Whether a paragr aph conta : 4n Opinio
- dividual or an op : : :
it - - d other elements 1n the following

things, describes a place, discusses an 4 about this an
have ig 5 topic sentence. You will reada
Paragraphs,

) A paragraph is a spectiic A
Idea. This portion usually begins ot a .
arge p1ec

on of written or printed text that deals with a specific
fic portion o tion.

w line with an indenta
-+ion. such as an essay, a
3 ¢ of textor composition, suc 1); X
It usually forms a part ofal " alsotreata paragraph s a separa v
ve cand

: . : ros inuous series of
Prose Chapter or a story. However, V jon comprising continuo

. 5 0)81! 0511 A i s
and stand-alone unit. Itisa short memryr l'c[zl and together bring outa :.ystem.atlc:dlly
rly 10X aph is to not only widen the

Meaningfy] sentences that are ProP - paragr
ul sentences tha y ose of a paragt S
5 . » pasic purpo A hone his writin
ﬁLVcloped unit Ofthou'ghg Tll?~0‘c\{11'111d his mental horizon and ]'lel[J 24
€rspective of the learner but ais0 ==
Skill di ed:

« as discussed:

Ay types as aist W i AR A .
fmany tyl e E paragraph records an event or
115: | n;'m’nur The event or incident could be real or
gical me -

tion. The main idea is highlighted in the beginning,

Paragraphs can be 0
I. Narrative paragrap!
happening ina c‘lu'om‘)h’}

1 figment of the imagiia
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Check Your Progress

3. Which factors
should be
considered while
preparing
advertisements?

4, Name a few types
of advertisements.
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2. Physical Barriers That Hamper Effective Listening

Noise, poor acoustics, malfunctioning of the mechanical devices being used, frequent
interruptions and uncomfortable seating arrangements are

effective listening. The first step of the lisiening process is hearing and extraneous noise
disturbs the hearing process. Extraneous noise disturbs both the ligiener and the speaker.
In case a device like microphone or telenhone is b ing used 1] - ,

the device will act as a hurdle or it may also result in the (4] lure of transmission of the
message from the speaker to the listener. Poor acoustics of the room or uncomfortable
seating arrangements may make it difficult for the listencr o concentrate on the speaker.
Interruptions by other people or by the telephone while someone is speaking disturb the
concentration of the listener, frustrate the speaker and make the listenine , T L
effective. Message overload, which involves listening 104 lot '
another also makes it impossible to listen attentively af

physical barriers that hamper

IO gt et
cly after a certain point,
3. Group Discussion: A General Overview

iy
Group discussions are averyimpoﬂantaspect of Group discussion
isa creati\’e and dynamic activity which stimulates reflective thinking -1m:n T 1']|)*L.h:llT oS
Group discussion may be defined as an activity in which a small 11[3{1]) or H; %AI.HL n'\_ )L,;:i
face to face and exchange and share ideas freely or attem pt to re; ,L‘ .
common issue, Group discussions are Lii'lslniclurf.--:i and less formel ,f.l“’
or conferences wherein specific roles are assigned Lm} s
discussion, an individual’s thou ght process is inﬂu;nccd by
othermembers. It also depends on where an( i :
moves. Ina group discussion, each g
discussion involves both listening :

4., Effective Speaking Skills

group communication,

ha decision on @
ompared to 1cetings
1€ participants. I a oroup

S ”“‘3\"lCWs;mdnpininnwt'the
nwhich direction th

articipant ig
and speakine,

5 Cnood of the discussio?
Iree to speak hig views, A successful
As presentations are delivered orall
some special communication te
chn
audience may have a chance to [;s - One-time event, T G
sten to 1 eve yh th
et e I.St-(il't‘[O -ﬂ'll. recorded speech. they inigg |Inf'. : hml-imjty
that each member of t} . -PPreclating the speaker, Therefore, v o
the audience hegpg What yoy sg o U N ke SW
must capture thei ion i i SAy Sit. T
pture their attention 1 15 it. To do so, yoU

and remempe

i . them interactad oo i
requires voice control, good M Intereste Effective speaking
5. Relationship betweep

and abjlity
Meeti S tbility to use body lanpuage
. ings angd Confere R
Meetings and conferences
exchange of views and

have become gy, inte
¢ of as sucl
communication. Both conference
come together and deliberate ont

Y, under relatively public circumst

iques : ances, they requil®
1ques. A presentatio j =T, e

mmediately apg keep
presence of ming

NCes: Simailawsrs
Similay ities and Difference’
gral par e
1 constitmcha‘“ Jili“ Ofbusinegs life. They facilitat®
o }}}Oji“ I I
Sand mees: 5 ant mea;g F intaractiVE
ot nu,mhgg TeIer to ag ace ~ans of interac
Opics ang 18Sues of A8Semb

Iy of persons whO
Comm e me

So common are they in tod Unicable jpte

incon_ceivable to think ofany person S

bf:en In a meeting or Conference, Bnt‘h \qk |:w:
discussions that take Place at varigyg leve llu :
employee-employee meetings and ¢, rc 9
on. Mcetings take place more often t} '] 5
While there can be g meeting of ey i~
;1.sscmhlyol'n large number of people «:
times during a day or 3 week, wh%l i
annually. and so on, While n

AY’S businegg 5 rest.

0d orgap;

S O s’ . i i
inizations who has @

ay be T facilitate fac L'—l‘-"l.ﬂcc
nces, "-‘ﬂlhlJ ~Mpl Yer-employee meeting>
s Oyee CUStomer meetings, and 59
S 2Nd 2l B
s L.‘:;I.if also relate 1o fewer person™
ilzise r Nerepee el
e 1l.|]].l|!., | oo “NCe ““f'm[l”\/(:0]11‘.01[':“1 y
; Lo u””fi'u“-. [I]'Ii'.\':‘.;-gi:,‘ p
ll_‘i_‘!1_||g|_\__ p X '

onfey
en twq Persq

e
place any numbe? ",
' ; bi1-
scheduled annually.t

inel 3 o

"1"':‘.!n|1||1 :-:yn?.""‘“"“

SUFE

Cmrbe by 10rma] |y

: ‘.ﬂ..'i‘.lr‘l:”_

malfunctioning ot

; alional encis ot iEian
dw Iihlzlh;n..‘ & hal environment that it 2

.l'| 13 1
Uowed in practice. the distinction is
by no means very rigid. T'hereisaceit iin overlap between the two In actual practice.
4 eans very rigid,. 1nNCre1s d Cuile | A ‘
One may say for example, that th --t"hici‘L%xccutlvc15111conferencewnhtheGeneral
day ady. Ul CAd HE, Lild (VA

tiaction has been made here

:l - =
Managers. The dictionary referstoa meeting as an assembly of persons, esp?CIallyfol‘
e R i Ierens 1 conference is described as a meeting of any
cntertamment, workshop. cie. Wheteds € L7 el ings and
organization. associalion, etc. for consultation, deliberation, and so on. Meetings
EdINZal1on, associalloll, vl 2

o e ignificantrole in
conferences, when effectively organized and conducted, can play a sign
business communication.
6. Publicity as a Kev Fac + of Promotional Strategy
. DIICITY 2% a4 ey I actor o1 b

fforte an oreanization makes to be constantly inﬂlepub.hc eye.

ol -I y uﬁ1 normally ‘free’, in the sense that no media costs

DU ity is not paid forinte newspaper space or

are involved. Uinlike advertising. publicity s H‘Oi(pd](:'in:\,.mlt.;zﬁic:)fnal Sn};tggy, Ell;nd i

radio and TV time. Publicity is an 11‘.1.pg;'|;1}11 t:lue.to at _: p_i Hoivil Gy
. o on sustaining its image and MArketp Jusi

must il}I'ii”}'\ri'b:‘;-;ll]!_,-‘]!_!-_-u‘, N |.--._1..._‘ 0 ()'E\.:)llblii)it\’ measures Soh a8 Shibitions,

o }bus {Iwancls. maintenance ?f F011nta1ns a}t:;:i Fariii

stichers and balioons, neot lights, pamp fe., S :nd
ences and Meets, traffic umbrellas, tradg ags

e d to take a message to the pl:lblIC. ?rge;

: ‘ tments or temn§ wc:r.kmg out ;ane ;

business organizations have Ge o adage ‘out of sight, outofmind’ is Veryreeva!i

= hi d-tlt' ?:v efforts endeavour to create and spstam
2 9y ;u‘is all relevant sections of the public.

Publicity relate
In contrast to advertising,

organizations resort to a wide var
demonstrations. seminars, sponsorships.
Posters and banners, sports cvents,
brochures, gift articles. press cunh—‘l'l LY
cnmpcliliu;ﬂ, Every such opportunity 15 UstH7 b
‘ dicated publicity depar
Publicity campaigns and initiativ
intoday’s competitive environment. P et
high visibility to the business organization &t
i : cant area of the range of promotional

P ---:-v:'.‘:]ii‘i e :
oed to be a very Sigl s to direct mailing or delivery of

0. Direct marketing refe
i roet groups.

Direct marketing has emer
cfforts made by an organizatl O
; ed literature 10 theta gy €A,
ot SUCh' n:ateglin?lrjnicate and gain
Pamphlets, brochures, ct R
dii‘ecih:c]l:llﬂl:i:bi:p}ncss oryanEAH Y e 0‘b'lu'“‘;[;trcialized agencies are 31.50 often
on: CHOIEL‘I marketing strategies. This would
#i literature, creation f’f a datap:ase _of
. efforts. The response to dll'eift maﬂmg is,
s -Npi:wc it is cost effective, there is a growing
258, -

Bins X L i agsverthele )
oy ever, often quite limited. 1€ blic communication.

Product and company-relat
charts, booklets

target s¢
p effective dif
irect marketing

altention and response from the
hited by the businesses to develd
mvolve atiractive designing of the d,
target sections, timely delivery and foll
Interest in this method of business (OPY
g and Purpose eting of a series of relevant and
RS st .l writlen communication LOIZBJTSE-;% for eliciting the required
ﬁ[rf; ltll]?::;: Ilzﬁ { ;::n m:jls b the researche l‘_u’ m!‘l;‘?:f; a?a is widely used for conducting
inFurmatimz {{"hc (:J:'lihf:%[il_}ll.il;ll'i".‘i‘ﬂCf]]ﬂiJﬂiﬂbl‘:icsuac[c‘ The Questionnaires e be
Prodyc hmijicj. market _euulic‘:*i._ 4 means of person-to-person nterviews
Administered by post {.[m.;ml questit

St .t (persond
Y calling on the respondent (PE¢ |
}
 Lator.shou
The business communicato’ T:nvninn in
o~ - 1] 3
S0 that they elicit the required inf°"

il
: . eoueht througl ‘
fendly manner, The replies SOV | meaningful interpretation.
- = - - v Al e o

Manyal ane ad tak M

al and mechanized ta

8. Questionnaires: Meani!

impact Stu¢
\aire) or by
| interview)- el stionnaire
d learn the skill of designing the q“ebuo.m;

2 sequential, unambiguous and ‘331 ex=
1e quest ionnaire should be amenable to

.!_!|a‘liit
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9. Mass Communication

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

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

Newspapers, periodicals and other products of journalism essentially seek to inform
fmd influence. On the other hand, advertisements, hoardings, posters, etc. strive to inform,
influence and also elicit response or action. Questionnaires, obscrv’ational methods and
research studies are other types of communication that aim at elicitine information from
numerous target individuals, towards making well-defined asse%iments These are
Interrogatory in nature. N -

10. Communication Design

Cor_nml'nucatmn desagn'ls amixed discipline between design and information development
Xcl:;h is conceme-d with how 111..edia intermission such ag printed, crafted, electronic
e olilor presentatéon§ tlriomn-lumf:ate withpeople. A communication design approach is

y concemed with developing the message aside from the aesthetics in media, bu!

also with creating new media chann
els to ensur i
Communication design seeks t ¢ the message reaches the target audien®®

0 attract, inspj ; )
to respond to messages, with a vi » ISpIre, create desires and motivate the people

ewt ' ; ;

the commissioning body, which can%?;kt;ng? f{ajw')]urab]e impact on the bottom 1in©

humanitarian purposes. [ ; ¢rto build a brand, move sales, or for sOM®

research creatpéxrll-lFp REDe e invlyes Strategic busir inki 1-oi o market
; ty, and problem-selving ness thinking, utilizing m

11. Perception: Its Severa] Interpretatigng

-Itcould alsg be used to indj Ol or “appreciation of: any modiﬁcﬂ‘jo
X » ‘Teception of g f; a0 lCa’ie ‘the Combining of sensations int0 2
sensat}ons 1o external objects as Cause-’ ;m‘ljllus Or ‘action by which the mind refers!
re : n -
ception of a stimulus and ap gt by which th:U on. Perception implies discernme” i
mind

object as cause. In :
- In other word refe . tern
: ] S, perception i TS 1ts sensations to an €X
Itis a process by which we Pefcaive 31 ONIs a proceg
reeive the

meaning of

ther :
legally or orgamzatmnaﬁ;e; ttl-eadef Sand achjey el:-lqe;Whethcr to confine to the de"
become more creative ang H?all.lg];d roles, It i such pOT:ng their own perceptions ™
12. Definitio, it S humgy Endeavoy ‘bl Ve perception that helps pe
gy Significance of Narryy Tmuch more meaningful
1Ve Writing ig 3 1, Ve Writ
€ans of a1 iting
iltof}" loudly. Yoy have to I-emetelt:mg astory, Howeer i liﬂga
C:l’lw:ltih e story. During naxrn;ti i ator txe\}riﬁﬂg
sections moge ¢}, 3 SI0Ty 18 not the same as {
an the pacy ator S04 hli
i::ﬁle other hand, the narrativ::Sl Ormay eyen “nay forget certain points or D! Lry.
asthe roles played Writer hag ; Sm.,ne points, While writing 2%
characters ang their ., > “2CH Ong of P in mind g, stor
certain floy ; = CXpressiong et Cm, the ¢ em © charactors of the e
readers Crw S Maintained i, tl;e SR important? Ofthe story, the tone used yatﬂ
.Lre o ”
ative Writing i knownsmry for the g - the writer should ensu® - e
asn -

of Sustaining the interest 0‘ il
ng.A i

”ati\}e "
Wr
ting, Darrative writer write

the aim of entertaining the reader. Hence, most completely developed n.arrative fiction
or non-fiction should begin with an introduction to the central thcme::. This theme shoP:Id
then be developed followed by an engrossingand action-packed middle before coming
to a memorable end.

13. Importance of Public Relations

Public Relations (PR) is the practice of ma : A R
organization and the public. Public relations gains an orgam:zanonal ordmdlvtldual EXPESU“:
to their audiences using topics of public intorest a“‘? e !hatlj Eot:nlo ;ﬁq;:ri ;zlcs
payment, Because public relations places exposurein credible third- S

a third-party legitimacy that advertising does not have. . |
ng at conferences, working with the press and

Common activities include speaki : . . =
employee communication. PR can be used to build rapport with Cmpi“Wg?;:;i" uglris(;
investors, voters, or the general public. Anorganizetiofi At BPOEEYEE :

i i 1 1 S KiSt lthln the
5‘ i latlDﬂS. A number Of SpGCla e W ;
na elll])lo ssome level Ofpllb}.lc 1€ ; ; > 'tle
ld Of pl.lbllc relations SUCh as anal yst relatlt)ns, medLa rﬁ]atloﬂs, inveStO'[ Ielatlm 1S OT

labour relations.
ising Agency
14. Working Pattern of an Advertising _ _ \
g .0 advertising agency works in a team format basis. The
s the core of an advertising agency:

ment department. Account management IS-IhC
are responsible for coordinating the creative,

' ;s the creative services team or
i . i mpaign. Next1s :
e o staff behind the S0 who are responsible
thﬁcl?fi;gl?gtilgs ?;CIE This department oS Ofthofef; I;Lliﬁﬁéeglse campaign pAn often
e ' duction sta -
: i reative, media, A0 ising agency is traffic.
for coordinating the creal! . tant, department within an advertising igall yheadea ¢
;}Fg?ttc%j, Eut - Ve? giﬁatcs th,e flow of work in the agency. It is typically
1e traffic department regl

ini r).
atraffic manager (or system administrator)

! jency and
Traffic increases an agency s e.:i?ﬁc'w y L
job initiation, inco

alsej i riate : : the biggest commercial
5;136 e Staﬂ§, nllffppfgfd 1the need for media extensions. S;‘ﬂ:le ;fessmaighidia i T
er-cost estimation, nication, 2 :
advertising companies in India include M“d{?li;n;glal:;t of having the best of clients with
: : 1dings-
Associates, Lintas, and Percept Ho

excellent reputation attached to them:

k day Scenario
15. Relevance of Speech 1 Evertymp}:)re o impromptu or they canbe propacedand
exic

K asa guestata seminar; a subj egt qlatter
g his subject and explain certain 1ssues
ents; one of the invitees at an official
words at the end of the dinner; a team
me a new entrant to the group or to
he team; a director may be asked to
at a board meeting, a CEO may be

naging the flow of information between an

Like any other organi
people who create the actual ads form

Next comes the account manflrie
sales arm of the advertising agency- ey

proﬁtability through the reduction of
Jete information sharing, over and

Speeches can be delivered as a8
delivered. A person may e mwd to speak on
expert or professor can be asken > ested stud
related to his subject to @ Lot of 10te? say afew
dinner may be casually Ca"?d uP(fn tgch to welco
member may be asked 10 &! ves bpfd member of t
thank, praise or bid farewell t0 a1

asg of a company
deliver a speech about the pf]gg”:;‘c‘i:wm panyata press conference. Whatever be the
:a aboul
asked to speak to the media 429

: ¢ structured. They can
ituati . on. in order tobe Giecuye: sk ﬂ?j d(:ﬁz structure that he finds
Zﬂuanon w2 ys; itis up to the speaker to decide
e structured in many Way>:

most convenient o guitable.
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Check Your Progress

5. Define paragraph.

6. Which points
should be kept in
mind while writing
a précis?

Précis Writing

A précis is a shortened version of a long passage. While writing a précis, one has to take
care that the meaning of the original passage has been effectively conveved. According
to the Oxford dictionary, précis is defined as ‘a summary or abstract of a text or speech’.
How to Write a Précis

To write a good précis, go through the following steps:

o Read the passage carefully and try to understand what
Read the passage more than once if you |
writer’s meaning the first time.

the writer is trying to say-
1ave not been able to understand the

e Form a clear idea of the author’s meaning,

® Framea title for the précis. Even if the ori

; ] ginal passage does ¢ atitle, you
must give a short title to the précis. s B o

e Go through t > agai
e g -he passage once again and make a note of the main points.
e From the points / Tt
Rememb}; e 3;;;1?5 notef:i, Wiite a short passage which covers all the points.
S =g gy Words and not copy the language of the original.
While writing the précis, omit any examples or ]
° qunpare the précis with the original
points have been included.

lustrations that the ori ginal contains-

Passage to make sure that all the important

e Count the words in the original and

’ in the préei< i i
should be roughly one-third the Precis you have written. The precis

length of - e

: & the origingl
° Write the final précis neatly on another ghee g
° i ;
Attheend of the PIECIs, mention jp brac

. kets the 1
Points to Remember Wmb

er of words it contains:

\ hl] Titi ¢ i
1.V e“'n 1 Oy 0 ant ]

Q Whatevcr the
PErson or for § =
S 3 y 1rm 015'}@6 i '
Person in ll](l]l—{:r.li Speech I ch of the (]!'l”il'l" I. writc th p el H e

Write the précis i one tense gnjy,

Make sure that the

Préeis is o
Passage has more L

Onfaing j
1an one ¢d in on

- E DAarqao- . : Ell
Paragraph “ Paragraph, even if the orig!"

The opinion of the
writer of the prégig Don
your own in the précis

bUCt 1

Myeye
ness 2
S your oy Opinj

. . “the
din the précis, not that of th
on or make any commen’ -

Ot exy

Summary Writing
writing these ideag ;
should contaip all th

is the py
the Procesg of read;
na fey Words. [t g e
; €1mportap poinlv\
sumn Précis i
! nary o PICCIS is the «
complete in jtg e e

Alwave 5 i
ays be Written in our own words an

IE 1t « eneq f
elf. It shoy)q be ab. "ed form op, s
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Cy the g

Jdentin,: o el
: mlf}”“i% the main ideas and th

doa 2 Uld
age. A good summary S0 Jl

2qq . L a1e
®as expressed in the or1g’

passage so that a reader who does not have enough time to read the original should have
no trouble getting the message.
The following are some points to keep in mind while writing a summary. A good

summary:
e Should be brief, clear and precise
e Should give ideas, facts or points in the order in
original
e Should not contain points not mentioned in the original
e Should be written in simple language; avoid lengthy sentences
e Should be written in the fewest words possible
y the important points and leave out all

xamples of summary writing:
d saree slowly shuffled across the crowded

which they appear in the

unnecessary details
e Should mention onl ary
The following are some €
1. The bent old lady with the tattere
road.

