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Steps to solve Comprehension Passages

Step 1 :- Read all the Questions asked before reading the passage

Step 2 :- Read the passage thoroughly & while reading also underline 
the key points relating to questions asked

Step 3 :- Read the 1st Question and check the relevant part of unseen 
passage for that question & answer the same. 

Step 4 :- Now repeat Step 3 for each question

Hurray !! 5 marks mil gaye… 



Tips for preparing summary 

A summary is a shortened or condensed version of a longer essay or 
reading. It is not a redraft of the original text and should not be long. 
Your purpose while writing the summary is to give a basic idea of the 
original text, what it was about and what the author wanted to 
communicate. A summary should not have a word limit exceeding 25 
percent of the original text. Remember that a summary must include all 
the points from the notes. Abbreviations must not be used while 
summarising notes. To write a summary, you must use your own words 
to express briefly the main idea and relevant details. 



Tips for preparing summary 

Given below is a list of points to be kept in mind while summarising 
notes:

 Use the information given in the notes.
 Do not add or subtract any piece of information.
 Do not make assumptions.
 Use short and crisp sentences as opposed to detailed and long ones of 

the original content.
 Avoid repetitions; use new words to express the same information.
 Try to cover maximum points.
 Reach a conclusion if required.



SUMMARY SAMPLE



LINEAR Note Making Format

HEADING
1. Subheading

1.1 Subpoint
1.2 Subpoint
1.3 Subpoint
 1.3.1 Sub-subpoint
 1.3.2 Sub-subpoint

2. Subheading
2.1 Subpoint
2.2 Subpoint
2.3 Subpoint

3. Subheading
3.1 Subpoint…
Keys used :-



NOTE MAKING SAMPLE



How to make abbreviations

Type 1:- use only the first few letters of the word.

 a) information – info.
 b) maximum – max.

Type 2 :- using the first few letters of the word and adding the final
letter to it

 a) government – gov’t
 b) department – dep’t

Type 3 :- Omit vowels (a,e,i,o,u)

 a) school – schl
 b) years - yrs



How to make abbreviations

Type 4:- use only the first & last letter of the word.

 a) mount – mt.
 b) girl – gl.

Type 5 :- shortening the suffix at the end of the word

 a) production – prodn
 



Symbols to be used in note making



Acronyms to be used in note making



Non- Linear Note-Making

Non- linear notes have some distinctive patterns. They present and 
connect ideas in diagrammatical, non-linear forms. This technique has a 
number of advantages. It enables you to see a large amount of 
information on one page and the connections between the key concepts 
can be shown easily.
Non-linear styles of note making include 
- flowcharts, 
- and tree diagrams.
- mind maps,
- tables



FLOW CHART SAMPLE



TREE DIAGRAM SAMPLE



MIND MAP SAMPLE



TABLE SAMPLE



Format of Precis

Title

Single Paragraph



Step 1 :- Read the passage carefully (if required read it twice)

Step 2 :- Understand the passage and extract the main idea 

Step 3 :- Bifurcate the text into essential & non-essential

Step 4 :- Select a suitable title for the precis

Step 5 :- Write the precis in (1/3rd) of total passage length

STEPS FOR PRECIS WRITING



Important Points FOR PRECIS 

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

 Every précis should have a short and appropriate title.

 It should be written in the words of the author/writer.

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

 Do not introduce  your own ideas.

 Do not criticise or change the author's ideas.

 Always use the third person, reported speech and past tense while 
writing a précis. 

 Only universal  truths should be written in the present tense.



PRECIS SAMPLE



What is Article

Article writing is the process of creating a non-fiction text about topics that can 
vary from serious to the ordinary. An article  is a piece of writing mainly 
intended to be published in a newspaper, magazine or journal, and has a wide 
audience.