, e heather down to the stream. Once
weaving hlm.iidg ?hg?:]etllggii]pt]l; cover and started to run. But he had
there, he decll ii were soon whistling past him. He 'droppejd flat on the
S % 2 ?is to a hundred and then began crawling again. He nged
Er:lllnd, (;‘;1:;233:5 lently as he could to his camp at the foot of the hill.
ortuous

Very stealthily, he moved towards the foothill camp.

Th Wwo ways 0 iti ry. These arc as follows:
writing a summary. S0
Trelfrfit i liesnjmbcr of words of the whole passage to about one-third its
. Reducing

length I or
- : T
2. Writing a specific m{nn'jnge is generally of the second type.

Modern summary Wit
Exercise 3.1
Write a summary of the fo

Nine hundred years agos,md‘e
Kathasaritsagara, the ‘Ocean of i
author, is said to have inc [uded in this

ds on the basis of the questions asked

¢ the origin of folk tales.

e collection of stories called
7, was produced in Kashmir. Somadeva, its
k ;nany stories which he had heard from others

i ; ra, which ma
and which ; d their origin in folk literature: Tl}e Kagias:i;a:::fse o ‘e)s,
;1'11 thttl:Ch’ ]]I; f:Ct’tha Sull-e of folk tales, has had considerable 1

stly be called a trea untri

; ; ino the middle-ages.

Witchwero fnlie tOL.wh WIth. 1';:z:liJ(:l;':lk‘:‘talcs in English vas brought Ou_t by the late

The first collection of K :i'ards the end of the last century. pamuLte .late:r, :
Rev. John Hinton Knowles -tc:mrie | Stein, published al‘lOthGT col!ectlon of ltlr_}ls kind.
enowned scholar, the late .Slr Ftales in verse and prose recited in Kashmiri for the
Hatim’s Tales, is a CO]]C‘Cthnr 1 oilman by profession. Thesg two works can by no
savant by one Hatim who Wa:‘ ot of tales garnered in the fertile m1nd§ ofthe pgople.
mMeans be said to exhaust e I lI.vred to nollect some of the more interesting tales in the
The present editor hE}lS elndeav e xceptions, have not appeared earlier.
Valley of Kashmir which

[lowing passage abou
a remarkabl

put or tWo @
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Tales, myths, sagas and other narratives comprise perhaps the most interesting
part of the literature named ‘Folklore’, a term coined in 1846 by W.J. Thoms to designate
the traditional learning of the uncultured classes of civilized nations. This is not the place
to go into minute details on the subject. Suffice to say that folk tales comprise a respectable
volume of literature in all languages which is being explored with increasing interest
everywhers. The earliest fales of this kind are traced to ahout 2800 B.C, in Egypt:

There is an unmistakable similarity in many folk tales of countries as far apart as
Kashmir and France or China and Sweden. The obvious conclusion is that they have all
been influenced by a common stock of tales which appear as variants in different
langugges. prart ?rom this there is the same affinity between the folk tales of different
countries as in their fables, legends, myths, apologues, etc. Therefore. it is not surprising
ifsome of the folk tales of Kashmir are found to have close parallels’in other countries.

Several tales in this section are based on incidents centering on real persons. BY
and large, however, the tales portray a large variety of men and wong]en bothpindividuals
and types, and project peoples beliefs, customs, ideals preferences and prejudicesin all
their 1*'1ch variety as few other literary forms can do. ’As a matter Ifl'f p1::.1:11l {mpat
meaning and substance to culture as it is crystallized in our day-tg-d:; l,ivir?; In this
» according fo the Encyclopaedia of Religion and

Ethics, ‘are not created out of nothin

: ] g... It (a myth) i i

akemel of truth contained inside...Folk taleg a)rr:: t)hf;l;fxzsotfhttf e
\erace.’

Answer the following question:

Write about the journey of the Kashm

60 words) iri folk tale, (Your answer must not be more tha

Exercise 3,2

. ¢ the breaqd ’

‘Is your grandmg
ther asleep?’ «
The old man stared across a

an_d said, ‘If she is not better
will know how to make he
have been on your own be
Sita nodded gray
- . . elyh__hs}-
rains with the river so b gh. Butfhhad ;
Grandmother to get wel] .

across the river when the

YeS. But . 1
the river, at the darks he will wake soon, The pain is de¢P:
by morning, Ty

green of the forest, at the leaden sky:
rwell, Y,

eherto the hognital ; i They
oumay b ospital, in Shahguny.
fore’ Y be on your Own for two or three days- Yo

€en al
ew thatoslﬁefore; but not in the middle of *°
¢ she kneyy only G €One must stay behind, She want®

: current wag g Strong fandfathey could take the small b°
; . :
t1d O.f being |of alone |

0 Tain agaj e

Sita was not afy
That evening it began
niver, But it wag warm

; did not Jike the look of the AV
wet, she rather likeqd it

' 1. Big pelle
: t
: -r?llln‘[}?gd Slte_‘ Could mov: ;f;alg Were scarring the surface Of?he
washing the dusty lenves Of‘[h.::: US month, Wher'::}tn it. She was not afraid of gett™
ee e

had exulted in it, hag : mon Ve
B & » Nad run abgy¢ : ringijp, soon showers had arf!

of the rain, but ghe did not shout g forio 8Ng up the £00d smell of the earth: gh€
would soon dry in the heat o Ind getj i

* 1E Wag . ;
Wet, It SUsed to it now, even a little tr

ng
Fthe kitap o - 1t Was :
kitchey, fire, Steamy indooys and her thin dre?

She walked about barefooted, bare legged. She was very sure on her feet. Her’

toes had grown accustomed to gripping all kinds of rocks, slippery or s
thin, she was surprisingly strong.

Brown hair streaming across her face. Black eyes. Slim brown arms. A scar on

her thigh; when she was small, visiting her mother’s villagc, a hyena had entered the
house where she was sleeping, fastened on to her leg and tried to drag her away but her
soreams had roused the villagers and the hyena had run off.

She moved about in the pouring rain, chasing the hens into’a shelter behind the
hut. A harmless brown snake, flooded out of its lee, was moving across the open
ground. Sita took a stick, picked the snake up with it, and dropped it bf:mntt:l a clustesr l(:f
rocks. She had no quarrel with snakes. They kept down the‘ frogs and 1 e rats. She
wondered how the rats had first come to the island—probably in someone's boatorina

sack of grain.

She didliked the huge black scorpions thatleftheir waterloggcd dwe fings and

tried to take shelter in the hut. It was s0 €25y to stgp on one and thcz1 sft}ng g;)uld E:geh?j
painful, She had been bitten by a scorpion the previous monsoqn and for atu y a];]ut =
she had known fever and great pain. Sita had' never killed lll‘\;;g cr;;:l alrlis b wem,:
whenever she found a scorpion, she crushed it with a rock! dfln’ b é::,atss ae
indoors, she was hungry. She ate some parched gram and warmed up .

Grandmother woke once and asked for water, and Grandfather held the brass

tumbler to her lips.

The roof was leaking and a.small pudd
the kerosene lamps alight. They did notnee
safer.

dle formed on the floor. Grandfather kept
the light but somehow it made them feel

It rained all night.
Answer the following question:
What kind of girl was Sita? Describe her
3.6 SUMMARY

n 60 words.

———

0. asitis commonly Known) is an important tool of
T memao,

tion. :
s included inamemo only when supporting
les, etc. are attached with the memo.

e The memorandum (0 :
intra organizational communic?

e Necessary attachments (optionaD b
documents such as lists, graphs, @

and minutes are some

ngh they are P 3
oo T organizational purpos .

rning a fact communicated to person(s)—
er(s) orany other business associate(s)—

formal forms of writh_*:n c.ommynication

® Notices, agendas rimarily intra-organizational in nature,

used in organizatio :

they can also be used for nter-

: i 1ce

e A noticeisa piece of 1 Fonnatu;g ;x:uppli
employee(s), client(s), ustomer>s

anization.
: o of an organtza :
by an authorized persci © L (o
yan Jist offissues that need to be taken up in a meeting in a specific
® The agendaisalis ;

yunced. It nsually includes one or more specific items that
order, usually pre-an

: . cisions.
e to hipdig cussed in order to take de
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7. State the process of
summary writing.

8. Which are the two
ways of writing a
summary?
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e Minutes are the written records of a meeting. They often give an overview of the
structure of the meeting, starting with a list of those present, a statement of the
various issues before the participants, and their respective responses.

e An advertisement is a form of communication through which an audience is
influenced and persuaded to buy a particular product or follow a particular message.

Advertisements or ads, as they are popularly called, are usually found in the mass
media, such as television, newspapers, radio and billboards,

e Copywriting i_s the act of writipg copy for the purpose of advertising or marketing
a product, business, person, opinion or idea. The addressee (reader, listener, viewer,

etc.) of the copy is meant to be persuaded to buy the product advertised for, or
subscribe to the viewpoint the text shares.

o The creativity and understanding of aesthetics as we find them in literature. art,
music, dance and other art form is always very useful for an )

: : = ik o vicualizer
or designer in advertising. Yy copywriter, visua

e The arrival of black and white photography changed ¢ -2
altogether. The headlines and photographs became t}% he field of advertising

€ major sienifyvi ts
and the body copy was slowly relegated to the backgrom‘llgr signifying elemen
e All India Radio started its commercial service ™
call ; o
commercial success of Radio Ceylon, ed Vividh Bharti, after the big

e In the terminology of television productiq
means that a 30 second advertisement wq

whole story has to be told and the persua
these 720 frames.

1, 0ne second has 24 frames which
gld have 720 frames. Therefore, the
SIVe message has to he given within

things, describes a place, disc : » Compare inci or
S, ' , discusses an ind:v: § two incidents
definitely have is a topic sentence, Rl '
® A paragraph is a short litera
X Ty compositig 5
meaningful sentences that are .1 Comprising 5 ong; ies of
e Properly linked anq ,, . &2 continuous series
P ofthought, getherbring oyt 4 systematically

® According to the Oxford dj

ctiona
of a text or speech’. Re

récis i
A PIECISIs defined ag "2 summary or abstract
« © Asummary or précis is the shogy
be complete in itself ened form of apa
original passage so tl:uﬁ :hr(;uldd be able ¢, COﬁvSeS;%E' Angod summary should
original should have no trg, ader who dogg € 1deas expressed in th°

: not ;
uble Eetting the nr1essagleaVe enough time to read th®

s U e
e Memo: AUSUW
age frq

Organization, company, etc., to anoth,
- L e
® Designation: An officjy| na ;
place for a special purpose op gi-:,' ctipti
ng i

One g
Person or department in 3”

0’]:, or titlc;

4Specia] statyg the action of choosing

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

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

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

e Endorsement: The action of endorsing someone or something.

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

3.8 ANSWERS TO ‘CHECK YOUR PROGRESS’

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

e Heading segment
e Opening, contextand task segments
uding necessary attachments)

dtobetakenupina meeting in a specific order,
includes one or more specific items that needto

: t of specific
be discussed in order to take decisions. It may 315?1 m;iﬁ:bﬂg?tl:na ?neepti ng’s
. ‘vities. It is usually
t1 e or more activities. . ; ing, so that the
F'f:\nrl:i:csilc:r?tsf Oi'izlr]to the meeting along with the ﬂf’nce Of;h - Izllﬁlggie to pfepafz
may bg awarep of the subjects/topics going to be discussed; <

for the meeting accordingly.

3. While preparing advertisements,

advertisemen
that, interes

e (Closing segment (incl

2. Agenda isa list of issues that nee
usually pre-announced. It usually

ertain factors need to be taken into considcration..
c

t should be successful in catching the

® First and foremost, an ting logos, slogans or jingles can

attention of the viewers and to do
be included.

* Second, the advertisement s?loulss
but should also maintain the e

® Third, it should be able to stimulate the desire @
buying that particular product

o Last butnot the least, the ad shou i
contact the one who had put up

they need to change.
4. Different types of advertisements are:
® Print media adv_ertisements
® Photography
¢ Typography
® Billboard advertising
¢ Radio advertisement
e Television Advertisement
® New Media Advertisements

a layman ¢
3 The definition of a paragraph ::: all c)(;nnecte
and organized sentences thata

not only catch the attention of the people

t of the public. .
fthe public so that they consider

to take action, for instance,

invi ublic ;
oy t, or change a behaviour

e advertisemen

an be given as a series of coherent
dto a single specific theme/topic.
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6. While writing a precis, some important points should be kept in mind. These are:

o Whatever the person or form of speech of the original, write the précis in third
person in indirect speech.

e Write the précis in one tense only.

o Make sure that the précis is contained in one paragraph, even if the ori ginal
passage has more than one paragraph.

e The opinion of the original author should be conveyed in the précis, not that of

the writer of tl_le précis. Donot express your own opinion or make any comment
of your own in the précis.

T Summa'r).( writing i?. the process of reading a text, identifying the main ideas and
then writing these 1deasl in a few words. It should always be written in our own
words and should contain all the important points

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

e Reducing the number of .
length Rerds of the whole passage to about one-third its

e Writinga specific number of words o the basis o

summary writing is generally of the second typ i peeiatisse BOIE

C.

3.9 QUESTIONS AND EXERCISES =

Short-Answer Questions

1 . .
What 1sa memorandu]ll ‘ 'J\' hat are Il‘S ad\" antag
€8

2. What s creative copywriting?
3. Writ
€ a short note on the process of paragraph writ
4. State the procedure to write precis P

5. What are radio spots?
Long-Answer Questions

1. Explain notice
2. ‘Anadvertisem

one or more people’, g
advertisements, - Elaborate the Statement EXp

c
5 0

- at1s summary Writing? Ry,
6. Discuss the development of p
Practical Exercises

4good Paragra

ph al . . ’
fpamgl'ﬁll)hs.? 4long with a suitable examp)

rint medig rt m
advertj
Vertisements throughout time.

1 €
Teate separate precig for the fy)
e

(a) Tourism meth o ng pieces

Majq :
A geographical ageq g Jor Regmns

generally called g

Ofmfol‘malion,

Self-Instructional
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. vglo
! Urism reg:; ally ¢ ;
on the basis of regio Ydey ey 19
e basis of some Culturag| ;].]G 3 Oted to the purpose of touris™’
» Mvyy

al op " i
historic traits designates 34

4 Country or its tourism pure? h‘

regions. Those regions eitherare named after its adminis_trative or geographical
identities or are given special names for the purpose of tourism. The names sug'g.est
some unique or positive traits inherentto the area or may giverise to some sensitrve
:dea attached to travel or journey. The tourism authorities ofthiosaarcas, apart
from drawing the attention of potential tourists to those regions p1:0v1de thf_)se
travellers who have no idea of there gion with some explorable options helping

them to better know the place. | .
Tuscany in Italy and Yucatan in Mexico are some of the fam?us t?uns-m regions
i t administrative or historical identities.
of the world named after their curren
i i cated by the government of the country
Important examples of tourism fegions el oL s Gouniry
orits tourism bureau are Lake District of the United Kingdom or the Win
of California.
: - has co
Jaarko Saarinen, a tourism scholar, has ¢ 4 : -
region” iiirmch b social and geographical qualities ofa egion o ‘igm"‘,““’d
with the traditional and familiar facts 'anc} attributes of the re'gnoi ;ﬂtlhe ; :t 5)1:?:
shape to a discourse on the place. This dialogue ont d155:u5510.n $oi g 1
iv::n roper shape and advertisements are fonngd on its basis an r;, easle 3
gromol:e t}lie lace. MOTeover. iravelogues and regional hteramr; are evlcﬁ?lllazs
- e > severa :
I(:n the basis cl:f the discourse, whichs produ(:; ; ahdei'iprreogjld':)l;ean; ar:f:ording to
i ion is part ol a par
More often than not a tourism reet < tho discourse and comes
Saarinen the administration ofthe p develop

up w S 1 tourist spot, and
i i aceasatours ;
p wi ed at promoting the p !
ith a marketable product aIme ; s i st
contributes to the cause of developing the area into amdj ourist spot. The firs
phase of development

fany tourism region is marked by flurry of development,
0
construction, ad spen

me up with the term “discourse of

ds. which in turni increases footfalls in the region. If the
S, ic development
ion b es a tourism Success story amature stage Of?cogggim o tirI:ua lly
?egmnhc;on;l Sr:ein the “meaning and history of the deirttll?gn d stability
srea whe : - i v :
i » in cycles of decling, rejuvenation, £10
prodiasd A ing see that tourism regions are often developed

If one looks at history o w.ould_ | or natural significance, such as the

i that have historical, cult™ ‘strict of the Great Britain
ar9und or in areas 4a and the USA, the Lake District0 ek nam
Niagara Falls area of C-zmlt:j oo, Other tourist hotspotsare built aroun un;;% :
the Ttalian and the Frenct . such as the Pyramids of Giza.
cities, such as Pa

ris or aroun! to eive men and women an
The tourist places have existed for thousands of yearsto s
e touris
opportunity to rela

reli - | £

go to the hot springs of Bathin
tiago de C ompostcla had beena pilgrim spot for Christians
Roman Britain. Santiag _ i
and was supported bY medieval tourts

dustry, which arranged for
fthe pilgrimage.
accommodation of the pilgrims alongtheroute of e P
bel

. . started to develop post Industriz_ll Re\folution as
s reased, and the ever expanding middle class
and, pollUtiTs m}gnlighténlnent that swept through the entire
Ti‘gza of the Grand Tour thatbccamc. fashionable

who toured continental Eurc_:que for leisure. Slowly
S olish and American families started to explore
7 Elllchale. Spurred by industrialization and its
; Jfits alongside i;s ill effect, namely pollution, the wealtl:;,iciliy
accompanying bernet i places, such as Roman resort town of Bath, especially
dwellers began “13' i;:ﬂi:t made the industrializing C1ties unpleasant.
during summer day:

The present day to
cities began to eXpatit
acquired disposable 1
nineteenth century P
among the wealthy you"
leisure travel took its 7005 loca
places, but that Was ot 9

ncome.
rang the
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The travellers, however, thanks to the development of faster mode of transportation
and started to explore longer distances in the19th century. During this period sea
sides also began to be developed as space for “mass tourism™ that saw the
development of some coastal regions as tourist hot spots. The mountains began to
grow popular among in the winters among elite groups. Tyrol in Austria turned out
to be one of the most popular regions. Tourism however, became class consc jous
and acquired a class identity when upper class elites abandoned places, such as

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

With the advent of the Romantic Movement in the 19th century appreciation of
plgces of §cenic beauty led to the flourishing of nature tourism or scenic tourism
W]ﬂll tourism regions, such as the English Lake District and the Niagara Falls
region becoming popular among travellers. As per Peter Murphy, “increased
competition” led to the establishment of private hotels, resorts, and facilities to
provide entertainment, such as “municipal investments in pare;des parks piers
and baths. The other aspect of this phase in tourism developme;lt 18 th,at the

mntervention of state to further the ca ki
; use of establishir ism reoi me
more and more evident, 1g a tourism region beca

By the end of the19th century and the beginning of the 20th century governments

of various countries started to take j ;
interest in developj Sl : :
The Federal and the State governments ok s ping tourism in their countries-

tI;E:gi(_‘:nal officials ang busi
ons. Throygh th:
ghth
Mpted to provide a balanc; i&?ces
n.
Spotas—1q
thata reg;
Cape and %
Iy Who pla
the bong ¢

gion,

Iegions as tourist destina
tourismregions afte
and identities that

aregj ¥
They made the ray glonal toyrjg

ellers ung
: ersts
fates were entwined to jg ]andsmtdnd

asf 1mp0rt:_mt figures i histo
0 the: region by Promotiy
identities of the tourism reg

nesses started to promot®
S the promoters of various
Calgt:::tvaﬁou.s involved cmlweli’t*'s
n’s ;oci T, regional and nation o
geogl‘aphy and ::; PUllt_lcal and econoﬂ'ﬂs
yed an imp;) it € lourists were portray®

hat existeq a antrole in shaping the futur®
tong the people and variovs

(b) Contemporary Trendsin International Tourism

There has been an up-trend in tourism over the last_ few decades, csgecially in
Europe, where international travel for short breal'(s is common. Tourists have a
wide range of budgets and tastes, and a wide variety of resorts anc! hotels have
developed to cater for them. For example, some people prefer simple beach
vacations, while others wantmore specialized hoh‘days, quieter resorts, family-
oriented holidays or niche market-targeted destination hotels. :
and tranSpOlT infrastructure, such asjmnbOJFtS:
low-cost airlines and more accessible airports have made many types of tourism
more affordable. The WHO estimated, in 2009, that there afc agoundhl;ﬁ;3 z
million people on board aircraft atany given time. There h:ave :a :(:'0 553 tcoun' ng
in lifestyle, for example some retirement-age Qeople S‘uswg ¥ st no“;
This is facilitated by the Internet sales of tgunst s.emcqs. om B
started to offer dynamic packaging, in which an mclgswels:c q
tailor-made package requested by the customer upon mpuise. e
There have been a few setbacks in tourism, such s the;iseig:gfef;l European
and terrorist threats to tourist destinations, SU-Ch e mdia ﬂ1a22004 Indian Ocean
cities. Also, on 26 December 2004,  tsunami, causec by

The developments in technology

However, Butler que
of tourism, citing its am
development ph:‘iosoP} 34
broader realization that 4 P
regard to its social and environmn

: i i Maldives.
: : 2 Indian Ocean, including the
earthquake, hit the Asian cou.nmes on the o it This, together - thie vast
Thousands of lives were lost including 20y d tourism in the area for a time.
clean-up operations, stopped Of severely hampere Rt
; . a
Individual low-price or even zero-price Ov@ght St;}:stcl market and services like
in the 2000s, especially with a Son& growthinthe
CouchSurfing and Airbubbeing esabIe 20 be explained with regard to
5 smC :
Sustai jsm: Sustainable tOUNS™ ©. i involving the
e:s:: u'lc?l'l:nrgo;::liso-cultural carrying capacities a::d S:iidge.slt o invslves
Commgluni of the destination in tourism de.velOpmenwtﬁ licies so as to mitigate
iﬂtegmtingouﬁm \o match currenteconormic 204 i ‘rﬁ'ﬁss tourism’. Murphy
some of the négative economic and SO?lal impac o, to consider both ‘plants’
(1985) advocates the use ofan ‘60010§lcal-ap5;02tiouri,sm development process.
and ‘people’ when implemeﬂﬁﬂg the sustau.’:a enomic’ approaches to tourism
This is in contrast to the ‘bOOSterism, and ?co tal ecological or sociological
planning, neither of which considers the dettri‘lrze
: 8 stination.
impacts of tourism development todﬂ de; ing to managemen of all resources
“ ! AL isaged as 1ea . d
‘Susta:nab;'e tourism zfoinovr;iig " ocial and aes thetic nfef':c Z_::; Sb; i);i;ggil:; !
::, b.}wh ar tharufrura! integrity, essential ec?loggr“'g ;; ization)’
hile maintaining ¢ » (World Tourism
diversity and life support sy stens: : ‘the present without
S R ent implies « Meeting the needs ::_; fi?he?r e
- m i -f] m :
ustamab.lel develop iy of Sfuture gENe! ations 10 lioe
comp RmSinG ti.re ; Environment and Developmen : -
Wi Camimisetel osition of the term ‘sustamablfe inthe Cfmtext
stions -the-ex}:md stating that, “The emerging Su’stamqble
biguity 1990s can be viewed as an extension .Of the
of rhf:’ Jecupation with economic growth without
£ ental consequences is self-defeating in the
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long term.” Thus, ‘sustainable tourism development’ is seldom cons idered as an

::ﬂz:&mous function of economic regeneration as separate from general economic
owth.

?oioi;gg;:!g;iicig?ﬁzm’ also known as ecological tourism, is travel responsible
(often) small scale. Ith 1usually protected areas thatstrves to be low impactand
directly benefits tlie ece s ec.iucate the traveller; provides funds for conservation;
communities; and fos(:: omic development and political empowerment of local
Take only rnémories anﬁ 1respcct for dlffert?nt cultures and for human rights.
o S ﬁfl:;e only fO(:)t].)I’lIltS are a very common slogan 1
the trend of visitors more f; Dl ?hiﬁlﬂg_to low carbon emissions following

ore focused in being environmental responsible adopting

SllStB.illable behaViOl'.
Pro-Poor Tourism: Py ,

: Pro- . :
developing countries, h poor tourism, which seeks to help the poorest people 1

as been R . ; ?
development: the issuo Tecelving increasing attention by those involvedin

h:
communities and through:it:;ien addres.s?'d t'hrough small-scale projects in loca!
pts by Ministries of Tourism to attract large number®

competency gutg;

y side of't

Irtl)am focus of the oy Or?f' classropm, e mie and the enhancing of tec?”

a 15 o €nt. . :

5 ;Sl;: (t)he c.ulture Study T°$: activity ncludeg vril;itl-n educational tounSﬂI’

T i adifferent o’ OF 10 Work g o or 5 onother country £ e
ramning Prograp, Vironmep¢ Apply skills learned insid®

: ] Sl]ch as i '
C.‘reatwe Tulll'ism- o §1n the International PraCthll
since the ear] ;- reative toy g
time of the Gibgglnnmgs of toyrj #in _haS eXisted asaf I.isfl'h
the p N Tour, which o itself. Jtg orm of cultural tOW™ ¢

1POSE of mostly i, Saw the gq, “Uropean roots date back t° tfor

tourism h eractj
a X Vi : ari : ik :
sbeen ven it iy €, Catioy Stocratic families mve]lmgﬁv

CXperie
have dj e gty . reienees. More tly, €
avedueqedanllmberofss(kflatmn for Y Crispin R, recently;

e
. ymond Rich? 3
PIOCct o g o ndand Greg Ri% )

Sm -
Em‘opcfingl“elsure Education (AT
1Commission, includiﬂéchllu

and crafts tourism, known as sustainable tourism. They have defined “creative
tourism” as tourism related to the active participation of travellers in the culture
of the host community, through interactive workshops and informal learning

experiences.

. Write the summaries for the following two sections of information.

(a) Centralization and Decentralization of Management

Considerable debate has taken place over the years over the issue of ‘centralization’
that means that the authority for most decisions is conce_ntrated at the top ofthe
managerial hierarchy versus < decentralization’ that requires such authority to be
dispersed by extensionand delegation throughout all levels of management. There
are advantages as well as disadvantages of both types of structures. A pure form
of centralization is not practical except 1 small companies and pure form of
decentralization almost never exists. HOWCYEh the type of organizational structure
would determine the degree of centralization or the degree of decentralization.

As the organizations grow bigger by expansion, ICTEC < acquism.?ns,
decentralization becomes both necessary and Pfactlcal- For faxamp c, 1t han
automobile company acquires 2 company that mak?.s ‘refrlgdelc‘;;i;r;;m 5?2
decentralization would be the patural outcome 51.111ce '};ﬁ f:(';isc?;ant s
these two distinctly different areas méy n.Ot yrtoperes tr lizatilzm to what degree.
not whether there should be decentrahzat_lm.]’ . decenl i itis also advocated by
In addition to decentralization being log1stlcally S'-lll‘?non’d hence highly morale
most behavioural scientists 33 being more democratica

s : ot il
boosting that positively affects productivity- Secondly, 1t('j allllpdsﬁiilggz a;: }:?s aenad
the top then the lower Jevel orga

. .
0

d that inhibits the grow
Sntent a climate, whereby taking

. o0 tends to create :
On the other hand, decentralization ;zational members receive

ol e organ
additional responsibilities and challetge> : e[%t Whether centralization or
executive training for growth and developwE. -

- n the organizational
decentralization would be more effective would depend upo fot

fructur i i rtain variables as being
ituati dies have lsolated ce i
> ational factors. Stu . ey
priu:al }’e‘ azgtset—minin gthe need fora centmllzed or decentralized structure
n m

of these variables are:

« Mission, goals and qb]ec't.lvse;n
organizations suchas unwersuéea s
structure and hence, decen rcl i
purposes of small business an
centralized structure. e

ation:

« Size and complexity of the organiz

of the organization: Cgrtain types of
d hospitalshavea democratic power sharing
d form. On the other hand, the lgoals and
{1-scale industries would require a more

Large organizations with diverse
- ies i in different fields
. olomerates with compames lnw_)lv_ed in dif :

product linesand CONS ™ ' 1ore effective Jue to limitations in manageria
would find decentrd utive work load.
expertise as wel.a8 Ke ers ofan organization are located

Y 3 ﬂr 7 . - : =
Location of targe! 2:11}’ then decentralization would be more appropll‘late(,1
far apart geograplme thf; apprOpl‘i ate management resources wouldbe p ace
because insucha ::la\srs Jllowing quicker decisions and faster customer service.
close to the custom®

¢: If the custom
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* Desirability of creativity in the organization:

Competency of top level management: If the top level managers are more
knowledgeable and highly experienced as compared to lower level subordinates,

then?he tendency of the organization would be towards consolidation of decision
making power at the central management level.

Competency of subordinates: The prerequisite of effective decentralization
is the availability of trained, experienced and knowledgeable subordinates who
can be entrusted to evaluate the situation objectively and make necessary

dec1sions:. If. subordinates are not sufficiently trained in this area then
decentralization would not be advisable,

If creativity and innovation at
cessary, then decentralization
e subordinates freedom to be
f,; things. This freedom is a highly

all levels of the organization is desirable and ne
Would be more appropriate because it gives th
mno_vative and develop better ways of doin
motivational factor that encourages creativi

i[‘ype of tasks: Certajp task
Integration that it jg more ¢
cer;!ral point such ag produc
i 2

.e more independent such as ge|;
Existence of Stan el

din ;
goals and objectives afdl;lans_ [fthere

routine problems and e
Crain s

the outcome of 5 Subordinate>
::ecentralization wouldrl?&;l:;(t)el-esegCiSion can be easily predicted and henc®
xternal factors; Cory Cctive, predicted an
environ + Polici
relate t([)n 322111?11;5 tre. i ePrer:J(:gSativd Cllvities that deal with the extemal
government mﬁt‘:{ tth laboyr yy;, ® Ofcentry) Management, These pOICic”
s c;:ntral‘ers Telating ¢, i “OUMMmunity ot s Ic e in the
From organizat; 1zatiop, *1Ce conty acts anc(i: 1: . lo’tl)‘ll)y“::?facto
highly motiv?mna] i AViour po; o
Supervisors th ‘onalang Morale |, s Qf"lew dec i lities 4
¢ authority o 0sting | - entrghzed x-esponsibllltlesa y
ake de %’we?' the junjor level managers o ;
lve to thejy roles and withif

ffs Tequire 5o much coor
Cetive if such

tiO[l Contro| o

: dination and precisioIl
r c:r?tc:;?mation is conducted fro™ %
nd th pUIChasmg_ Some tasks te™

_ eS¢ canbe decentralized.
eXists a ¢leg

recise]
Pl e ety

e I description of clear ‘_3“[
Procedures and plans for solving

1ation )
aland Operational decisions, the”

oeneral arganizational policy guidelines and generally their decisions are highly
relevant because they are close to the theatre of operatif:}ns. Subordinates usually
respond to delegation of authority with favourable attitude. They becqme more
responsible and more dedicated to their work and they feel proud of being given

the authority. They aiso feel that such decision making authority prepares them
ons and if they are able to handle problems at the

hances of promotions to higher levels become
higher. The freedom to make decisions also gives the subordinates a feeling of

status and recognition and this result in loyal‘ty, commitment -and belzxégmg, :I'ha
behavioural scientists argue that such commitment leads to higher productivity.

(b) Rural Leadership

for upper level executive positi
lower level successfully, their ¢

e Vi 2 lation lives
iS 11 i oo in jts villages'. More than 70 per cent popu
Bisriglyseil St S uregon land, with reference to employment. At

i is more press . -
in rural areas. There 1S more P  in rural areas live below the poverty line.

1
present over fifty percent of the peop iority of the population lives in rural

1 - < like India, where majority .
:‘I;:a?:;(c)lpilsndge?cl::ét;iso; agriculture forits livelihood and where problems like

% S i
i nomic inequality exist more pronounc
overty, unemployment, socialand ecol e s
§1 thl:yc nt psi();;:n the role of public development administrati o:; ﬂ];; ost
transf o t‘gl is vital In India, rural transformation has been one o - ;—; :
spe[:ia(:j?a?‘ ;earures d u;'ing the post-independence pcnc:itiit..The process g y
conditions.
implies a change for the overall betterment of rural ' :
ink between the policy makers, governmen

- |
Rural leadership creates a very strong 1 masses. Many researches were

administration and the society: 8 Yvell th:; rrsuhi trends in the rural Indian society.
aimed at identifying new and emerging leaderST'P

' lected social,
: : ct and influence ofa fevf se

examined e rea of rural leadership.
being operated by the government,
rogrammes in many Indian states,
anchayati Raj, attitude of the
with the help of state govermniﬂtsé : Offtivene;;. of female leadership
1 female fea to design and evaluate
;“Hagﬁi Peo’Plc tgx:ir:;?;m‘makjng‘ TheseR S 5 E:;3E:rcf:a:;'nale:::rirt;adershjp and

lll'l..ll'fi areas and dc i moduletoﬁlrﬂlefemlf"’_ s e

additional negotiation tramning g efficiency for better leadership

i ir workin
equip new leaders by strengthening thszs e
and improve the perception of wome

The key objectives of the
* Improvement process and qua . 3
e Efficiencyin implememation of %L;l:g:; Eg{ilim;z ;

the quality and quantity of pumms
satisfaction with public PrOE™

image of wome™

ferre

Sociologists have e
educational and cultural developments

and progr ammes
dership traingp
Deparﬂnen
ership, and effe

There are several projects
to evaluate the effect of alea

esatthe village level, including
ded and villagers’ reported

 Creating a good

d speciﬁcally by women
on of goods Pr

e Betterprovisi

> level . :
5 mml? atcome of multiple factors promoting and encouraging
rall 0

. . L . er
ected by the overall situation which exists w;}:;';\t;c)
change, Its, therefore, fact, if viewed witha broa_ld(and perhaps more realis

developmentis sought 1" # | does not include only those institutions

inistratior
perspective, development adm

e [Intervention

Development is an 0v€
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which are working directly for it, rather Regulatory Administration, Management
for Infrastructure Institution and Agriculture Administration are also integral parts
of it. Relatively, the authoritative functioning of the Patwari and the police, have
been relatively less successful in the field of electrification, transportation and

The striking feature of information on castes, ethnic groups and mz'ijor ocqupations Commrmic:igf:'
indicates that the majority of respondents are concemed with agricultural
operations, one way or the other, while respondents concerned with service,

—— i ber. The joint family system has
s : carpentry, tailoring, etc., are the lowest in num ;

NOTES communication, mutual trust and distrust relationship between the co-operative been a very common feature in the rural society of India. In recent decades, tl.lc NOTES
agri_cu_lture and administ’ration functionaries (the VEW and the co-operative phenomena of modemization andurbanizaﬁofl have brought out many ch_anges in
socm;tt_es) ar}d the pepple itselfis a matter of concern in the field of development the social scene. The rapid growth of population has put unbearable strain on th'e
administration. During the 19505 and 1960s, development administration was agricultural sector, the main source of sustenance for the rural masses. In turn, it
influenced by the early theoretical approaches to development. | causes breakdown of the joint family syster.

Administration believed that; -
o Development was desirable 3.10 FURTHER READING
 Development could be planned, direct i ies - ; : icati
Mg e b; .- crzd’- and 1(lsontrolled by public ager;mend Berger, A A. 1991, Writing for Radio and Television. London: Sage Pullivllilcatlons. b
. ” : ' i on al
services proving the quality of public goods 2 Miller R and Wilber R, 2003. Modern Media Witing. Melbourn: ZRO%E
| e Obstaclesto development could be Wadsworth. i iti
.. overcome . +-book of English Composttion.
ﬁ Development and administration were prim ilv vi -, with little Dalgleish, Walter Scott. 2001. Introductory Tex f
’ concern for equi Wit primarily viewed as economic, with I Edinbureh: Simkin Marshall and Company. !
i o qultable distribution of social benefits. Toda deveiopment inburgh: Sim ot Read;'ng/Acn‘w'ties Text. Cambridge:
administration is less bound to western approaches of d ' % us i Krahnke, Karl, 1998. Reading Toge! her:
r_.’ anindigenous development that is sys s of development. The foc

tainable and that meets the basic needs of Cambridge University Press.

involved i i :
volvedinkeeping up with needs of the rules, However, it did not take the nee

of development administration i
- ation into cong; z ;
be established as an agent of Sociﬁldemnon, with the results that it could 2

. e . .
independence, when the nature ang siz conomic change, With the advent ?

carrying out non-
of organizi : Was capab ‘ ibil
ruralgarleauczlglri }?itlljdae;{;cmmg Various pable ((}:t(; il;oultdermg the respoﬂSlb;ilg
tant A ec i €
et s Projects by 1mb1bmg the spirit of 321: o dte’ Velo};:;s an
ocratic va

these
groups andkrl?l:; ot:een hierarchically
ondent ang pejo, OCCUpations reyeq]s that an eawarvv’helmi-ng
l?tles Which occumrgamg {0 different cagtes is associate i
ere Predomj :
As a result of G o Study wag ca;mllnant Place in the agrarian eco"”
reen R : cdout
backward SVolutiop .
vardcastes ng m, On in the et
This s due to he intr Ir ] ar€a, the scheduled castes and Ot-l d:

5 e

: an

Systemis on the decling Ction of the . OWner m
; (&

on castes, ethnjc
maj ority, if resp
agricultural act;
of the region v

grouped, The informa”

4
asters on payment I’ an

Volutig e ajm
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NOTES t

Structure

4.0 Introduction
| 4.1 Unit Objectives |
4.2 Report Writing and Editing |
43 CV Writing |
4.4 E-mails |
4.5 Pamphletand Slogan Writing i
| | 4.6 Summary
| i 4.7 Key Terms
| 48 Answers to ‘Check Your Progress’
| 4.9 Questions and Exercises
4.10 Further Reading

!
| 40 B
‘ 0 _INTRODUCTION

A teport is a ‘structured written document’ in whicha sp_cciﬁc issue is examined for the
Purpose of conveying information in order toreport findings, FO oW fequCSt, IZPUt |
forward ideas and make recommendati ons or to offer solutions. In snmP er w.or S.’ a r
Teport is a document characterized by information or otl'ier content _reﬂecti[\j;‘ of mgtlm_rl}lr
or investigation, tailored to the context of a given situation and aud:;c;i" a;z (:xzis :r]ls :
explain the various stages which are involved in formulating a report.
the main structural components 0 report.

ownasCV provides

a detailedand comprehensive
Jsand achievements. An individual should present
oncise and organized manner. One
Eenerally, begins with one’s academic pfep.aratiom dra‘;ig\zgf;:;anéi:?s t(:;frj:ii- ‘
Also, an individual needs to avoid grammatical eTos :dits various types. The type; 1‘.
You will study about the preparation of curriculum ‘”tffe ‘:II:is - |
OfCVs along with their examples are discussed here 111 : -aﬁon WOt o 'I
E-mail is one of the most important means of co;aom;ilg; e A |
e eklab through the o Ofcompuf?r%i’ate in a fast and effective way.
o idated as au oy VR iR P e ils have been highlighted in this
The features of an e-mail aiid @ few examples of e;lr'ﬂal i e |
unit. Pamphlet and slogan writing has have been lsf:uslar t;)pic i
er;au booklet which contains 'mfo:n;m pam(jucts and services. On the other !
ect . .inthe : _
haud:[l:;l Z;::?;;dd‘:é];g ::Lp;emorabic s used mainly for advertisement |

Purposes, The steps involved

A curriculum vita, popularly K
description of your academic credentia
Hig Qualifications and achievements 11 & clear, ¢

tion abouta
motion of pro

phrase which1

. yrit:ng asloganare also discussed.
m e
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4.1 UNIT OBJECTIVES

After going through this unit, you will be able to:

o Identify the stages involved in writing a report

e Explain the importance ofa CV

* Discuss the aspects related to the preparation of a CV
e Identify the main types of CVs

e Explain the importance of e-mails in the existing times

e Di
iscuss the concept of pamphlet writing and slogan writi
ng

42 REPORT WRITING AND EDITING

l. D g
*

dentify key worgs

Make syr
€ you .
e know what 18 really being asked t0 do
N your reade’ &

f carefully

2 Defining the audience

3, B s level of ;
Establishing parameters understanding

co - 2
vered in thyg o, f the report and what can b¢

4. ine;
Gathering information °
ake sure
e

M llon you gather is relevant
ake syre tha Y correct

: t yo ;
.2. Data collection stage: In Sorrectly. YOU transcribe facys and figure®
include accurate, relevant Order to py Oduce g j

1g

wide variety o and up-to-daye ; h-qualj
interviewgty fsources, Primary 5, Al Informagj, Quality report, jt i essential 10
1eWs or discussions v; Urce infop. . 0% Which ¢
Shiduing ot 1ons with experts TMatiop ¢q an be ¢ollected from 2
can also be dgzlﬂor;f dustry data, wg Ve, ‘3‘bsel'vatt'1 be collected by conductié
Y (0) N b 10 Fou
wwwwiksurver oo s At the hef aNCemeny . COMPiling statistics &7
fte €ys.com and www 1; Po Websit et 1 techno] i

offer such facilities as S iMesurye €8, such as www, ogy, online survey®

information which jg collect e g °Te. Besideg Goo 1l Surveyplanet.colfn(;
> J00gle and Microsoft 35

OOg e
collect seconda ted from s e
g : uc nd htp,
Iy source i hsoy esi p:// skydrive. live,com. Th?

newspapers, reports, ¢ Nformation SIS called
’ , confe fr alled
TeNCe Papers ang bro }f:()ks, thesegni;la? data. One may 31%
Chureg .. ° © internet iournals or
- SIS type of infy S
ormation is knowW”

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

3. O_rganizing stage: In order to organize your collected data, one should begin with an
outline. The list of the topics should be jotted down which one wants to add in the report.