They can discuss ideas or concepts such as current issues or topics of general 
interest such as health, politics,  entertainment, environmental concerns, etc. 
Being written for a wide audience, it is essential that the language used  is 
interesting, yet simple, and includes stories, anecdotes, and facts to keep the 
readers engaged. The language used in an article can be formal or informal 
depending on the target audience, but it must be less formal than a  report.



Format of Article

Title:  Eye- catching; illustrating the central theme

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

Introduction:

Establish the context. (Draw the readers’ attention using anecdotes, startling 
facts, statistics,  rhetorical questions or quotations.)

Body: 

2-3 paragraphs detailing the various aspects of the topic i.e. merits, demerits, 
causes, consequences,  effects, advantages, disadvantages.

Conclusion: 

A formal and logical end to the written content; a summary of all that has been 
included in the article.  One may conclude with a final opinion, 
recommendation or a comment expressing hope, a warning, an appeal or a  call 
for action.



POINTS TO REMEMBER- ARTICLE

• Identify the aim of writing the article- to advise, inform, entertain, 
compare, describe, etc.

• The title should be short and appropriate.
• Begin with a striking opening sentence which gets the readers interested 

in the topic.
• Enumerate your ideas before writing.
• Keep it brief 
• Avoid repetitions
• Break the article into paragraphs
• Conclude logically



ARTICLE SAMPLE



What is Report

• A report is an account given of a particular event, issue, subject, 
especially in the form of an official  document. It is presented after 
thorough investigation or consideration by an appointed person or  
body. It is written for a defined purpose and for a specific audience. 
Information and evidence is clearly stated  in a concise manner.

• Types of Reports :- 
• Newspaper Report
• Magazine Report
• Official reports for various organisations 



Format of Newspaper Report

• Title/ Headline
• By (name of author)
• Place, date (date is not always mentioned)  
• Body of the report.



NEWSPAPER REPORT SAMPLE



Format of Magazine Report

• Title/ Heading
• By (name of author)  
• Body of report



MAGAZINE REPORT SAMPLE



Format 1 of Official Report

Heading  To:

From:

Date:

Subject:

Introduction:

Give details of the task and the reasons for it  Main Body:

Information, resources and material used,  Description of task

Results  Conclusion

Your evaluation and suggestions.



Format 2 of Official Report

(1) Title page-include

(a)  To: name of person report being submitted to 

(b)  From: name and department

(c)  Date of submission

(d) Acknowledgements: A list of people and organisations that helped you in 
collecting data,  research and in other aspects of getting the report ready.

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

(3) Summary: A summary of the major points, conclusions, and recommendations 
should be written to  give a general idea of the report.

(4) Introduction: Explain the problem and make it clear to the reader why the 
report has been written.

(5) Findings: Give details of the information collected, material used, methods 
utilised, and results arrived  at.



Format 2 of Official Report

(6) Conclusions: Include implications and inferences of your findings 
based on the facts described in the  main body. The importance of the 
study is discussed in this section.

(7) Recommendations: Give suggestions and proposals based on 
information and data collected. 

(8) Bibliography/References: Give a list of all the sources you have 
referred within your text.



POINTS TO REMEMBER - REPORT

(1) There is no place for any personal opinions, perceptions, emotions 
and  feelings in a report. 

(2) Your suggestions and recommendations should be based on facts 
and data and  not merely on subjective views.

(3) I, me, we, us, you are generally not used in a  report.
(4) Use Passive voice for Newspaper/Magazine Report
(5) Use Active Voice for Official Organization reports
(6) Mostly Past tense is used in report writing since we are reporting 

happenings that have  already taken place.
(7) Avoid technical jargons



Formal letters are used for official and professional communication.

Types of Formal Letters

1. Letter of Enquiry
2. Order Letter
3. Letters of Complaint
4. Reply to Letter of Complaint
5. Promotion Letter
6. Sales Letter
7. Recovery Letter

What is Formal Letters?