The following points should be kept in mind while creating an outline:
o Give structure to your brainstorming by deciding on the topics you wish to
cover
o Create sub topics under your main headings
° Arrange the topics and sub topicsina logical sequence

| e Add appropriate introduction and conclusion to your structure

Table 4.2 Different Orders 10 Organize Data in Repor's

| —

Chronological Adopting the approach: _
| o From one point in time until another
|
| Inductive Adopting the approach:
e From the particular to general
Deductive Adopting the approach:
o From general to the particular
Topic ba Adopting the approach:
o o lf:'om one subject of item of discussion to the
next
5 i o the approach:
oblem/solution based Adoptng i __golutions/options are...the

‘the problem is.
outcome will be...”

«the problem was.
result was. ..’
Adopting the ap
o Advantagesarc. -
o Disadvantages are...

Adopting the approach:
a/camp

_the action taken was...the

h:
Pros/cons based ey

LO catio 0
1 try
n based us,’scctionfsialefcoun t

o from one are

another
Adopting the approach
* Explaining the “what’,
‘who’, and ‘how’ of the issue
nroach:

Adopting the &71 e
«our current reality 18.--

ence by followingany of the below
c4.2):

A §
Next, arrange the hzadings into Efl‘ l?ﬁ;ﬁmﬁon’ of your report (see Tabl

gi'Ven i ¢
orders depending on the ‘flow OLP outline, the next step is to create a

4. H N ol . .
First draft stage: Once you pave created ¢ be given to minute details

a . .
s as been observed that 107 el f;mpRather, itis imponant to keep In mind that
' fficient evidences to

Query based «where’, ‘when’, ‘why’,

I .
dea”reﬂllty based

1My 3 et
th has punctuation or sp 21lings at this 42 ne should have st
© content should have a logica! ow and ®
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support the ideas one is presenting. For each section and sub-section, ensure a summary
sentence that delivers value to the readers. For this, your report should be organized ina

clear and logical structure distinctly differentiating the three main structural components:

the opening, the middle, and - : !
Bt AT ,and the closing. The main structural components are discussed

° g{;;:lggih The Ppening should orient the readers to the detailed discussion that
i mz J;S ﬁd&i of.the message. Determine the kind of preliminary information
e detai?ed d. : at 1{1fonnanon should you provide upfront to guide the readers
g sl Su};} ;?E?E?n that l:ftollo\:vs‘? Depending on how familiar the readers

: ereport, one may meet your re 7 i
addressm;‘g fou_r .features: thel circumstances that pro;;(::r; y(:)I:letnc: ]ﬁ?tieci?olg
EEUSB' or wntmg, your main point, and a preview of the mai i : ill
ess in the ensuing discussion. e R

° Ml('ldle: The middle, or body, is where one should de
topics. T.he challenge in the middle is to gh
sequencing the topics in such a way that th
loglcal relationship between topics; and di
points from sub-topics, sub-points, and supp

velop your discussion of key
ape the message by selecting and
e readf:rs can easily understand the
ffe_renuatc the main topics and main
orting detail and elaboration. Generate

2dd:e§§es), determine how best to state sha
naudience-centri i
the readers. In oth(;;n ﬁiiﬁ?" by structuring your topics according to the needs of
» One should not structure the re rtgbo e &
port by sequencin
them. Instead, structure your report l :
may understand, accept

s. Checking and
; re-draftin .
should be reviewed and if necags:;:fg; Once You have ¢q
i

o Is the sequence of topics appropriate to your reader’s expectation?

o Is each unit coherent in your report?
e Do you guide your readers through your discussion in each unit?
Depending on the answers one gets for the above questions, consider adding to,
deleting from, or rearranging the concerned segments of your report.

Review the surface features of your first draft by getting a convincing answer to

the following;
e Do youuse segment headings, lists,
paragraphs throughout your report?
e Do you use format features consistently?
ur key topics and points by reading the message?
report convey the core idea clearly and concisely?
n and the bibliographic reference indicate where
o locate that information. Clearly, distinguishing
onsibility of the report writers.
hich ideas are your own and

topic sentences, and manageable-sized

e (Canyour readers distill yo
o Does each sentence of your

In addition to these, text citatio
anidea comes from and guides the readers
between original and borrowed ideas isan importan:l re;fs);;
One ca i ing it clear to your reace
Which zrznssfoifdbﬁs:ﬁlgﬁiary or secondary SOUTCe: For exam_ple,ls-a{ ﬁ _rzaicr
wants to know from where you have acquired 1r.lf0r111at1('3r.1 about cm:};lt]on.a $ et ;}g(t x:m Z,
You can indicate the source of that information by citing the ;elzld {:r‘l'ﬁfy ;:ur o
including a matching reference in the bibliography Olfth‘e 2P0FT: pare : t

The first step in creating 2 complete textual citation1s referencing the source a

itati ti
the end of the sentence. The following example showsa textual citation 2 6P !
Intelligence:

... was first introduced i the Harvard Business Review (Goleman, 1998).
The textual reference to Goleman indicl:ates to your readers ma;;::”gg:g‘;;’;‘;:
citation can be found elsewhere i the bibliography- A corresponding
reference should be presented as:
Goleman, Daniel (1998)- What
Review, 76(6), 92-102.

Likewise, quotations can also

Makes a Leader? Harvard Busines

be used 10 the reports to uphold an argument by

. ece of writing and/or research.
Providing a detailed, formal reference t0 an'auﬂloqzegi p; r; 0 e quote into the body of
Ifyour is1 t,h four lines of text, simply incorP s such as: According to
th quote is less than :a] in quotation marks such as.
Me Teport and set off the quO £ ructure evolvedin gerosp.ace and was gsed
s l?éu-man etal,* ;flflj copcczﬁtef:c 5 dtobe temporarllg asmgl'leci }0 a project,
ere people with function d to another project .

. w 4 !
and once the project got OVeh th-ey tha s of text, lead into the quotation
uotmdg mto;flea‘; d run the quote as a block
s, inden :

matrix st
rtise needed 10!
ouldbe reassigne
n four line
~ However, ifyou ar® q { ten spaces an
with a colon, leave two lin¢

SCparate to your text such as:

Sophisticated communica
ontex

contribute 0 effectiveness in wgrk

tsin several ways. Many of the same skills

, ave their place on the

hlldrialg t]o inform clearly and persuade effectively,

nance appraisals, and regulating
yaluable in work settings.

and organizational c o ek
that are valuable in ¢

; : dition,bei“ga :
job, too. Inad o feedback in perfor

provide and attend .monstrabl
and motivating others are demon: y

Written

Communication-II

NOTES

Self-Instructional
Material

109




Written

Communication-I1

NOTES

Check Your Progress

What are the main
structural
components of a
report?

. State the

parameters which
should be kept in
mind while creating
an outline of a
report.
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Individuals with these skills more effectively manage the performance
of others and advance through the organizational ranks more successfully.

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

_ Afteryou have included/revised the report on all the areas mentioned, proofread
aprinted copy of the report, and correct grammar or mechanics related errors (if any).

43 CV WRITING

AQV is an abbreviated form of Curriculum Vitae, Curriculum vitae (Latin) means ‘list
oflife’. Itis a detailed outline of your qualifications, education and work experience
intended to tell a prospective employer about yourself. A CVis an essential tool in your
job search. Generally, while applying for a vacancy one should send a CV along with 2

covering letter. It is important that while writi : : :
of view of the employer. inga CV; it should be written from the point

Curricualum Vitae vis-3-vis Résumé

On the other hand,aCVisa de
experience, th hilig : . i B od
asll?:search pa:;islffa*?iltl‘ltles shouldered, skills, ang soon, Iti';:‘;’i;i?::g . 30:’ 'lizl:;ch
atiebdland prosasts und;t:tn;l; conferences ang Seminars attended, gh rtef etal ourses
is used when applying fi i (_:V Mmay extend to two o thr s T cvV

g1oran academic o reésearch-ori Iree pages. Thus, a
Purpose of preparing a Cy ented position.

tail
ed account of ope’s

ACVisthe primary doc ;
ument i
Ithelps you project YOurself;s Which isused to assess opes suitabili ; ition
e e lasanappropriate cangiq bility for a job positio
emic qualificatiopg 1date for 5 Particularjob by describing

- ] WOTk e H :
servethe following purposes; xperience, skills, and g on. A good CV should

° A goo'd CV brings oyt the
attention of the receiver,

® From an employer’s poy;
jUb requiremems, th

ere
whose profile does not

Preparation of 5 cy

ithe] -
reducing ghe, g :l::?nhst the candidates who meet th°
T s - '
match the iy, 4, uireme\:{l?smd on interviewing candidate®
Your CV is the only

: thi
Impression aboyt s g that the ot

u. Hep Ployer g ;
. CVerything i, a éix‘l:ul:;and Which wil] give her/him 3"

4 the paper, the presentatio™

the language, and the overall looks describes you. Itis gener'all.y believed that the r::mpl.oygrs
spend less than 30 seconds scanning your CV before deciding whether to putit a.?lde or
review it further. Thus, it is important that the CV createsa fa\_fourabie impression on
the receiver, and for this utmost care should be taken in preparinga CV. Itis therefore,
necessary that your CV should stand out out in relation to the numerous other CVs that

the employer receives.

While preparing a CV, the following are two of the mo
need to be considered while preparinga CV:

e Contents/essential components of the Ccv

st important aspects that

o Appearance of the CV

These two aspects have been discussed in detail.

Essential components of a CV i 4
i S

With the requirements of a number of companies allllldjo rS e e

or specific purpose CV that is made to suita particular organiza

they describe you. Itis
i i onent of the CV as : :
contents are considered as an essetial coﬁﬂe accurate and updated. Itis also essential

therefore, necessary that the content shov his or her qualifications and

: ioning about :
st i person should be honest 4 mentlomﬂgé use key words which are specific
achievements, While framing the contents of your Vs

d be completely
to your area or industry. It is equally jmportant to enSur® that the CV shoul p
. : i d ar.
By s gl:n(;m\]" irrespective of
The following are the essential compogzrnts ofa
a general purpose CV or a specific purpose 1 wm .
Personal details: This includes the follow1ng:

whether it is

° Name
e Date of birth
e Address and contact detal

* Nationality ifrequired) ature ofjob
Objective (optional): This may e we;ught- Thise
the type of oriiZaGbAL which thejob 15 S ccific as given
Your career goal. The objective MaY - ‘{ergrafflp
may be comparatively general as given i

Sample Objective One
To seek a position as a Director/ Counse
Sample Objective Two
To seek a position i ich fina

position in whic se ofapp .
Wealth over the long term through the v Here one providea listo

ifications: it educational
Academic / Eucational Quallﬁcam?ﬂools, colleges/universities Of other

i ined along
es of the sC - octs and the grades attainec
(high school onwards), the nam -nation boards, ¢ subjec B ingout Providing e

Is (telephone e-mail address, and so on.)
$ )

sought, position soughtand

ives the employer an idea of
in sample objective one or

llor/ Educatorf Coordinator |

kills canbe used to help clien_ts increase
ok 1t investment Strategles

2] plannin
ncialp pri .
fvarious degrees

“Stablishments, details of exam! d the year 0 ;

: eiaiiis inations an .In

With the dates you took the examinations ore relevant for entry level candidates. In

grad i esdy { the details of subjec’s 5 d the year of
€S attained and the detalt

“ase of experienced professiunals, m

- oning the degree, the university an
entiot
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passing is sufficient. It is desirable to do the listing in reverse chronological order. Details
of any other courses or training modules attended can also be provided.

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

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

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

Academic distinction ((_)ptional): Include this, if you have some si gnificant academic
achievement to convey like medals won, scholarships received, and so on.

Sample of Academic Distinctions

Gold medal for standin g first in order of merit during MBA

Best Academic Achiever award for record marks i BBA

Best paper award for presentin

£apaperina ;
School of Management Studie P Natio

s, Nagpur

Work e?perlence: This sect‘ion is likely to attract the maximum attention of tB
prospective emplf)yer. Thus, it should be Written carefully and well-presented- It 1S
necessary to mention whether the prior job €Xperience was full-time and paﬂ_ﬁme.

) the eri Wi i 3
fmd address of the employerand a b P no.d Youheld the position, the job title, the n_ame

nal Conference organized by

WORK EXPERIENCE: About 8 years

April 2001 to Jupe
administrative wor

m Indj .
2003. The ki 131’1 ln?uru_te OfTechnoiogy, Roof
technical and geper i

such as sqcj

al correspondencc. i
Worked ag g Sales Executiye
1999 to March 2

sales representat

. in Midwest
001, The job involved

ives and achievin

ses . £ sal
Additional informatjgy, This wily ; e
help ‘sell.yourself like, m embergh; Include
publications, and s o, P of profeg

References: This will i
S et Inclug
suitability for the j ob, prefer:;lio names gy,
pe

dre i r
aughtyou. The people 1, i OPle you gy, 595 of people who will verify YO°
0

to check wit ... VOrKed w;i o b#

1°C Wit your reforees Whether g1 POSitions g th th or somebody wh i

you include their names in e, oy Tthey are Prepareg Creferees, It is also essent”
4 Cdt

0 give you a reference befo”

Automobj)
COntrolling o - - rédun from February

Y q . . .
S targets. € and COOrdlnatmg a team of

: ill
sional ho g you feel js refevant and W’

15, voluntary work undertake™
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Testimonials: Testimonials refer to letters of rccommen_datl0n = a{JIJ;‘?uSC lzzioi;c;
Testimonials are different from references. R'efereuces il reiil:i(:-nseeg It il: in the
request by an employer whereas a testimonial is 1ot $p i 13{ 'Z t Tﬁd help him in
form of a certificate. These increase the credibility of the candidate P
seeking employment.

Sample of a Te estimonial

To whom so ever it may concern

zation as Chief Information Officer for
in June 2002 and because of
f Chief Information Officer.

Mr Aditya Chopra has served in our grgamLibrarian
the last five years. He joined as Assistant Gas
his high performance he was promoted to the P

;s leasmg personality
; - . hardworking. He hasap e
Mr Aditya Choprais a very SH::;fri';ﬁonsibmﬁes ifneed be. He took the initiative

P ssdpimier [ m worker and actively

o« S‘:‘:C"l:im;y e wia I:E ::ic,i:a%;;t((i) Eie the task to successful
i i jors and subor

cooperates with both his superor

completion. |

Mr Chopra is leaving the organizatl

asset to any organization he JoInS.
future endeavours.

i an
on due to personal reasons. He will be

I wish him success in all his
H. S. Bedi
Director

Appearance of the CV (s, It is important that the

: its conten a1
is as important s 1 om among the many
E\lflilppearance Ufﬂieo?:;:fappeal so that it gets selected fr
as some amoun

SR ttractive
CV distinctive an a
CVs received by the prospective employer. To make a

: be considered:
the foll s ecW
| fhefollowing asp s of CVs; therefore, it1s

ing athundre -
Length of the CV: An employer is pr.o?ablc}; lf(;c;fszgd. However, brevity at the cost of
Mportant that the CV should be briet a0

Ipleten ils which are
- all relevant details w :
i v should containa i e
COmpleteness is also not desirable. The CV sh i
el ﬁ)rsﬂi;s;';;gctivc employer. The desirable lengtt ihe CV will vary dependin

Oithe following: ‘
: in
* Qualification and experience Of the

® Nature of the position apP liedie? erience May have s, the CV should
t Candidates who have little 0r00 ZXP d them. In €as¢ Offgezzsaiséates who have
0 thOSe v . of ex erience ex erience b i to
N vho have years ; pthan (WO Pages- For eXP ceveral pages, it1s advisable
s rally be restricted to eS:’i hose CV may run into of their CV.A summary saves
ofi - ; w : nts i
pmvigmforr_natlon /7 anmar}’ of the majo! cogter wishes to have, he can £0 tothe
A Z abriefone p;g;tslume Hon detail the 3‘33 ;masp ectinthe CV.
ader’s time and if there 1 e to the
page COntainingethe detailEd infgn}‘latlon l'blate ) .

dividual

shorter CVs as compared
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Sample of a Summary

Dr Sujata Mehta, Director, College of Engineering and Management, Noida, has a
rich experience of 25 years in the academic field. Starting her career as a lecturer in
management with LMS School of Management, Jaipur, she has served in some of
the leading institutions of the country like FMS, Delhi, XLRI, Jamshedpur, and
Bajaj School of Management, Mumbai.

Dr Mehta has a doctoral degree in management from Queens University, Canada.
She has an MBA degree from FMS, Delhi, and a Bachelor of Engineering degree
from IIT Roorkee (formerly University of Roorkee). Her area of work and interest
include business planning, vision building, strategy formulation knowledge
management and public relations. She is the author of two books 0;1 knowledge

maﬂﬂgement. She has over 30 pub]ications in leadill i 1
‘ : Oumﬂls €
i | = g J Of ndtlonal and

Dr Mehta is a Fellow of IIM, Ahmedabad, and is in the Adv

G isory Board of the

I

Format and Layout of a CV: Asit has already been mentj
formed in halfa minute spent on the initial screening of the
attractively used and the resume should be extremely legi
The following general rules can contribute towards m =

oned, the first impression i
resume, The space should be
ki:le, neatand clearly readable-
aKing a resume attractive:
® Leave atleast one inch margin on all sides of the page
e Use fonts which are clearly readable, D :
- Do not
page. Do not use fonts with embellishment.g S et katyleso

e Limit the font size to ten to twelve fo

ey r the body of the text and to fourteen for

e Avoid using colours and special effects to decorate the
o Use bullets to arrange the subparts of a heading clear] "
® Leave a lot of white space on the CV, othery e
For emphasizing key informat; 5
~ Foremp ation,
hfghl.lght 1tusing a highlighter. I-Icuv.rf:vergil:ei*srr'1 -
highlighted using a highlighter do not appe:;r hxgl-llzl

1Seit appears cramped.

use abold/ italic font style or may
g;;lonapt 10 remember that the areas
tedina Photocopy,

free. It is advisable to use whj pa AT
te pa . Perwh . 1 le-
should not be used as they do nOP Peras it photocg ich is clean and wrink!

pies

Thesriits ) tphotocopy clearly or fawe“ M sark colomeed per

e printing quality should alsq 1, ke
CV readable. Use high qualit
Avoid coloured inks and restrict

yourse]

your CV through e-mail, it js advisable tfto i
meet the concemed employer, 8

y laser printing 0 at cventually makes Youf
CV a professional 100K
-In case you have se”

COPY Wlﬂ] you when you gO to

510 give the
ack Coloureq :
Ty aharg

Use a standard-sized envelq
advisable to use a large-sized enve
unfolded. This is especially usefu if

Peand it Shoul

lope of gy oy n?lt‘be Stapled. In g few cases, it s

the Cv is lengthy andll:' Which the CV canbe maile

A other e i
osures. More0

ifthe paper that has been used for printing the CV'is heavy, it may cause creases along
fold lines making the print illegible in that area. If you are sending the CV by post make

sure to write the correct address clearly and legibly.
Types of CVs

CVsare of various types such as the chronological CV, functional C\.f, comb{natlon Ccv
and scannable CV, These CVs serve a different function and have different impacts on
the receiver. It is essential to keep their characteristics in mind ?efore choosn?g any of
them, For example, broadly speaking, a functional CV would typlcal'ly emphasize skills
Tather than experience and would be thus, better suited to a person with less experience.

The major types of CVs are discussed as follows:
4. Chrﬂl’lological CV

Thisis also called the traditional format ofa CV:

Thec ; 1 d erowth of your career. The informatiqn
m o nclcgiog] eyl DT cirresent situation. This kind of CVis

Oves from the beginning of eer to th 1
ginning of your car . cent job1s
®asY to read and one can ; sily go through the career history- Y(f)ulll' ;:;(;S; rIe_:I Of; eir i
SIven first at the start of the CV, that is, a 1everse Chronomgyt}iseaosily '
May appear routine and tends to reveal gaps 1} the career P

Itis advised to have this kind of CV in the following c25>
ithin the same area.

Most of the CVs follow this format.

® You have a continuous career history ¥

. - ath.
~® There are no major gaps in your careerp

d in each career change.
kind of CV.

[ogl'cﬂ" Format

® Your responsibilities have increase
® The job advertisement specifies this

Sample of a CV i Chrano
Ritika Mishra

X 1o

H L Ra]ender Nagar
Yderabad 500034
Obile 9849620505

“Mail rien -
ail Titmis@yahoo.co.in

S""‘mary

Yearg :
of experience in teaching

Cse .
o arch Publications in journals of repute
-~V .
Ongd “Ised in statistical software
u
“ted MDPs for 4 organizations

Ex
- i bad
Yy 2 ment, Banjara Hills, Hydera
gqmza%” Institute of Manage
o Aug 2004 till date
oo ior Lecturel o
2 g ygement 10 MBA stu
: | i an
Py - Teaching financial mMake
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Chairperson of the BBA programme Editor of the

o : i ill offer a hi
institute journal ‘SYNERGY" To obtain a position where I can utilize my technical know-how and which will o gh

Organization : IIT Roorkee level of challenge, opportunity and continued career growth and stability art
Duration : Jan 2001-Aug 2004 SKILLS

Designation . Lecturer COMPUTER

Responsibilities

: Teaching financial management to MBA students
Administrative responsibilities

Member of a research team carrying out a nation-wide stu
preparing reports, organizing short-

Academic qualification
MBA (Finance) (78%

dy on dividend capture strategy:
term courses and seminars.

) from Osmania University, Hyderabad, 2000
B.Com( 75%) UTKAL University, Bhubneshwar, 1997

XIith (74%) CBSE Board, Orissa, 1994

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

References

Available on request

B. Functional CV

® For those who need to hj
away from work_ Fore
needed for 5 Particy]a

through irregyly freel

ight the skil ) o
X s soz:uemllS w, achievements they have deVeloF.‘ﬁs

T Position thy, €may haye developed most of the $

ough v ; I
ance aSSignmemsg olunteer work or part-time WO

Sample ofacy:
V in F A
Pankaj Sharma Unctiong] Formga;

Flat No 453
Gandhi Nagar
Pune

0123-456372

E-mail ps@gmail.tom

—

Languages: java, C-++, XML, PL/SQL

OS: UNIX and Windows

Databage: Oracle, MS SQL Server

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

Prepared 4 report on Virtual Classrooms for NIIT

DCSigHed a Web site for an IT organization

MANAGEMENT .
Majored in marketing management: Minored in International Business

Cartied oyt o survey on customer needs for NIIT

: work
s, seminars and

Wa:s Part of the team that organized several conference

Dationg| importance.

shops of

Have Worked on multiple concurrent projects
DMINISTR ATION

. the industry
. : sionals from
Assmted in Organizing training programmes in IT for profes

s the editor for the newsletter

: creat
a : ) ; ional project for
es 4 Member in the execution of an international P
TUral population

ing awareness of IT for

s f a team
25555 the ability 1o work independently or as 8 Part®

st mlntemation
LuSt Sraduate Programme in Management (MBA)fro
know, in 2000,

al Management Institute,

1 Tﬂcmﬂlogy,
. .1t of Information
Nnnﬁurs Diploma in System Management from National Institt
Sw elhi, in 20 03.
M ERIENCE
or '
€ thap 7 years in the IT industry Tochnical C00 rdinator
Eurrentl:v Working with HCL technologies Noida as al € : pﬁcatioﬂs
xDerienced in Quality Assurance of Software on various 2. .
Og
ess ®Xperience in interacting with customers
A l;.‘ERENCES
Vailap) On request
-C - '
; “Mbination CV (Hybrid CV) : ional CV.I mclu(lies
;‘;za “ombination of the best of both chronological 3 ?;;el :ns and skills. You ca;lfé;: SVO
r . e
ety o1 20 experience andalso your acco;nngibﬂiﬁes and a shorter tyP

®n each position or job had unique 1eSP

Seff-]nslmcﬁona!
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would not be sufficient. It tends to be longer than both chronological and functional. It
can also be repetitive.

Sample of a CV in Combination Format

AMRITA KAPOOR

Address:

H No 369, Sector 37, Arun Vihar

Noida (Uttar Pradesh)

Phone: 91—120-2430707, 09313366363
E-mail: kapoor@yahoo.com

DATE OF BIRTH: 25 April 1974
EDUCATIONALQUALIFICATION :

e Bachelor’s degree in Engineering (B.E., Mech.) from Osmania University, Hyderabad,
India in 1995 with Distinction (75%) ’

o Master’s degree in Business Administration (M.B.A.) from Roh; iversi

ce in . istr .B.A, ohil it
(now MIP University), Bareilly, India in 1997 with Ist Division E

Major area of specialization: Human Resource Management

Minor area of specialization: Marketing Management.

WORK EXPERIENCE: About 7 years

e Currently working (Since April 2005) as faculty

Science, Ghaziabad. in Institute of Technology and

o Worked as Research Fellow ‘A’ in QIP Ce
ntre, IIT, R. R
(_:-f Rooykee) from February 2000 to June 2003 under ar(lJ j{i{ée, (fom}erly Unwer_su}:
1s a nation-wide survey covering degree- TE project. The proje®

leve ; sl o
1 engineering institutions in the country-

°Ting ' ponsibilities i
Executive in Commercial Motors, Bareilly, fro

B 5 : mD
The,JOP involved controlling and coordinating a :eiember 9718 Docembar 199
achieving the sales target. ™ of sales representatives a0

Responsibilities Undertaken

Research and Administrative responsibilitjes:

: o y of 18 Nati :
Regional Engineering Collegen) ational Instiygeg of Technology (formcrly
e Prepared a report on ‘Virtual Classrooms’ for

e Undertook a project on ‘Intramural
a proposal for the same,

o Organized a National Level event
Roorkee.

Research :
1 Technicg) Institutions’ and pr epared

‘A Date w;j isabj
€ with Dlsabllity’ on the campus of IlT’

e Had been a team member in the organization of several Conferences/Seminars /
Workshops of national importance. i

o Have assisted in the organization of several short-term training courses, especially in
the area of Educational Technology.

Teaching Responsibilities

® Taught management subjects to B.B.A and M.B.A. level students. bt
: rs 0
® Taken lectures during short-term courses organized by IIT fotiee J BECS
various degree-level engineering institutions in the country.

: IIT, Roorkee,
® Taken lectures during a faculty devclopﬂ}t‘nl £ n;iolrfa mi:;r:}'
for teachers of Hindustan College of Science and Technology; )

® Part-time trainer for GRE, GMAT, TOEFL, IELTS and other competitive exams.

Additinnal Activities

; National Conference on India’s
® Was the editor for the souvenir taken out by the b bt

Emergence as a Global Hub: The March Ahead,hoz%]%l};.
India Habitat Centre, New Delhi, on 1617 March 2

i Noida.
ot B e T i IJtd,D (;f located on the campus
® Associated as a volunteer with Roorkee School for Fhf'-. e A it
of IIT, Roorkee and was involved in various activities

Management, administration and fund rAISNE- ¢ on “Cooking and Catering”
® Was a team memiber in the execution of 2 ROWY HIes

for deaf children

* Have assisted in the coordination of north Zon't; i
National Abilympics and International AbIYP
Abilities)

rticipants of the Regional Abilym_pics,
ics (Abilympics s an Olympic of

y ) i i HF.[‘,

Oorkee, and other universities

P
APER PRESENTATIONS / PUBLICATIONS

A Holist
rkela Institute

. View’ Was published in Z{ﬁe
* Paper engitled ‘Performance Managemen i Vleof Management Studies,
Chanakya, the journal brought out by Rou
Orissa, Vol VI, Issue 1, Jan—June 2006. - rough ReSe
) pl‘esemed a paper entitled “Knowledge c;eatIO“; nruar)’ 2007.
Insﬁt“‘es' at SMVD University, Jammu, on 6-7 .a dus Operandi of Compete‘}c}'
* Got the pest paper award for the paper entitled iﬁiignal Conference on India’s
tofiling i a Manufacturing Concers’ 8t 188 20 L

ITS, Ghaziabad, at
Emergence as a Global Hub: The March Ahead,

arch in Educational

. h 2007.
.y dia Habitat Centre, New Delhi, on Ul
g IONAL INFORMATION
ed the fOllow]'ng: njcal E dllCﬂﬁ on’ Organized by 1T,

® Nus: . Tach
Nationa] Conference on ‘Human Values 1 L
Oorkee

° 3 rofessi
hort"tel‘m course on ‘Human Values and P
Oorkee

onal Ethics’ organized by IIT,

. T, Roorkee
° ; mzed by 1%
Short-term course on Structural Steel Desig? e 2003 organized byIIT, odckes

° ; : ‘b
Nationa| Conference of Indian Geotechnical Society
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o All capital_ letters are perceived as shouting and the excessive use of the
uppercase is considered bad netiquette.

SME-mallspeci 1o s Sp.eCiﬁca“y checked for grammatical mistakes as a lot of
people feel offended if they receive mails which are full of errors

e E-mails are a permanent record of what one has written and can easily be

forwarded to other people. The
5 refi ;
SR WII)'iting, ore, one has to be extremely cautious about

e Another major advantage of e-mails i
-mails -
files (Word, Excel and JPEG) can be ;it:illc?lzzse at which different types of

e Checkifiti i
senec;:in; t;;[t;;lails]:hg;;’t:;kieﬁigirydhea? files before you actually go about
0 download and use a lot of di
sk space.

o While forwardin
e O & messages, put a couple of comments on top of the message-
veruse of acronyms should be avoided ' e

Reading and Writing an E-mail

E-mail is extensivel
m: y used by people acr '
writing an e-mail is not a very sophisticat::csisot:lm - ediitivading .

, e. Th 1
Reading an e-mail message € steps involved are as follows:

The e-mail account can be accessed at

particular e-mail account, a datany time and fr,
] S I . m an . £
perform the following steps: entioned earlier. To reaq o Wnywzlee;iby 10g‘1gmg o ﬂ:o
[ ] Type ﬂle IJ-RL £ e'mal s }’01.1 nﬂ

Sg;toemi with yoigr
. Cougle Accoyn
Usemame: examine ———

: : %
T I —

) Once you have signed in successfully, you can access your e-mail account as
shown in the following figure.

Add a mail account

Enter the mail settings for you@yourdomain.com. Learn more

Email address: you@yourdomain.com

Usemame; you@yourdomain.com -

Passworg; esesesessse .
POP Server; mail.yourdomain.com Port:| 995 -+
of retrieved message on the server. Learn mare

# Leave a copy
when retrieving mail.

ol Always use a securg connection (SSL)
— Learn more o L A h e
! Label incoming messages: | you@yourdomain.com o)
s580es (Skip the Inbox)

) Archive incoming me

R el
e
en your Inbox. The inbox folder contains all

ables you to read the new ones. You also
or transferring them to some other

your Cl“fki“g on the Inbox icon lets you 0P
Previous e-mail messages and also €n

aVe an O 3 . .
ption s messages : :
fold of deleting the pr E:VIOI‘]JB e read by clicking on the e-mail

CTS also. An : :
sub; . An e-mail message int K
ubject or any other clickable item therein: This displays tlhe contents of the message to
ae: read and allows you to take apprOpl'iate action accordingly. .Some e-mail messages
e delivered alon o with attachments Attachments may comprise of textual messages,

Phics, pictures, videos, sounds ora combination of these types. _ .
chment buttort within the message 1tself,'whlch
nt applications of

The e-mai icts an
-ma tta :
il message depicts 20 ¢ attachment 10 releva

On be; .
Save iltng clicked enables you to either 0pe? th
On’your computer to be opened separately.

“l'iﬁn
8 an E-mail message t To write
ount.

As ; . _mail acc
Mentioned, e-majl account can be accessed by logging On10€

C-mail . :
s You need to perform the following steps: . ‘
: : de of the screet enables you o writeane
o ded along with the e-mail messages
b a screen will appear.

tion,
er they are requi ion of the compose P :
equired. On selection © : :
L writing and sendingan ¢-mail message:

pient like User

The followi :
llowed for :
wing steps are to be follo | address of the 1€

® To:ltisa field in wl ich the valid e-mal aged :vered correctly.
ID@domain.comis yped in, SO that the I® ecipient 18 typedinthe

. ; cachr

In case of multiple re cipients, e-mail address i

Same box separated by coma®: ient/(s) 10 whom a carbon
Ce: It signifies the e-mail address/(S eciIP_ ent/(s) specified in “To’
copy of the messag is to be g-nsmitte _The rectP ts in their messages
_ﬁeld also raceives t ae e-maii addre
Indicating that e-mr 2il address/(s} 10
Mmessage.

The Compose option on the left

Maj]
Ine
Where,, ssage. Attachments can also be aPP°

S "the recipients 11
5311(2 Ei;: lgleld also receive/ (s) the same
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e Bee: It denotes the e-mail address/(s) of the recipient/(s) to whom a copy of
the message is transmitted. However, in this case, the recipient/(s) in both
“To’ and ‘Cc’ field remain oblivious of the other e-mail addresses, to which
the message is sent. Bee stands for blind carbon copy.

e Subject: This box enables the sender to write the subject of the message, S0

that recipientf(s) on receiving the message, could have a clear idea of what
the e-mail message is about.

o Message box: It is the field in which you type ichi
to be
M you type your message which is to

5 {:r.t Sa-t;taclixixt can also be appe.nded to the e-mail messa ge before sending it.
Xists an chment button’ within the compose mail box. On clicking on the

Sample of an E-mail Accepting a Job Offer

Dear Mr Sharma,
-

I received your formal job offer earlier today. I have carefully gone
through the mail and am sending you this mail as acceptance of the
same.

I thank you for giving me this wonderful opportunity and look forward
to joining A-One Ltd. on 26 November 2008.

Please let me know if you need any other information from my end or if
there is any paperwork to be completed.

Written

Communication-II

e . ) Regards
Onecthexfclilzllistt?;, tfeugre asked to Pfowd_e the location of the desired file to be attached. An?ta N
your computer. Finall 1r0 wsebutton which enables you to select the desired file from +

: puter. Finally, clicking on the Attach or OK button attaches the d talong AIEIING
with your e-mail message. s the documen a.nayar@gmail

. nayar(@gmail.com
Your message with or without i

following steps needs to be followed: et roddyio bt The Dec“ning e

have to decline ajob offer, make sure you do

Offe ;
IS may not always be accepted. If you tions with the company which will be of use

it Eracefully. This helps to maintain goodre
O¥You in your professional career.

also be mod;i ]
Draft webpage provides odified before transmission. The tive statement
: youa Send 1d also ensure that nonega
transmitted and a copy ofthe e bu.ttou 011. clicking on it, your message 18 The letter should not be too long. You Shouthe Jetter. It is not necessary for youto

Making, Accepting and Turning p

own Offey
Making Offers :

agai . : in
gy SRR B m?idgflyc'u have another offer in hand, you could

fo
uneedtodois thank the sender for

ment

the offer and for their effort and decline t

CUS on or explain why you have declin®

ion j : . Allyo
el i necesiil‘ﬂﬁer in a formal manner.

Sample of an E-mail Declining Job Offer

D .
ear Mr Sharma, of Executive Assistant with A-One

S Thank you ve h for offering the position Jot to a prospective
?ﬂitf; &-mail facility has been used commegjy & Ltd. While  amn quie sure that the position 2640422 atches my profil beter
organiz in han 5
%" ganizations to make offers The Oﬁ'eri cog]iznespoﬂdence by businesses and ;TI‘EIOYEG, I happen to have another fiﬁi;ged to decline this offer.
combari - ‘? offer on e-mail i usually 3 pre - Tegarding jobs or products ; refore, after much thought, 1ha¥ 4 wish you and your company well.
e Pthy s letterhead. Such an offer e-maj] Cursor to the formal letter of offer on th thank you for your time and effort an W
en the employment will start, probagio should contaiy, details |ik i le, date Yours sincerely
required (in terms ofﬂn-ﬂishing o n ifany, the s like the job title, t¢ p Wiy
documents). ttiona] informatie erms of offer and the act® " -
0, qualificati f5 or othe! acj
The e-mail shoul MR ERSO "8 Orders
sta t details
concerned candidate (ona te th_at the forma] lette While . akenab out including all relevan G
concemned cmployer SPecified date) y, *ofoffer woulq be handed over to ¢ Dey; Placing orders via e-mail, care hasto be uld be stated clearly. Thedq
letterhead and send i 13 even scan ard €nhe/she gives a positi se. The ang ls regarding the product or service requireds
ltasan attachmeny Copy of the off: s i s Quality should be specified too
Aceepting Offers : er letter on the company P ' an Order
il Placing
Sample of an E-Mail P
Ifﬂ‘le’ offer letter comes vig S Dear Ms S : der the
mail itself. Even if the offer | 1, yoy willp, s Sharma, _ . would like to or
send an e-mail to conf Cterhag ¢ ® CXpecteq ia e Ihave gone through the catalogue on your webs! .!
10 Contirm regg; 0You; 0 send an acceptance V12 followine o |
that you have signed jt andse Ptofthe v Uin harq copy, it will b P dides {0 wing books via COD. _
' 0 ‘ : ;
Self-Instructional that the process of em . back . orm of th ; oA g The details of the titles I require are as follows:

publishing House)

ectional
124  Material Self-Instructiond (25

Material

Ploymen i Ssery €job offer and also to inf0
S SeTves . -
Vingin e g IPOSC of informing the cmploY®
'fection or is making progres™

Kevin Ken (ABC

Lessons on Cartooning by
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° Cartooning with A. Nayar (XYZ Publish ing Company)
¢ How to Draw Cartoons (A-One Publishing Ltd) -~
You are requested to ship them to the address mentioned below. Kindly let me
know by when the parcel would arrive.
Regards
Meera M.

A-32, Sector 5, Noida
Mobile no. 9817742005

| provide a form wherein all details regarding the
requirement can be filled. Such forms contajp fields for providing information about the
payment mode, shipping process/details ang eXpected date of delivery which make it
very convenient for the customer to place his order.

Responses

Ifyou, as a candidate, are contacted by the employer on €-mail, it is alright for you to

the form of bulléted [
ar listand in the same o

Sometimes, the sender of the e-maj]
somebody else. The Assistant Human Regq
may send you an offer letter asan attachm

St, make sure that you respond
rder,

wants yoy tg actually send a response t0
urce Manager 0f A-One Ltd, for example;
ent (usuall_y ascanned copy of the offer on

to each of those points in a simj]

Respondin L
i toaf; uires
Many timeg, j¢ will gloa forwarded mail req

or interpret the message and the Ieactions by going thy €awhile for you to understand
ou

Jjustrespond to the sender of the masl : the traj] mail. One should not
respond to the right persop,. “linstead should read th

€ mails carefully and then:
While Tesponding to e-ma;

: ; : at i
:lt lSt?ISQb‘(IIdVlfsable ‘0 retain the conten o ;::-S“bl ectofthe mail remains the same-
1e trou ing hi . 1 1. Thig wi i
1ble of checking his g|q mails to undErstandUUS Mail. Thig wil save the receiver
The following is the sample of gy o, . Whatyoy are replying to.
From: Anita Nayar mail,
To: Rahul S,
Sent: Monday, 30 April, 2008 12:75 PM
Subject: Résumegs for Suitable Positig
n
Attachments: Résumé -doc; Résyp
Hello Rahul, ~ e 2doc
I am enclosing tyq résume
i, Umes thyy
take a look ang Call them fo, ) in\tzem- for}"-’ﬁrded to e
Regards e ey find g, Y Some friends, Please

; €m suity
Anita ble.

The following is an example of the response to the mentioned mail:
From: Rahul S[srahul@aone.com]
Sent: Mon 4/30/2008 12:50
To: a.nayar@aone.com
CC: Virendra Singh
Subject: Re: Résumés for suitable positions

Anita, thanks for the résumés. !

i iewi itable for
Virendra, please call them for an interview if they ::jrz If;;;u;li f";ary, iy
any of the vacancies we have currently. We nee

administration assistant and one receptionist.
Thanks,
Rahul

C““"eying regrets

ob seekers who cannot be absorbed by

s which cunveyscepmet ol Hyis an be written to express regret at the

il . c : :
’_lhe reanization for some reason or othef; they lained about a particular service or
fIconvenience caused to customers who have comp

: i e slip on their part such as
Product; Jetters can be written by organizations regretting some siip

: criber, and so on.
dMagazine failing to send a particular 1ssue to a subs

izati tting
idate by an organization regre
Here is a sample mail written toa hopeful candidate by

their inability to appoint him/her.

Dear Ms Anita, ; interest in
On behalf of the hiring team, I want to thank y?utf 0;1-):;11;;1;0uright
j(’iniﬂg; Oone Ltd. However, W€ would be unable to
away,

All the same, we would like to i1.1form afl !
by your qualifications and experience

ou that we are quite impr esstﬁd
have placed your name ?jt f;
: we have prepare

top of the eligibility list of ten candfdates th;l:l if a vacancy comes up
Similar vacancies. We will definilcly mfont“nrgonﬂls. Ifyou wish to have
inany of our branches in the next 00}1913_ 9 for any TEAsonS, please letus
your name deleted from this eligibility ist 10

know at the earliest. eltd.com regularly for
You could also check our website WwW.0IED==

inf‘ill'mah'm:t on vacancies.