1.Sender’s Address
2.Date
3.Designation of receiver’s/addressee
4.Address of receiver/addressee
5.Salutation (Dear Sir/Madam, Dear ______)
6.Subject 
7.Content
 a) Intro
 b) Body
 c) Conclusion
8.Complimentary clause (Yours respectfully/sincerely/truly)
9. Name of sender
10. Designation of sender (if applicable)

Format for Formal Letters



Important Points - LETTERS 

 Use the Format

 Leave a line between paragraph

 Keep the language simple

 Be Gentle

 Be polite

 Free from grammatical or spelling error



LETTER SAMPLE



Circulars V/s Memo

Office circulars are generally those letters, which are circulated to a large 
number of employees in an office  conveying a special message or an 
instruction that needs to be followed in the future. 

The information conveyed through a circular may vary from an  
invitation to a meeting to the important issues like impending meetings, 
new rules or change in existing rules to  be implemented in near future. 

A memo is used as a means of official communication within a company 
or an organisation. The word memo or  memorandum means ‘reminder’ 
and is frequently used to inform the people within the organisation 
about  policies, procedures, etc. A memo typically has five functions:
 To remind
 To highlight
 To recount
 To keep a record
 To inform or instruct briefly



Format of Office Circulars

Circular No. ______________ Date

Subject of Circular

For ____________

Content in Paragraph form

Name 
Designation of issuer



CIRCULAR SAMPLE



Format of Memo

Organisation Name

Date : ___________

InterofficeMemo

Content of Memo  in Paragraph form

Organisation Address

To : ___________

From : ___________

Reference : ___________

Subject : ___________



MEMO SAMPLE



Formal Mails

An e-mail can be used as an inter-office or intra-office written 
communication tool It is the fastest mode, that allows you to interact and 
seek/share information with all kinds of entities viz. suppliers, 
customers, colleagues, peers, relatives, friends and even family. It 
connects you within and beyond the national boundaries. However, there 
are differences in language and style used in a formal, semi- formal and 
informal e-mail.

Formal E-mails: They are addressed to people within and outside the 
organisation to business suppliers  and customers. Therefore, the 
style and language should be formal; the purpose should be clear and 
content  should be lucid and precise. It is advised to follow all etiquettes 
of formal communication. Using contractions,  abbreviations, emoticons 
and slang language are not recommended.



From: Sender’s e-mail id/address

To: Receiver’s e-mail id

Cc: (Cc means Carbon copy) The same mail is being sent to other individuals  with their e-
mail Ids visible to all in the group.

Bcc: (Bcc means Blank carbon copy) The names and e-mail IDs of the Bcc  receivers is not 
visible to the recipient of the mail, but his/her ID is visible  to the Bcc receivers.

Subject: Title or the reason/objective of writing the e-mail

Salutation: The e-mail should start with a salutation such as Dear Mr. Price. It is always  good to 
address the recipient by name.

Main Body: It contains main content of the mail.
a) Opening paragraph should outline the main idea/ reason for the mail
b) Following paragraphs give relevant details.

Closing: Make a concluding statement/ suggestion -
a) Recommendations to address the issue or problem
b) Suggestions on the timeline for resolving the issue and delegating  responsibility to 

selected individuals.

Attachment
s:

Attach the required documents and give the list in the e-mail.
You can use ‘Please find attached.’ before the list of documents, to inform  the receiver 
about the attachments.

Signature 
Line:

Includes signature, name and designation of sender. It may include e-mail  address and 
telephone number for convenience of recipient.

Format of e-mail writing:



MAIL SAMPLE



Points to Remember - emails

1. Do not write the entire e-mail in capital letters. (Using capital letters 
might give an impression of  being rude or shouting at recipient.)

2. Do no use slang, abbreviations and SMS language in your e-mails
3. Highlight/underline the key points



Cover Letter

Since a cover letter is just as important as a résumé, it must be drafted 
with care. A cover letter must give the  recipient a reason to be 
interested in you. It must also explain why you are interested in the 
position and the  organisation.