Thanking you for your cooperation,

Yours sincerely,

Rohit Mehta
St. Manager HRM
0112222678
Sending Firm Reminders D quite oﬁag_
1Y business organization, the need for sending;i"g:::ii; Eusfomers to remind the

i 0 sen:
€ Credit collection department may have't
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of pendin; i

m:intenaigz?:rfgfét(;ﬁ??ers may have to be reminded about renewing their annual

oo 5 organi,zati SoTtiln.;{emmder letters may have to be sent internally to

Ny ;);Ill. : ¢ human resource department, for instance, may have

M i o i ployees rlegardm‘g dF)cunlents to be submitted by them, a
y Write to an executive reminding him about a pending report, tea,m

leaders may write remi
eminder letters to their t
o cam members about various tasks and their

When a reminder is sent for the first time, itisn
]

as it would be like any other letter. It would be in the RIS AOUlL 5 conpase icller
' € form of a request. Howeve
st. However, when

the reminder has t
obe . .
i . Stetﬂt d SCCOH(II tln.lc,.lt would hfﬂ‘e tobe CI‘iSp and firm. T he Id’
o sound polite and a he same time strict and ﬁl‘m While writi g t '
: n 0 a customer, a

reminder letter has to be worded ve
WOr i
i e cautiously. Howev g il vheni
C Iy V. er, use of e-mail is rare when 1t

It is necessary that
. § the customers sh
positively. Atthe s ime ot o g
e :szmc time, you cannot afford to offi -yd iile G doemm Fespond
ol e et end or make the customer angry-

E-mail reminders are most commop] 0ss ofa valuable customer.
only used withi

Letu - ithin the izati

snow look at the points that one sho RO

letters: uldkeep inm; i
€€p In mind while writing reminder

Your instructions should be clear

, Th
exactly what he/she is require 1o do e readers should know and understand

The mail should have a tone ofurgen
cy.

Ifitisaremind
er for late aym
what the consequences QI;“] entorPendingpaYme let tl der know
> e reader Kno

without usi SAR0TIon: i
ng legal language, Payment will be in a simple manner

- ‘ :
zn case of a third reminder,
1fectly and state the cons,
bring more urgency :
Sometimes
. S, YOumay g i
to your earlier reminder ur);!uend Wi

request to ignore th
€ co
needful. i

YOu can aff

ord
: quences of; to' be less polite. Get to the topic
mto your fofi gllormg th e

ne. € mail. One should, thuss

nderto
a
ne the needfy

Nts if the adgyeg

PCrson
w
L. In sych «; h_“ Mmayh

Sty ave already rcsponded

allo 4
NS, the mail should contain

eady ¢
If you find that the v Stbitia payment or done the

sent off the mail, ensyre tha

addressee has takep
to1gnore the mail and thy "

Lyou senq e
S anapg] appl‘()pri
1 TR ; ate
King him o Hisre: Withoy( 4 a
u 01 .e 0
rac

ction after you hav®

elayr, :
ti Ay Tequesting the addresse®
10n, .

Acknowledging Receipt

Itis i i

writ:eer? 1mport.ant to acknowledge receipt of any mail that you receive, whether in the

i Sen _orrq or in the electronic form. Acknowledgements are especially significant in
rvice industry where customer service is of utmost importance.

tisal i 2;;1221}; y::.u should acknowl.edge the receipt of a job offer oran interview call.

rensiviin iﬁlm_.rousl tO.SCi}d areceipt of ackno?vledgement toa ﬁjlend on e-mail on

ol i ‘n, 101 an invitation toa weddu.lg. or birthday party. erlthlll an organization,

fiketue et ent of receipt is senton receiving the agenda for an important meeting or
g informed of the last date for submitting certain documents.

—

4.5
ﬂPHLET AND SLOGAN WRITING

Lety a
S ]
11:11)"86 the BSSCHUE’I]S Of pamphlct and sl()gan writing.

Pamphjet Writing

UNESCO [
of at leCO s Insutu_te of Statistics defines a pamphlet as a non-periodic printed publication
OOkIe?St f(_)I‘ty—nme pages exclusive of the cover pages. A pamphlet is an unbound
. which does not have a hard cover. It may consist of a single sheet of paper,

Pring :
ed on both sides and folded usually in half. According to the volume of the matter

and Si Iy . . .
€ ot the paper, it may be folded in thirds orin fourths. It contains the information

d Qu
taproduct or service.

When we buy an electric appliance, medicines. computers or mobiles, we geta
ns, such an advertisement

Sl]e 3 = . .. .
Sap etof paper mentioning on it how touse instructio '
business. They do not

m . i
requipe phlet. Pamphlets play an important role in marketing b
Much money in their production and can be distributed easily to customers. They

are g]g .

S| O Used in political campaigning. Pamphlets are also known as leaflets.
“8an Writing

Bis . x

CCordjy

eSpeciau
conSide

_fOlded

d as the motto of the company, establishments and educational institutions.
5 a short easily remembered phrase,

& 1o Cambridge dicti ¢ i
ge dictionary, ‘a slogan :
Y one used to advertise an idea or a product’. The following steps should be
Te :

dwhile composing a slogan:

ng Ideas T
ogether
the product and then follow these steps:

mployees. This would highlight
highlighted before and would

ould thy;
d think about the positive attributes of

° Ty
SOII;e fe?dback about the product/ company frome
Me kind of attribute which would not have been

lTng mo "
I'C creativity too i
o . ; into being and
I:i\;estl gate the circumstances in which the compan}’/product came In 2
*F Story can lead to a slogan. : hline for the product.
", Ocus on the key benefits and enhance it witha solid punchliny
ro
Thi, Ugh Other Slogans
b Inc]ud
€S the fi sl i
ollowing: are the ones with

O ans
e sl . . ular slogd
1ould keep in mind the fact that the most pOPtO “hink outofbox {0 create @

Cﬂtc]

1 ’ s ce

i Y_phlases. It is thus, necessary that you nee
astic tagline,
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o KFC’S ‘Finger licking Good’ resonates the positive feeling that you will come
back for it again and again. )

* Similarly Pepsi’s tagline ‘Pepsi Thi Pi Gaya’ denotes the fact that the product is
so irresistible you gulp it without thinking at all.
Narrow Down On Self Written Slogans

This step includes the following procedural:

° Once. you shor_tljst your observations, then start working on them. This will initiate
new ideas which will help in the promotion of the brand

e Scribble the new found knowledge and . : _
helpyouto ildnerestngslogans, will

Tips To Write a Slogan

The following guidelines will help you to write a perfect slogan:

o Tell the advantage of the product: The slo
product .One needs to aggressively showca

e Short and sweet: The th
: umb rule whij
should not exceed three to seven \::)lrlge x
should also not be compromised. Ope si:
most appealing part of the product/compa

gan /tagline helps you promote the
se the benefits of the product.

omposing a slogan is that a sloga?
nd at the same, the creative aspect
uld, therefore, work hard to find the
1y in -the best possible way. It has bee?
gline, it is more convenient to recall

* Strike the right balance: It ;
there in the tagline o g necessary that rj :
Placed f)n the word Cgu?::,c;lz messﬁge
amo; "> mbiguous language should not b®
® Make it sayable; The Hipie une 0 the customers,
; ; an,
;:Stance, the wordings of A lad;hm ofthe slo
S0 popular that ope often fin ertisement,

thus, be made as it makes the pmﬁﬁgfﬁ e
Different Styles of T, glines ore po

- S10gan makes it hummable: qu
Har Bk Friend Zarori Hota H?!

&it. Such kind of taglines shou!
pular,

Some convey action, for example:
® Red Bull’s ‘gives you wings’
® Nike’s ‘just do it’
- ® Snapdeal’s ‘unbox zindagi’ .

Besides these, advertisements showcase leadership qualities, or are thought
Sl:Ovokmg and some of them are filled with humour too, for instance ‘centerfresh candy
imag ki batti jala de’.

—

46 SUMMARY

—_—

® The planning stage requires careful planning to help one write a clear, concise
and effective report.

°f '_“' mary source information can be collected by conducting interviews or discussions
_wlth experts, surveys, observations, compiling statistics and studying company Of
ndustry data.

* _Ohe may also collect secondary source information from books, theses,
Journals or newspapers, reports, conference papers and brochures.

® Inorder to organize your collected data, one should begin with an outline.

. T.he report should be organized in a clear and logical structure (_ixstmctly(;
differentiating the three main structural components: the opening, the middle, an
the closing,

’ Tl}e opening should orient the readers to the detailed di
Middle of the message.

® The middle, or body, is where one should developyour discuss _

o closing should provide the readers with a sense of closure or completion.

*In addition to these, text citation and the bibliographic reference 11:1d1cate where
AN 1dea comes from and guides the readers t0 Jocate that information.

A _ L5e - d

° ?\’tm can indicate the source of that information by citing the autht:ir 1(111 tha; tzz;; z:)nur
1::; luding a matching reference in the bibliography of the appenceap

port,

"1 : th
leemses quotations can also be used in the reports f0 ughold an a_rtgium::lld/o)r‘
pmwding a detailed, formal reference to an authorized piece of writing
esearch

° . 2 -
Eophlsti‘:ated communication skills contribute t0 effectiveness 1

CEAN o
84nizational contexts in several ways.

the Internet,

scussion that follows in the

ion of key topics.

n work and

1d be written from the point of VIEW

) fls important that while writinga CV it SOt

b the €mployer. d position
Arésyume : ; ifications, career an '

Sumé is a short account of one's qualifica & sation, job-relatcd

iled account O

CXperi 2 ills, and so on.
*Perience, the responsibilities shouldered, skills, ar
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T

e ACV isthe primary document which is used to assess one’s suitability for a job
position.

e Broadly speaking, there are two type of CVs, first is a general purpose CV, which
fits with the requirements of a iumber of companies and jobs and second is a

custom-made or specific purpose CV thatis made to suit a particular organization,
job or purpose.

° Tfastunomals refer to letters of recommendation or appreciation. Testimonials are
different from references.

e Itisimportant that the CV has some amount of eye appeal so that it gets selected
from among the many CVs received by the prospective employer.

e CVsare of various types such as the chrop
CV and scannable CV.

® Electronic CV isa CV sent through e-mail atta i
. -mail a : . n.
Ane-CVis stored ina computer database. ched as part of an online applicatio

ological CV, functional CV, combination

® E-mails, as they are popularly called, are
and usually read on the computer scree

® The e-mail account can be acce

. - ssed at any time a : in
on to the particular e-mail account, as mentioned ena‘:ljﬁ;;m anywhere by logging

-mail message depictsan atta
- - ChITIe
on bemg clicked enables you to eith i
Or'save 1t on your computer to he
® A job offer on e-mai] is usually
company’s letterhead.
° UNESCO’s Institute of Statisti
D tisti
publication of at Jeast fo g o

- “1ine pages exclyg;
® According to Cambridge di £es exclusiy

: ctionary, ‘a 5
especially one used to advertise ar; ide::)

messages that are composed, transmitted
ns,

within the message itself, which

eropen the attachment in relevant applications
Opened separately,

d precursor to the formal letter of offer on the

phlet as a non-periodic p;-iuted
¢ ofthe cover pages.

8an is a short easily remembered phres®
Ora product’.

compromised.

4.7 KEYM/

€ssages that
on the computer Screens, . “omposed, ransmitted and usually reﬂd
e Electrenic CV: Itr
: efersto g
as part of an online applicatiop, ¢ OTCV Which sent through e-mail atta"hed
e Secondary data: It ref it

: €rsto g

source information g tYPe of daty vop.:
uch as 2 Which j ry

reports, conference p books eses, his collected from second?

al [ & : e_[ . ]
Fetan brochyyeg ftemet, journals or newspaP®”

48 ANSWERS TO ‘CHECK YOUR PROGRESS’

1. The main structural components of a report are as follows:
® Theopening
_® Themiddle
® Theclosing
2. The parameters which should be kept in mind while creating an outline ofa report
are as follows:
® Give structure to your brainstorming by deciding on the topics you wish to
‘cover
® Create sub topics under your main headings
® Arrange the topics and sub topicsina logical sequence
® Add appropriate introduction and conclusion to your structure
3. The factors which determine the length ofa CV are qualification and experience
ofthe individual and the nature of the position applied for. | :
- ATtésumé is a short account of one’s qualifications, career anq position. It 1sf
generally restricted to a page. On the other hand, a CY isa detaﬂel(j1 accz;r:jtﬂ 0S
One’s qualification, job-related experience, the responsibilities shouldere :

and so on,

3 The following points should be kept in mind while making an atractive TEIe:
e

Leave at least one inch margin on all sides of the page.
Limit the font size to ten to twelve for the body of the texta
headi ngs,

Avoid using colours and special effects to decorate the CV.
Use bullets to arrange the subparts ofa heading clearly.
Leave a lot of white space on the CV, otherwise it appears ¢

* The followin i to compose or read an e-mail:
® Typethe Lgllifg;tv:;i}}ﬁwﬁgooglzcom’ in the address bar otj a Web browser.
® Enteryour user ID and the password as shown in the foilomngl ﬂgur-e.

* The Purpose of the Message box in an e-mail is that it is the field in which you

Ype your message which is to be transmitted. e R

" The Parameters that should be kept in mind while writing reminder 1cti€

“MUmerated as follows:
® Yourletter should sound confident and authoritative so that
®ad and not ignored at any cost by the receiver or addressec-

The mail should have a tone of urgency.

Your instructions should be clear. ;I'he reader

©Xactly what he/she is required to do- ‘ i

oApamP“et is anon-periodic printed publication ofat ;e;xstc io:gtzglj ﬁ; e

19, the cover pages. Itis an unbound booklet whic IR s,
+ The Cambridge dictionary has defined sloganas@ short easily

especiany one used to advertise an ideaora product.

° nd to fourteen for

ramped.

the letter is seriously

s should know and understand
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4.9 QUESTIONS AND EXERCISES

Short-Answer Questions

1. Why is it important to use quotations in a report?

2. What are the various features of an e-mail?

3. Whatare the steps involved while preparing a slogan?

Long-Answer Questions

1. Discuss the importance ofa CV.

2. Explain the important aspects that need to e considered while preparing a CV.
3. Explain the main types of CVs.

4. Explain how regret e-mails are written,

>. Identify the uses and purposes of writing e-mails.

6. Identify and explain the various stages of writing a report

4.10 FURTHER READING
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5.0
=7 INTRODUCTION

and it is this aspect that
said that since man1s
fstories that they tell

From . .
n:'olin times unknown, stories have been a vital part of our llVBS.
a sa €5 us human, We crave for them in all shapes and sizes. Itis

O¢1al animal, they like to hear stories. Such is the importance 0

u :
Sthe truth even when they are totally made up or fabricated. ”
inan: Creative writing is the art of written expression which conveys ideas mism;;‘ih; i
Ofan IMaginative way. It includes presenting feelings, imagination and emotlols poems
™ere facts and figures to express something ina form which could be novels,

rt : :
Stories, screenplays, songs, scripts, etc.

Creat; Think ofa white canvas and any fomi o a2 b ted depending onlthoughts

Ve Writing kn, ies like the white canvas an ugt’
and ; g knows no boundaries like s ; Aais
Jineljeey of the writer and his or her scope of imagination, anythingand every rl

tble in the world of creative writing. books, journalism (itis
k, textbooks, J

Here it j ic research wor. e
it is to be noted that an academic ting but creative writingis a

top ' :
Parte "oted here that journalism is not a part of creative WII e ting, Creative
Wiy of JOurnalism), and technical writing are not included in creative l
d hence has a very'

lng : ‘

fcreative writing 1;; being
fferent peopie =
use their literary and creat:;c
t leaves an impact on

rmed creative. Similarly

fereative writing is huge. Different fol-'mS 3 i
ese days through various sources, written by di
MNige. onals, amateurs, bloggers ormaybe

€8 ‘
Mingg :;\mould the words and language 1n Suc

freelancers who us
h a way that1

i iri t.
the reader by offering them something of their interes
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5.1 UNIT OBJECTIVES

: ;
After going through this unit, you will be able to
e Un ' ,
derstand the essentials of creative writing
e Analys i
yse the style of various creative writing fo
rms

e Evaluate the i i
¢ important tips to develop a good style of
e of writing

L] L] oc L]

——

5.2 CREATIVE
WRITING: AN
. INTRODUCT
ION

I—

5.2.1 i
Necessity of Creative Writi
Creative writing is requi a's

edin ¢
S oo e lll] all walkg of lifebeit;
place. Ifyg €1tin school or |y h h
gher studies, at th®

across from morninoe ti
\ morning till even; U pay attentj
breakfast with a newsna evening b sig ttention to the vy
P Ttten content you come

: €itin
all the text perin hand cyourh
2 you can read o to when Oouse whep .
in t;h_ﬁ‘erent forms. It is indﬂ your way, yoy v 131’ ou Step out ang y, ?’011 sit and have you*
writing is required: eedapartang ]Jaréel I‘efahZe that Creatia k on the road, look !
of our g vity is delivered to yO!
e. To sum up creatiVe

® To communicate
® To entertain
® Tosella product
e To create awareness
® To grab your attention
: 10 bxjmg up artistic exprogg;

0 stimulate new ideqs and 10 ;

® To clarify the thought pr Maginatioy,
4 Oce

Ss

e To search for identity
Creative Writing

e Toread and write

The ; creati itine i
-1 th:sgel js:b ;; f\z:t;!}t: writing 18 oﬁ'enf:d as a full tiI'l'lC course at few universities
Sl ek a ew o erdt?ourses may m(_:lud_e creative writing as a part of their
b s b btme ia and co_mmumcatlon, but what is important is that this
i) JUZ any other subject. A proper environment of learning, practicing,
ey o and assessment process should be in place so as to hone the skills

ing.

Y
“eWSlettE;lslirl]?ii:?Je Icome _z;qcross student publications in schools from children and also
¥ langer - wl; .zllces. hey are good platforms fqr one to express and communicate
sense of price am-i achf e atone 11an§ for a student writing in a school publication gives a
et e 1_evement to hn'nz‘her, on the other hand it also gives an opportunity to

revision, proofreading, etc. which they otherwise might be not like to do.

NOTES

Impo
rt i
ance of Creative Writing

Creatj
1ve writing i i
g is the foundation stone of innovation and ideas which goes on to prove

the famo
u Yo . ;
s saying. ‘It was impossible until someone didit’.
velops the individual’s powers of
be of the idea that the skill of
rts field, well that may be
1 aspects of life beitinthe

ex]aresgi:;iaz:ne \‘;;lting is an important skill as it de

Creatiye W;itinpa- hy and critical thinking. While some may

Untrue becayse %018 neededlonly for the ones in the liberal

Usiness o the IlOCOmmm1cate effectively it is important inal
n-business world.

ormation shared with

Man —_
Y people, especially in the business world, appreciate inft
worded creatively

N a conci
ise way as much as they would appreciate a well
ails or any other form of corporateé

thEm i
Writte
N new %
c0ml‘nuni(:atistlett'er. Be it internal memos, em
n, it wi ; = L .

, it will be appreciated more when it is tailored to their requirement.

Ona .
ve 2R . .. . - 4
ry individual level, creative writing1s used to explore and ma gnify writing

Skills
atyou
Umap b never knew you had and the process of writing itself makes youa “palanced”
more towards developing the

N being, Whi .

Side Oftl%e\}j;h}le some education systems tend to work

OWards the cre at&il s with numbers and logic and neglect the right side which leans more
vity and emotions. This discrimination creates an imbalance and hence

creati -
V€ Writing is important.

Whe
ns b o3
tudents pursuing higher education take creative

cule
ates gg
" 1 . # i
many emotions and creative aspects in them and not )
| thinkers, comm

tlIlg ;
skills, Tt pry ,
:olvers g c;)It plodl.lces historians, researchers, critica
ecepti()n to D:;numca.lmm‘ Ithelps usto analyze human nature so intim
S2., T s creative writing it is important to be original, authentic an
= ps t o
o Develop, Improve and Excel in Creative Writing .
ith the work the moment |
idea that they ar® born |
would have no ideaas |
writers today |
|
|
|

writing as a subject, it
ust builds their creative
entators, problem
ately. Fora better
drelatable.

OSt wri .
t}l%l; t in;f;i:’hlo intend to c.0 creative writing will take offw
o Museg 4 Wo);k] 2‘3 a pen ( nd a paper. While they are of the
at they Woulg bilcn(?e_ aeed no prep?uration. However they
ould start aby ¢ writing upon. This approach plagues most of the
ruptly ar d would soon be worn out.

la

. Mnjp

1§ gand Getti ¥ . i

sl Getting stai ted: [f you are plaoning to start wi
dex thenitreq

101t te

tm byt sf;

Oemogt e E“t still demar ds high on creative in

ave to think al out the reader and what would it take t0 keep th

l]()

than assl

uires planning - **
em interested-

Sey’-!rmrmrﬁana!
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Creale e (a) Forexample if you are writing for an exam , an essay that would be read by the dead and rotting grandeur: Only then did we dare go in without attacking Creative Writing
teacher and evaluated, you bave to bear in mind that if you write the same routine the crumbling walls of reinforced stone, as the more resolute had wished,
stuff then there are chances that you would be marked averagely . For you to and without using oxhows fo knock the main door off its hinges, as others
NOTES stand out youhave to write somnething different which awakens the teacher bocause had proposed, because all that was needed was for someone to give a push s

she is going to read multiple pieces of writing, If the style is different and the

language is simple, the plot is catchy and the message is clear chances are that
you would be marked better than the rest of the usual crowd.