Cover letters / Job applications a type of formal letter, therefore, they 
follow a similar format. Given below is a  basic outline for the cover 
letter.



1. Sender’s Address 
2. Date 
3. Designation/Name of 

Addressee
4. Address of Addressee
5. Salutation  
6. Subject
7. Content

a) Intro
b) Body 
c) Conclusion

8. Complimentary close
9. Signature

Format of Cover Letter



Resumé is a document that introduces you i.e. the applicant to your 
prospective employer which normally contains the following details 
about you :- 

1. Personal Contact details :- Name, Mobile no., email id
2. Work Experience :- Company name, designation, responsibilities 
handled, of all the organization where you have worked
3. Education :- X,XII, Degree, Certificates etc.
4. Skills :- Personal Skills & Technical Skills
5. Achievements :- Professional as well as academic

Resume /Bio data / CV



THINGS COVERED IN RESUME

 PERSONAL DETAILS (NAME, ADDRESS, DATE OF BIRTH)
 CONTACT INFORMATION (MOBILE NO. AND EMAIL ID)
 EDUCATION DETAILS 
 EXPERIENCE
 SKILLS
 PERSONAL ATTRIBUTES
 ACHIEVEMENTS
 HOBBIES, LANGUAGES KNOWN
 CONFIRMATION, DATE, PLACE, NAME



Points to be remember

 Keep the format simple
 Restrict your résumé to minimum number of pages. 
 Provide correct information. 
 Ensure there are no grammatical errors.
 Highlight your achievements instead of responsibilities.
 Unless asked for, do not mention the expected salary in the résumé.
 Highlight your achievements



RESUME SAMPLE



Different formats of resume

 Chronological Resume 

 Functional Resume 

 Combination



AGENDA OF MEETING



MINUTES OF MEETING



ACTION TAKEN REPORT



5 Simple steps to convert any Active Voice sentence into passive voice

Identify Subject, Object & Verb

Swap Subject with Object

Convert Verb into Verb (3rd form)

Use helping verb based on tense(Rules)

Add “by” before subject 



Helping Verbs Rules Based on Tenses – Summary

TENSE Active Voice Passive Voice (always 3rd form of 
verb)

Simple Present Write/writes is/am/are written

Present Continuous is/am/are writing is/am/are being written

Present Perfect Have written Have been written

Simple Past Wrote Was/were written

Past Continuous Was/were writing Was/were being written

Past Perfect Had written Had been written

Simple Future Will/shall write Will/shall be written

Future Continuous Will/shall be 
writing

Will/shall/be being written

Future Perfect Will have written Will have been written



Changing Pronoun subject

Subject in Active Subject in 
Passive

I Me

He Him

She Her

You You

They Them

It It

We Us

Who whom

I like T.V. programmes
T.V. programmes are liked by me
He likes T.V. programmes
T.V. programmes are liked by him
She likes T.V. programmes
T.V. programmes are liked by her
You likes T.V. programmes
T.V. programmes are liked by you
It likes T.V. programmes
T.V. programmes are liked by it
We likes T.V. programmes
T.V. programmes are liked by us
They Likes T.V. programmes
T.V. programmes are liked by them



PASSIVE TO ACTIVE VOICE

TENSE Passive Voice (always 3rd form of verb) Active Voice

Simple Present is/am/are written Write/writes

Present Continuous is/am/are being written is/am/are writing

Present Perfect Have been written Have written

Simple Past Was/were written Wrote

Past Continuous Was/were being written Was/were writing

Past Perfect Had been written Had written

Simple Future Will/shall be written Will/shall write

Future Continuous Will/shall/be being written Will/shall be writing

Future Perfect Will have been written Will have written



Direct & Indirect Speech

We can quote the actual words spoken by the speaker. This is called 
Direct Speech.

We may report what was said without quoting the speaker’s exact 
words. This is called Indirect or Reported Speech.



How to change Direct Speech into Indirect Speech

Normal Sentences
Imperative 
Sentences

Interrogative
Sentences

Exclamatory 
sentences



How to change Direct Speech into Indirect Speech

Normal Sentences

Remove Inverted Commas

Add word “that” 

Change tenses as per Rules

Change pronoun as per Rules

Change relative time & place as per table given



Rules for Change of Tense 

Sentence

Reporting 
Verb/Principal 

Verb
Is present

She says,

No need to change 
the tense in 

reported speech

Reporting 
Verb/Principal 

Verb
Is past

She said,

Change the tense of 
reported speech as 
per table given in 

next slide



Rules for Change of Tense 



Rules for Change of Tense 



Rules for Change of Tense 



Rules for Change of Pronoun 

When it is not described with whom we are talking :- 

The pronouns of the direct speech are generally changed from first 
person and second person to the third person in the indirect speech

Rahul says, ‘I am going to Thailand’. (Direct)
Rahul says that he is going to Thailand. (Indirect)
Priya says, ‘I will leave soon’. (Direct)
Priya says she will leave soon. (Indirect)



Rules for Change of Pronoun 

When it is described with whom we are talking, then the pronoun 
change is decided case by case basis



Change relative time & place as per table given



Changes in Modals

Direct Speech Indirect Speech Ex – Direct Ex-Indirect

Can Could He said, “I can drive a car”. He said he could drive a car.

May Might He said, "I may buy a computer" He said that he might buy a computer

Must Had to He said, "I must work hard". He said that he had to work hard.

Would Would They said, "We would apply for a visa" They said that they would apply for a 
visa

Could Could He said, "I could run faster" He said that he could run faster

Should Should He said, "I should avail the opportunity He said that he should avail the 
opportunity

Ought to Ought to He said to me, "You ought to wait for 
him"

He said to me that I ought to wait for 
him

Might Might He said, "I might avail the opportunity” He said that I might avail the 
opportunity.



How to change Direct Speech into Indirect Speech

Normal Sentences
Imperative 
Sentences

interrogative 
Sentences

Exclamatory 
sentences

ADVISE
REQUEST 

ORDER
SUGGESTION

QUESTIONS
An exclamatory 
sentence is one 
that expresses 

sudden or strong 
emotions and 

feelings



Changes for Imperative sentences

Order, Commands, advice, suggestions and requests

Examples: 
1.The master said to the servant, “Finish the work at once”. (Direct) 
1.The master ordered the servant to finish the work at once.(Indirect)
 
2. The teacher said to the student, “Please study properly”. (Direct)
2. The teacher requested the student to study properly. (Indirect)
 
3. Father said to his son, “Work hard for success in life”. (Direct) 
3. Father advised his son to work hard for success in life. (Indirect) 



Changes for Interrogative sentences

am, is, are, was,
were, do, does etc

what, whom, 
where, why, how, 

which, etc

Question changed into 
sentence

SAY – ASK
SAID – ASKED

WILL SAY – WILL ASK
Use if or whether

No Change – USE 
what, whom, 

where, why, how, 
which, etc

? is replace with full stop

IF Question starts 
with

CHANGE IN 
REPORTING VERB



Changes for Exclamatory sentences

a) Exclamatory sentences change into assertive sentences.
b) Interjections are removed.
c) Exclamation marks change into full stops.
d) ‘Wh’ words like what and when change into adjectives.
e) Changes also depend on the mood of the sentence. Refer to the table below.



Changes for Exclamatory sentences

The reporter said, “Alas! Many lives have been lost due to tsunami”. (Direct)
The reporter exclaimed sadly that many lives had been lost due to tsunami. (Indirect)

The foreigner said, “What a man Obama is!”. (Direct)
The foreigner exclaimed in wonder that Obama was a great man. (Indirect)
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