() Si'nce the teachers would also be pressed for time, they would also be impressed
with short, clear, precise, and well written pieces of rich content.

e Create time for reading and writing: Asa young budding creative writer, we
need to develop a habit of reading literary works; to develop a taste for Iitera,turc
and creative writing. Nothing can better feed creativity than reading books. We
need not be selective about the genre. But at the same time we shoulg read bc')oks

and the great armored doors that had resisted the lombards of William

Dampier during the building s heroic days gave way.

Abridged from Nobel laureate Gabriel Garcia Marquez’ Autumn of the Patriarch
* Breaking the punctuation rule: At times you can break the punctuation rule

and still be a good writer.

* Poetic Justice: At times you may not understand the language and the meaning
that you are reading or writing. But you should learn to enjoy the beauty of the

language.

that drive our imaginati : ;
urimagination, and make us think about Jife and people. Self-Evaluation of Creative Writing

o g:ﬂiﬁ:gf&em?};[’ﬁ? getstuck in t_he monotony of our lives and the routines
tak g With it free then we fail to gather experiences. The more risks
Wwe laxe, newer experiences we create, the more we will have to write about.

o Interacting with people: While it ma :
o S LRCOpiE: ¥ seem difficult to interact with varied
walks to life, it’s advisable to haye a versatile group of people in ou: liyels that will

Many 5 times you need not have someone else to tell you how good your cunex?t piece
of work is or how it could have been better. There are many pointers along t_hGJ ourney
of your creative writing which will show them their improvements. Oﬂfan writers ha?fe a
feeling that they are not good enough. This is especially self-discouragingas they fail to
5¢€ the merits and the strengths in their own words. But the point is they have conquered
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introduce us t i i i

L i 0 y;nous aspects m our life and hone oy writing skills as a whole-
e Watch movies: i

! - Nowadays with the onset of the g gitala i tof

impact on our lives and they are easily access; et

choose those with goo. i

1 good vocabulary ang dialogues with hi i '

- gues with high quality dramatic
e Live with it: No matter how

connect with the audience unt;

each character you create,

£20od you are at writing, you

i ble to
land unless we are able to re] will not be a

ate with it, Live with
Tips for Quality Creative Writing

tries like Publishin
skills and gr =
ing .

Good creative writip
However you need to take ¢

e Long paragraph a
understand but a skj|

advertising requires special

: e

Joumaljg;
sm,

them through a special trajn

Ctation, Hepe. ¢ C2tVe communicatio™
1€ 1t becomes necessary to take

g8ivesalot of
Tewards a4
are of certain thingg ForS 52 person apg s profeqsioﬂal'
lﬂd rich detajs; rt ~ample in Creative fiction writing
ed writer uge Paragra . d
Over the weekend the vy, *edlongang detaj cdi}i]zt? ¢ easier to read &
t‘h?’Oﬂgh e SCroen ures got f”t() the lrlsatlon.

: S on th esi . 5
stirred up the stq £ balcony Wind, Presidentjq palace by peckmg

: gnant time jyq; WS ang
out of its lethargy Ofcemz.«”';ﬂde' nd af g t‘!:eﬂappfng of their win}gcfs
; S With g ond, ity awoke
€ Waypp, ay the city aw

* 50ft bregye of a great matt

them again angd again.

; on
Here are some pointers that can reassure that you arc a good writer or you are

2 definite path of improvement.

1. Positive peer review: If you come across any peet and friends whf) have;
,d have congratulated on your p1ece 0

been impressed with your writing ar

creativepwriting you gan rest assured that you are on the patt} of Progr.f:;
This can also be sought by showing a piece of \yc?rk toyonr telloz)v We of
and seek an opinion. It could be a risky proposition BULEIS Gt
surest way to seek impartial feedback. :

2. Look back and compare: Whether youarca poet, composer, blogferiiah
a prose writer, from time to time you need to compare your old wor ware
the newer ones to see how you have written in tht:a past and hgu; yg:cau
writing today. You may not see that there is a.paradjgm change nieyo fyour
always compare to check for improvements 1o tissevsralont
work or basic things like sentence construction.

3. Better grasp of basics: One of the surest signs 0 +ich are an important
You have improved grammar spellingand gonctagticn ¥ fc al:lly instructed
part ofa good piece of writing. You need mopalways b F)rmmarmcr that it
about the usage but if you appr oach them with an n-ltmlt)l've hile the ’editors
will be enough. Most writers concentrate 0n the c.matlvz 1;::; ey
with their sharp eyes look for the grammar spellmgansd faults at others

4. Police yourself for sloppy work: We are smart at fdine Any time you
and tend to overlook our own badly written pl'eces OfT(mc'lc; not hold back
get a chance to critically evaluate your own Bigaheis o our owi critique
and wear the editor’s hat. You will find that you can bey

and see for improvements yourself et

- Your guest post is published: Here is @ bl% Ui‘f
blogs and tend to comment and write lCI'ltfcal Y- Stenio
famous blog and you in your natural instincts, P

fimprovement is that if

e. We all read the web

iganda
follow a big an
YOIJ olnment aséa

.S'eb"-lnnruﬂfwm! &
Material



Inadrama, dialogues are the blood and characters are brought to life and depending

: Creative Writing
Creative Writing guest and this guest post gets P'U'f_mSh_edv consider that yourwriting skills on the scene readers can be in tears. In prose, the words, the perspective, the characters,
have improved so much so that itis being acknowledged by others. Famous and how closely the story is knitted. So as a writer of fiction or nonfiction, your focus
blogs just don’t take comments from anyone and publish them. It takes should not only be on your subject but also on the reader.
some finesse to be published. . _
Toe P . ) . Here are some common pitfalls that you can avoid to take yourself away from NOTES
; p y y
NOTES 6. Shertlisted in a competition: They say— you can’t win, or get shortlisted the ordinary
—if you don’t enter. There are plenty of writing competitions from major ' i o
: : o : 1. Repetition: inati
national ones to focused writers competitions. Many magazines call for & If s tg dl?fe.l:lc:tltlortl of;vords_. sounds, l‘ette‘r combinations and word forms
monthly entries at various levels. You might not win — in the first few 2 : ol er'es an’ perﬁlanent rt‘qectl.on =
attempts but even ifyou reach the shortlist, forget worrying about how 2, Dtrect d;alogue: Sometimesin a _cream-e piece of work where you want
tough the competition is, or how good other writers are, you put your best to portray the characters through dialogue. ey
piece forward. ’ Itis a good idea that you can avoid direct questions and ;m::\:;‘r'n ;1{1 E:fi%is
i i : 7 is is the bigeest distraction for the reader. Rather
7. Get paid: None of the professional would hire you as a writer or pay off forward manner. This 1s seEm e d deliberate antagonism
o obworcit s : sometimes a good idea to be subtle, indirect an :
yourpiece ot work 1l your piece is not worth it and you are not confident betw haracters. But only sometimes and in perspective
about t. You need not always make a living from your creative writing; you e : mix of action
] ¢ y ) . 3. Unint ted dialogue: Stories succeed because they area ,
can also be a freelance who can make some extra income from which will 4 cExup 5 su : lement takes over Or 18
be arevalidation that you are a good writer. dialogue, exposition, conflict and so on. When any e
istinguishing: Good £ ] stretched then this is noticed by readers and becomes a drag.
Distinguishing: Good from Ordinary 4. Usage of flowery language: Usage of adverbs, adjectives a_nd 1oﬁy.w§rds
As areader of literature or fiction, one does not look for a great writing stvle: he or she in place of simple language where it is not required is not advised. This does
. ; 5 :
is looking for a great story. Well, that does not mean, th o t not appeal to the readers today. : :
i icti At making an extra effort t0 s lot is simple and straight forward, it
meticulously check for grammar, diction, and syntax should ever be regarded redundant S. Avoiding fillers: If the story or the plotis s Pl ¢ of fillars. Simpleand
. : ' : : touse a lotolll - :
What differentiates the amateur from profiss: G - has been noticed that the writers tend o TR B
it 9 T s il by conoiving bii, dsmnal writing is that professiond straight if we want to differentiate the good fromthe o farythe e
1] 1 e e I s 2 a S
proolreatinahion & and drafting, writing, rewriting, editing hq\tf to put the dialogue to work. Avoid the fillers and go for
; With purposeful talk.
Here is an example of how t i o i iters i
A 12 h! he author is desmbmg the interior settings ofa chur ch. 6. Words that don’t fit the era: Many contemporary Writers in n;oderéldig
..... 1di y 2, + " » . . : m
double door: l:adebms‘ A gecracley along both Sides. There were times are able to churn L b o Fhey hzve “;f aAlso the
ey ane into t_he sanctuary, which yqg Plain but neat style of writing which the readers are used to hearing and reading.
T] ere I‘;m a carpeted main aisle the ran from the do 4y ,mfi ' choice of words has to be relevant rather than archaic. b
F. ere were OW. ors to e . e as
alta 7 _.! i neat rows of oak pews o both sides of the i 7. Freedom to characters: A good writer would let the characters
Secondary aisles ran along both siges of the ehist, v alile. they are supposed to be and not curb for the want of political correctness.
pews and f;?f? windows. On the raiseq Platform fu;fh detive tie The characters should have the freedom to express whatever itis.
an altar, a lectern, and behiy, , 1 Jront, there was . ‘ . . that
i S fa;:- ;Ij-‘d that 11 ere two rows of chairs for the 8. plalegue with a subtext: A good writer WIH_ alwa}'ls. unﬁel‘:ls:?ﬂi then
Dladorm..." Y new piano op ¢p, left side of the Importance of dialogues with an underling meaning. I_flt e atcbored
the charm of the creative writing is lost and readers will quickly ge ‘
Taken from Gotcha! A Murder in Wy 9 + ways to limit the
hitp://bit Iy/2kfzi8 T rensburg by Wayne Hangocy + Preaching political /religious belicfs: Onc of thesurestway! 0 =
Th f : readers and ensure that they don’t come back is when you sLa 1j2]fs thatgyou
: ltSulS ‘;Plelfe Y Ccilrdlflary wntmg because of the simp]e characters your mouthpiece of the political and the religious aid e satting
]JlC‘tt el efrea °r 15 not kept in mind whjje writinp thfea_s on because the large’ carry. That could be done through the dialogues thatwe useaders who may
written are in focus. & the piece byt just the words that can be donz with our piece of wi iting. You will ha.ve rzonvincing SO
This excerpt contains ten clauses, e ght of wh: dagree with your theories but then you w;ll havea har-d‘tlmia s preaching
verb. There have been lot of wopd Tepet;lions Ofwhich haye hag or have for the mair unbiased genuine readers. This is similar te the spiritua g“_]::me ihat you
hat shelves.” is abrupt. I do not say that such and the sentence Opening like *.., it h2 their pet theorjes. You definitely want the readers to expert s
book will spoil the entire mood of the re d Paragraphs once in T ot wwho1E are teaching or preaching.
Since the word choice is i e erbut thig Can leaq t, E}Whlle in the wh Whil : iting. some of them ar¢ also
connect the scenes inet:]ls EﬂagmatWe and passageg Just ¢ 4 th[? Writer being underrated lica e te the above was more focused to fictional wr mg;;—,e caveats that can help
This ; ¥ book. Otain words and nothing t© Ucin(g) Non-fiction w riting as wr 1i. However here are SO
is is one just ¢ SOome i k. o B
ghmtn 1) 1 f(;ncretc €xample. There could }, L g g’retclt n mﬁc':tlon Iwm e sriting, itisn ot 50
o great piece from ordinary, € any ipgt which * SPontaneity: While this coul¢! be a great pl _ fresearchand ’
Self-Instructional stances wel ; . e fiction requires loto ;}-‘Jn.sfmcnaﬂﬂf
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Planning and nence it is a good idea to be well-planned and calct
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1. What is the
importance of
creative writing?

2. Why do writers
need to discover
their niches?
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2. Lack of purpose: Many a times writers start with a great focused target,
while on the way they lose sight of the original purpose. This is an easy
pitfall. Writers in genres ofjournalism and memoirs should try and write to
the point and not let the plot go haywire. Things like the plot, the points that
the writer is trying to convince the readers should be kept in mind. Each
portion of the writing should be well planned so that readers don’t lose
interest while reading it. For example, while planning an autobiography it 1s

important to plan each chapter and do justice to the chronological layout of
the events.

- Unconvincing statement and poor arguments: Lot of non-fiction
research work and essays are all flat because of the simple fact that they
present loosely bound statements and unconvincing arguments. Such a piece

is bound to be less appreciated by the readers, especially, when all such

statements should be backed by knowledge, research and validity. It is better

to be conservative in the claims that
' _ present poor ar ich canbe
outrightly rejected by the readers. i s

blogpost, or :
; : ? dan emai inei i r
the readers if the ideas are that aren’t ¢ : nothing is more confusing 0

L : early explaj : diting
18 important t g plamed. That is why ed!
are IMt)l ft o & considerable quality in the writin tha}i readers
not left confused and don’t jump the shj " e
Above all, every writer P
succeed because the generalist

53 TYPES OF CREATIVE WRITING

Commonly referred formN

reative writi
endless scope of creative writ; INg are prog
: Writing, th Cand poetry, ven the
them are mentioned beloy: 5 ry. However, giv

Cre are dj
Herent typeg of Creative writing.
e Story Telling

o  Fictionand Non-fiction

Some @

0  Novels
0  Essays
0  Diaries/J, ournals
0  Essays

o  Memoirs/ Biographies
e Poetry

Poems

® Drama
o  Comedy
0  Tragedy
o  Farce

0 Musical Drama

© Translation

0  Literary

0  Technical
e Others

0  Blogging

0 Journalism

3.3.1 Fiction (Story)

zlllltlsofl?rrmf?f wr.itin g is gencrall).f tlhe most 'luc rative form‘ of writing. It is mostly an

fris. féouflagnatl‘on and creativity. This is often a dCSCIllp-tIDI] of e\.’ents'that are not

angt plafes Bri and jrhm gs crafted out of an unreal worlq, This mvolves: imaginary events

that the re.lad & \;mter. needs to master the a.rt of weaving ‘daydreams. in such a manner

Such an ey ers atldlgnce are often ‘lost in the book’. Here the writer should create
perience while reading that the reader should be lost in the book.

. reati)ﬁen this is very subjective whether the writer is able to cast a magical spell on

the Sllbjzi;st 0; not. Italso depends a l'ot on the writer’s ability and his/her command over
characgers ’info“'t'lPOWerﬁzl the plot is, whether the writ(_er.has been able to develop the
Narrate the 1¢ plot, and the form and.style of writing that has been adopted to

Story. It depends on how effectively the writer has described his plot and

Controljeq . .
B the Settings of his plot to influence the readers mind and let them understand
Y he wants them to.

ithir] ﬁc 1 ;
ton there is a world of genres for the readers to enjoy.

. Nﬂvel . .
$: Modern drawing rooms are witnesses to a rack full of novels. Hence we

as

gii‘;’lfhtgitat;ey donotneed any introduction. Bl'.lt that j_u_st staysa mere assumption

are the vy op&lan SfCOpe of [‘hl? genre _Of creat1v§ wnltlzlg presentations. Novels

byand large F:;)l;‘; ariorm of_' fiction wnjung and quite difficult to deﬁne: This form,

Stories may o - ong narrative sequential prose with characters personified. These

freedom S aynot have any connection with the real life. The writer has the
Pamnt, predict, presume, present, and plot the entire story.

all _

People Say l:;])vels have lengthy storylines presented in the form of chapters. Some

Myt ¥iat the length ofanovel should be upwards of 40000 words. Romance,
€Ty, scienc

Some of ¢ fiction, fz atasy and crime thrillers are all examples of novel genres.
o
low: the famous conte mporary Indian novelists and their works are mentioned

Norm

2 JI:;L%:::{hD@ai - Thilnherirance Of Loss
- Nal-atl Roy — The God of Small T hings
. o ays:tn —Thz Guide
. Che';:;ilg:u T\1e White Tiger

agat — Revolution 2020

——_
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o Essays and Story Telling: These are other forms of fiction writing which are
popularly used to bring about some point of view across. Historically, almost all
cultures have used story telling form of fiction work very effectively. This has
been used to make an emotional connect and organize our thoughts properly.
Instructions to large societies are usually made in the form of essays and storytelling.

5.3.2 Non-Fiction

Non-fiction writing are literary forms of work which are based on real events. These
events / facts may not be portrayed in total truth byt helps one understand the world
around them. Most non-fiction writers use their work to express, inform or analyze

certain events or facts but one thing that ficcessary stands out is that they involve real
around person’s, places or events.

Almost everyone has. access to the internet these days. This means that people
have easy access to mfon.natlon such as newspapers, journals, documentaries, biography
etc at almost every step in life, ’ -

Forms of Non-fiction Writing

Some of the famous work of biographies ar
: e
0 Nart_:ndra Modi: 4 Politicq] Biograpp, b
0 Amitabh Bachchap: The Liy; o Ay o
0 Beyond The [ag; Blye
0 Steve Jobg by Walter

A 0 Ifhakes;)eare: The World g Stage by Bill
* Autobiography: Thjs ¢, W Bryson
'. M of nop-fig; .. -

Own account of his |ifa IChon jg ¢, i
form of a big anq incliglmselfl Meaning tosa ei‘afne Wher.e the writer pens h-l i
milestones and facts, g 1. - MCidences o L write your own story 17
that it is usually chrm;ologliz Cﬁ “Ed AUtobiggr;phypg‘eﬂces knitted around ﬁ":

ally baseq 4 ' VI typical characteristic !

onwards. Say for example:

pleif S Usually g il
usually start TeCounting hig in;?a??o Wants tq Wr}i!t a.rts from the very beglﬂmng
Ormat;

his higher educatior Native ¢ his Autobiography, he wo

this persona Jif; ik hardshjp Years ang then his schooling and the®

highli © 8oing owp € might, S
ighlights. So there jg , chronolop.rofeSSiona . Ve faced, then a bit abO

i e
'Ilius 18 usually writte, late i 1j¢ Ordel-ofetz:“mnces to sharing his carec!
fime to pen down gy, am“biogr:l eh €N pergey, thlitsiihat he would pe folIOngc;
phy, ' 1Ks that this i th rtun
_ € oppo

0 Long Walk to Freedom — Nelson Mandela
0 Dreams from My Father — Barack Obama
0 An Autobiography — Jawaharlal Nehru
o Truth Love and a Little Malice — Khushwant Singh
0 The Race of My Life— Milkha Singh
° Memoirs: Memoirs are events written or recorded by an individual who s believed
to have complete knowledge about the subject. This includes more of memories
and remembrances. This could be one part or small episode of the entire set of
events that could have taken place. Readers might confuse memoir with an
autobiography.
Taking the same example of the doctor. Ifhe wrote justa book—My Autobiography
which is an end to end narrative of the sequence of events, then this is a real
autobiography. However if he chooses to write only about his experience in fighting
an epidemic in a remote area for two years, then this piece becomes a Memoir
and notan Autobiography. This piece of memoir could be a part of his Autography.
0 Nine Lives by William Dalrymple
O Maximum City — Bombay Lost and Found by Suketu Mehta

0 Climbing the Mango Trees: A Memoir of a Childhood in India by Madhur
Jaffrey

“f“’elogues: One of the most popular styles of non-fiction writing and is greatly
“njoyed by the readers of all ages across generations. A travelogue is a person’s
account ofa journey ora travel experience to another place, new region, unfamiliar
territory, or a new territory.

This can be in form of a detailed factual report or a narrative story about self-
Impressions and rejoinders of the travel appended with pictures. With an objective

gfﬂgsorbing the readers so much so that they reader lives the experience first-
and.

Fora good travelogue, it is important that the writer researches about the place
thmllgh local people and it legends, or self-travel to unravel all the hidden truth
gnd Secrets that could ignite an interest among the tourists. Pictures, local
meIjmation, things to do and things to avoid tips will be useful and handy for
POssible tourists and visitors reading the travelogue.

While writers are painters through words, there is a very old saying that a picture

is iter | . . ol

beWOrth athousand words. If the writer is able to include some pictures which is

o Stto attract readers and getimmersed in the experience . These pictures could

: So‘hel'p highlight various attractions and could guide the reader to reach the
CStination al] the way.

What stang oyt inatra

Or readers or
Cult

pla
nt
SO

velogue, is the fact that this could become a ready reclfoner
people to follow / visit to the place. If the writer could give a
ural background ofthe place, weather conditions, guide readers to rcach‘thc
C€, mention a few good hotels on the way, highlight the various top most vist.ted
“TeSt points, for the readers to explore if they are interested and not to mention

Me does and donts,
Om
€ examples of famous travelogues are as follows

Around ppdiq in 80 Trains by Monisha Rajesh

O Ciprrisi
City of Djinns: A Year in Delhi by William Dalrymple
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0 Goa-Reason to Return by Rajiv Butalia
o Tibet: Kailash Mansarovar Yatra by Sumanta Roy Chowdhury

° Literary Journalism: Literary journalism is a form of non-fiction wht?fe ff"“:t
based reporting is combined with narration included in it. Literary journalism is a
journalistic text which almost reads like anovel. In this style the author needs to
handle the subject like any journalist would have handled this subject but the
differentiator would be how he uses the literary techniques so that it reads like a
novel and is as interest engrossed like any novel would be.

However every sentence and every word used i
should necessarily be true. No dialogue should

Like any newspaper journalism, literary journaligm depicts moments in time as
opposed to the traditional way of just addressing who, what, where, when, and
how. While a memoir is written in first persons ¢

ons “Iwas.,.” 3 literary journalism
should be written ag (He / she.

--) based on another person’s life or events or
experiences external to the writer’s own life story.

What makes a literary journalist stand o,
of facts”. One can ch

nany piece of literary journalism
be made up and no scene invented.

Itis the how wel] he can write “literature
ay of topics including persons, places,
lections or any other mundane topic, but
! urnalism write up, facts should be verifiable.
Observations, personal interviews, quotes, dramatizeq Presentations, strong use
of figures of speech, angd key ingr ,

edients for 5 strong and impactful literary

0ose from an arr
ikattu or Indian e
the key ingredient is that i 4 literary jo

terary Journalism are as follows:
szard Kapuocc'm‘“ski
Kapuceciﬁski

0 Another Day of Life by Ry

0 The Emperoy by Ryszard

0 India Afier Gandhi: The
Ramachandrg Guha

0 The Idea of Indiq by Sunj

® Chronicles: Chronicle i anaccount writte, about

: : \ events i istorical:
poth in chronologcal Sequence of thejy OCCurrence Th mportanF ancLe tual
in form ofa dossier Orregister. - eseare detailed and fac

0 The Lord of the Ry

1gsbyJR R Tolk;
o The Shawshanj Redempﬁon b -

Y Stephen King
54 POETRY

Theterm ¢ Poetry’ comes from the Greek Wo

This form of literature y5oq agroyp ¢
and aesthetic qualities ofthe |

verse or a rhyming pattern ¢
breaking for the simple regg
the language useq.

History of the Worlqg Largest Democracy by
I Khilnap;

W "

ANguage (o oy re Ords orp hrases Which applies rhythmi¢

O present thg uZildcaS T emotions, Thig form uses fre?
. e : :

On that it epy g el CXPressions, This form is path

Sa I'Ehtht)use With a mora] embedded i
The key idea of poetry js to co

enti : 1d '
language. Attention Span of the readers jg grabb(;a (l;l‘ A though i, the most bcautlful

language and rhetoric, T he canvac : : 8

and hundreds of writerg would 151‘; ‘:"f VS pretty largz ?Sf_:s of Imagery, ﬁguratlets

difficult to encompasg g the f; ‘Trns"c tdeﬁ'"tely Bopice hull litse:ﬁ Hundreds of poery
00 mo e ndreds of styles. It is v

Vey an

e Vo - S e T .
Here are some of the different forms e e (e O e e

literature

ing the
0 Epic: A long narrative poem in a flamboyant language celebrating

achievements of a legend or a hero. : ey
Example — The Ramayana in Sanskrit, Ramcharitamanas and Maha
John Milton - Paradise Lost

i i attern but
® Free Verse: A form of poetry where the Iln_es rhyme without any p
follows a natural rhythm. ;
i or legendary
® Ballad: It is a form of narrative poem which narrates a story on folk or leg
tales. It may take a form of moral lesson or a song.

Example

The Rime of the Ancient Mariner
PART I
Itis an ancient Mariner,
And he stoppeth one of three.
‘By thy long grey beard and glittering eye,

Now wherefore stopp’st thou me?

The Bridegroom’s doors are opened wide,
And I am next of kin;

The guests are met, the feast is set:
May’sthear the merry din."......

= Sl e ber of formal
® Sonnet: A lyrical poem containin g fourteen lines with using any num
thyming schemes,
Example

Dowy p Y The River

She told me to meet hey by the river
Down in the gentle streefs of San Antone
! had g young cow

boy's love 1 give her
Now stand heye

in the rain all glone

She has q heart

of purest gold they say
But pe

Warned she is fickle through and through

! said doegn 1 matter much either way

My heart tells me my lovin’ time is due

Now [ stand heye by the
We

rollin’ rivey
Land cold gy 4 Young cowboy

And I hgye fo chuckle
I guey

can be
when [ shivey
S this heayt of gold weren y meant for me
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Beware of the fickle woman, my friend,
Broken hearts are slow -oh, so slow - to mend

e Elegy: A sad poem which is a serious reflection in which poet laments the death
of a subject, however, consoles towards the end is called an elegy.

Example
O Captain! My Captain!
Walt Whitman
. O Captain! my Captain! our fearfi
The ship has weather’d every rack, the py
The port is near: the pe

i trip is done,
‘1ze we sought is won,

lls I hear, the people all exulting,

Whil
ile follow eyes the Steady keel, the vesse] grim and daring;

But O heayy! heart! heart!

O the bleeding drops of red

Where on the deck my Captain lies

Fallen cold and deqd

He wep; away
on a beautify] SPring day,
hot a cloyg ; |
1 the sky,

and [ oftey, wondey why
the weathe,. was so pje .
e

' and d
with the Soweyg all iy "

bloom,

Taken from (hltp:ffwww
o Hymn:Thistype ofa -
0

Example
An Hymn in Honour Of Beauty
AH whither, Love, wilt thou now carry me?

What wontless fury dost thou now inspire N
Into my feeble breast, too full of thee?
Whilst seeking to aslake thy raging fire,
Thou in me kindlest much more great desire,
And up aloft above my strength dost raise
The wondrous matter of my fire to praise.
o Limerick: A short five line poem generally humourous where the first third and
fifth line rhyme and the shorter third and the fourth line rhyme with each other.
Example
There was an old man with a beard
Who said, “its just how I feared!
Two owls and a hen
Four larks and a wren
Have all built their nests in my beard.
- Anonymous
5.5 PLAY AND DIALOGUE
This form of creative writing is the most impressive creative Wting technique._Drama
is a fictional composition in verse or prose presenting a story in monologqe or dla!og‘ue
imitating some action. This word is derived from Greek-word “drao which means ‘to
do’. This is often referred to as play in colloquial' English which means the same as
drama. There are characters which enact the play in front of the audience and the one
who writes the play and directs it on the stage 1S known as ﬂ.lc playwright orl:llramatl;(ts.‘
The form is generally represented by the commonly recognized black and white mas
which is a representative of comedy and 'L’iag%l\\j.
Let us Seca fCW genres / lypcs Clr d“““u'
5.5.1 Comedy
This aim .
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Beware of the fickle woman, my friend,

Broken hearts are slow -oh, 50 slow - to mend

° Elegy: Asad poem which is a serious reflection in which poet laments the death
ofa subject, however, consoles towards the end is called an elegy.

Example
O Captain! My Captain!
. Walt Whitman

O Captain! my Captain! ouy Jearfi

il trip is done,
The ship has weather'd every

rack, the prize we sought is won,
The port is near; the bells | hear; the people

all exulting,
While follow eyes the steady keel the vessel gr

im and daring;
But O heayt! heart! heart!

O the bleeding drops of red,
Where on the deck my Captain lies,
Fallen cold and dead

May 14, 2014
May 14, 2014
He ywept away,
on g beautg’:d Spring day,
"0t a cloud i 4, sky,
and [ ofiep, Wondey- Why,
the weathe; was so pice and dyy,

With the Soweys all ip bloom

a
Taken from ( htlp:ﬁwww.pog
® Hymn: Thig type of

Example
An Hymn in Honour Of Beauty
AH whither, Love, wilt thou now carry me?
What wontless fury dost thou now inspire
Into my feeble breast, too full of thee?
Whilst seeking to aslake thy raging fire,
Thou in me kindlest much more great desire,
And up aloft above my Strength dost raise

The wondrous matter of my fire to praise.

® Limerick: A short five line poem generally humourous where the first third and

fifth line thyme and the shorter third and the fourth line rhyme with each other.
Example

There was an old man with a beard

Who said, “it’s just how I Jeared!

Two owls and a hen

Four larks and a wren

Have all built theiy nests in my beard.

- Anonymous

-53 PLAY AND DIALOGUE

Which js 5 representative of comedy and tragedy.

Let us see a fow genres / types of drama.
3.5.1 Comedy
T'hl'S aims to

Clrctunstances unusual
and ggoq endi
Dlaywrig,ht.

Provide a lighter environment and laughter to t}

characters and witty comical dialo
ng. The more the fun
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gues. This usually has 5 happy
and the laughter quotient, the bettey it is for the
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a Alsa You Llike It: Tt is known for the dramatic characterization and wit. The
Eeaz,e asp endl1d cox?nedy on love and life, consists of many elements, and the
L {isvcan also enjoy some of Sha‘kespeare’s loveliest poetry. As You Like It
fgr I}(') : efs up to the promise of'its title. Its characters have a great admiration
. alfﬁoziinaﬁ;?ﬂ&eg and themselves. The play has freshness and vitality

) g ed from an : g
spontaneity and life. older story full of artifice, suggests a world of

o The Comedy of Errors: The Comedy
shortgst and fastest-paced plays, relyin
slapst_wk comedy and wordplay to bring

of Errors is one of Shakespeare’s
g heavily on double entendre words,

to cope with.

Example of the famous tragedy dramag ;

Romeo and Juliet: Ttis 2 romantic trg

there iS an Ongojn gedy seti
g fight be in Verona, 1t
The play starts with se Eento aly, where

D this genre are:

main ch - au, .
hatred aﬁéiztjéiés th'ehplay, Romeo ap ~5 5ad ending results for the
star-crossed couple lovers tq and a secret

3.5.3 Farce

Afarceisa literary gente anq
and long stretched situations
comedy is different from oth
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misunderstandings,
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a

Wi 3

€ag00 e;1 the mistakes of the theatr®
chind the g ithin g pp,. O ULOfit to showcase it tO
c%lles Which leagg toelf]-e CVeNts in the € author of this farce 27

tence with a pegp, 1ghts be o theatye arising from miss®

© Whatthe Buyj 12 of |y “toe ¢ Thi

s i erSaw by Joe O Ughter i g, o of the drama.
18 i : 1

Contmuous-— gy evoly o Sudience gallery.

attempting to sed y
! uce hlS attracs
only aim of thjg atractive i
C : In Cter: 2
omedy jg t,, Make p, fewing Sec?-h Dr. Prentice. a psychlam
' Adje Clary, wi " 1
Clice oy . ¥ With comedy, 8*

With laughter,

the

a.y Cone;
NSists of two acts——though L

5.5.4 Musical Drama

Normally referred to as an Opera, in this forma the dramatic elements and the musical
overtones are equally important and together they make as one offering,

Some of the examples of the Musical Drama are as follows:

o Oliver! is a 1968 British musical drama film directed by Carol Reed and
based on the stage musical of the same name, with book, music and lyrics
written by Lionel Bart.

o Les Misérables is a 2012 British-American musical drama film directed by
Tom Hooper.

5.6 OTHER FORMS OF CREATIVE WRITING

Let us analyse some other/arms of creative writing.

Translation

Creative Writing

NOTES

Translation is considered a form of non-fiction writing because it involves re-writing an
existing form of writing wherein the translator has to convert a pre-existing write-up
from one language info another by retaining the form, order, sequence, presentation, etc.
of the original work of writing. In the world of translators, the original text is referred to

as the source text or the source language. After the source text is translated it is said to

be converted into the target language. In today’s world translation can be done either
manually or automatically using various linguistic tools intcgrated into computer software.
However, the accuracy of machine wranslation needs to be manually verified and depending
upon the type and complexity of the text being translated, it involves considerable amount

of re-work.
When we talk about translation as a form of non-fiction writing, we are referring
to the process of conversion of a text from one language iqto anotht_ar lan guage. For
example, translation of a book or a document from German 1nto English or vice versa.
The purpose of translation is to make available the written content of one language to
readers of another language so that they are able to read z'tnd understanfi the fOll;e'lgtn
language. Literary translation involves translating botl? fiction or'no_n—ﬁcltxon IIv:l'orl 1;_1n 0
another language whereas, the focus of technical n*_anslatlon pml?anlyfltilvo ves | arllfeé; : tﬁ
facts and figures into another language by retaining the meaning (1)‘ t e oqgglﬂen L
the extent possible without localizing the content. The word localization 15
while defining any form of translation.

Types of translations
of the translation of poetry,

rhymes, Jiterary articles,
d translator should have a
be able to identify with
ountry, and employ a

n; Literary {ranslation consists
erary texts, as well as songs,
ort stories, poems, etc. A goo
nd target languages,
rstand his culture and ¢

e Literary translatio
plays, literary books, lit
fiction novels, novels, sh
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ing li ts.
ood method for translating literary tex |
g ¢ beauty of the text, 1t style, the
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In general, in literary translation we translate messages, not meanings. The text
must be seen as an integral and coherent piece of work.

Cultural nuances and nitty gritty needs to be taken into account while translating
a literary text.

e Translation of Poetry and Prose: Translation of poetry is more complicated
than other literary forms as it involves retaining the original form of the poem
such as form, rhythm, register, meter, tone etc. It is important to maintain the
flavor pf the source text. Similarly while translating prose, the translator must try
to retain the original form to the extent possible, however it is often quite a task to

doso withopt go‘:tting inf-lu_enced by the style of'the target language. The translators
need to maintain the original expression as far as possible

e Technical Translation: Technical translation js 4 type of specialized translation.

Itinvolves high level of subject knowledge and mastery of the relevant terminology

and writi i :
d writing conventions. A common form of technical translation is the conversion

of a user manual, users’ guide, i i n
» INstructions man ipti B
bos o ual, product description, or

In order to translate a literary

) piece of w
translator is required to would ork from one language to another, the

and followers to start something new, € Industry. Ths also inspires the readers
There are various kings of blo
¢ Food Blogs

1. Holy Cow Vegan 1y
Y
2. Culinary Emressffxmwgw
e Travel Blogs

T Trafzelureh :ffwww.travelu i
2. India Travel ang Photo i

gsthat can pe Written:

Eraphy Blog pytr-
&l trave], aintedstork.com/blo

o Tech Blogs ip India
1. Sahil Parikh Tech, Bl

" g http: .
2. MediaNamah :ffWmeeffWW.sahll arikh.coy
.CO

e You Tube Blogs

hnps:h’]ndianbloggers.org/youmbeff h
ashion/

Journalism

A hot cup of tea often goes with newspaper; a typical morning setting in almost every
household! Isn’t it? We are too impressed with the breaking news variety that is presented
to us. However, this is not restricted to just breaking news. The activity of collecting,
collating, writing, editing, and presenting for newspapers and television and other media
put together forms good journalism.

~ Journalism is that form of writing or profession where individuals, often professionals
write for newspapers, magazines, or news websites to be published or broadcasted. The
purpose of journalism is to provide information that needs to be free and self-governing.

Journalism is very important as this is considered as one of the pillars of democracy
tomake it function properly on the principles of accuracy, balance, and credibility which
18 I{I}portant while reporting. Now you may ask why is it considered as a form of creative
writing. Well, this is because journalism is presentation on news and views and if this is
not done properly the objective is lost.

e nJlO(lllmz}lism drives public critical thinking discourse and knowledge. Unfortunately

Sl ay journalism doesn’t represent these qualities at all. While the good and the

iy :YS coexist, some journos do notbelieve in the valu?:s and want the y«orld to burn

o very Sad‘ in the modern day journalism. There are forms of _]oumz.illsm that often
1ze the audience and the priorities shift form information to entertamment.

A comedian, Bill Hicks has very aptly said that the ‘there is an agenda mainstream
tokeep the people stupid, docile and apathetic.’

Some of the types of journalism are as follows

° Broadeast journalism: mainly for the air, online, and the TV media

Foreign correspondent: as the name suggests this is often done as offsite,

offshore foreign correspondents.

Freelance writing: this is done by individuals without any bias out of sheer

Interest for the subject or expertise on the same.

Investigative journalist: form of journalism where going to the base of the

18Sue to unearth which is otherwise not known to the world at large.

Eews_pap er reporter: one of the most common types of] ournalism where
1€ print media newspapers, jo]_ln]a]s, magazines benefit. j

Photojournalism: specialized field of media where pictures area medlm?t?:

ng. Since, there are pictures that speak or make up for the words, 1

media

reporti

s im.paCtﬁll where the understanding and absorption is far better among
the audience,

T ey
37 _sumiaRy e o

® 2 i i 5 i oughts
Creative writing is the art of written expression which conveys ideas and thoug

I an imaginative way.

® Creat: ” ;
reative Writing knows no boundaries like the white canva
an(('v‘illghts ant-:i mtellect of the writer and his or her scope of im
everything is possible in the world of creative writing:

® Different forms of ¢
Sourc

sand depending O
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reative writing is being churned out these daa);Sn :: eurs, bloggers
€S, written by different people who may be professionals, 2
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words and language in such a way that it leaves an impact on the minds of the
reader by offering them something of their interest.

» It involves thinking outside the box, stepping outside the existing norms to explain

any given point of view or to present the facts in the form of a story with sufficient
examples and parallels to explain the content to the reader.

o Creative writing is required in all walks of life be it in school or higher studies, at
the work place or at the market place.

* A proper environment of learning, practicing, discussion, feedback and assessment
process should be in place 5o as to hone the skills for creative writing.

» Many people, especially in the business world, appreciate information shared

with them in a concise way as much as they would appreciate a well worded
creatively written newsletter,

o Usage of language and the styles of writing are ever changing and hence good
creative writing in not merely a ma

i e o ) iter of talent. We also need to learn goo
vewriting Sh!]s' Thjs could be achieved either by proactive apprentice Of by

¢ What differentiates the amateyr from professional writing i fessional
. : - ng is that protcssi®
writers go that extra. mile by conceiving, planning, and drafting, writing, rewniting,
editing, proofreading and so on, ’

i i ing to
because the generalist writers’ X he while attempting
and content creators,

¢ Commonly referred forms
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5.8 KEY TERMS

© Screenplay: The script of a film, including acting instructions and scene directions
° Feedback: Information about reactions to a product, a person’s performance of
a task, etc. which is used as a basis for improvement

© Freelance: A person who works as a writer, designer, performer, or the like,

selling work or services by the hour, day, job, etc., rather than working on a
regular salary basis for one employer. '

5.9 ANSWERS TO ‘CHECK YOUR PROGRESS’

1. Creative writing is an important skill as it develops the individual’s powers of

eXpression, empathy and critical thinking, While some may be of the idea thatthe
skill of creatiye writing is needed only for the ones in the liberal arts field, well that

nay be_ untrue because to communicate effectively it is important in all aspects of
life be it in the business or the non-business world.

2. Every writer needs to discover his or her niche while attempting to succeed
because the generalist writers’ arena is flooded with freelance writers, bloggers
and content creators, One needs to discover their own specialty and expertise
that they have that sets him or her apart from other writers. Knowing ones strengths
and weaknesses can also help decide what work to take and what to avoid. By
thls.they Would do a great service to the readers. It is also importa‘nt'that they
realize this becanse they have to play an important role in opinion building.

3. Different types of non-fiction writings are:

° Biography
® Autobiography
® Memoirs

¢ Travelogues
® Literary journatism
¢ Chronicles

- Chronicle ig an account written about events important and historical, both in

;{hronological sequence of their occurrence. These are detailed and factual n
orm of a dossier or register, '

Abymnis type ofa poem which praises spirituality or God’s splendor. |

The different types of poeiry that can be enlisted are:
¢ Epic

® Free verge
® Ballad
* Sonnet

Creative Wit
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8. Musical drama is normally referred to as an Opera where the drama is set to the
music. Here in this format the dramatic elements and the musical overtones are
equally important and together they make as one offering,

9. The different kinds of blogs that are available nowadays are:
NOTES e Foodblogs

¢ Travelblogs

¢ Techblogs

* Youtube blogs, etc.

10. Literary translation consists of the translation of w 1; ks
literary texts, as well as songs, th poetry, plays, literary books,

& ymes, literary articles, fiction novels, novels,
short stories, poems, etc. from a source language into aliother ’

5.10 QUESTIONS AND EXERCISES B

Short-Answer Questions
1. What is creative writing?

Creative Wrifing

3. Whyis poetry said to be the lap
guage of ex i i
4. Write a short note on farce, Pression and emotions?

3. State in brief the benefits of blogging
Long-Answer Questions
1. ‘It was impossible unti] som

4. Analyse the different gepres of dr With suitable examples.
> Explain the importance of tranglagigy, Whyis it i
portant?
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