
BOARD OF SECONDARY EDUCATION RAJASTHAN, AJMER 

Revised  Syllabus for Exam 2022 

English (Compulsory) 

 Subject code-02 

The Examination Scheme for the subject is as follows— 

Paper Time (Hrs.) Marks for the Paper Sessional Total Marks 

One 3.15 80 20 100 

    

Area of Learning Marks 

Reading 

Writing 

Grammar 

Text book : Flamingo 

Supp. Book : Vistas 

15 

15 

8 

28 

14 

   

SECTION  A 

1.Reading—Passages for comprehension— 15 

 Two unseen passages (about 700-900 words in all)  

 The passages will include two of the following— 

 (a) Factual passages e.g. instructions, descriptions, reports. 

 (b) Discursive passage involving opinion e.g. argumentative, persuasive or 

interpretative text. 

 (c) Literary passage e.g. extract from fiction, drama, poetry, essay or biography. 

 The details are as under— 

Unseen Passages Testing Areas No. of words Marks Total 

Comprehension 1. Short answer type questions to 

test local, global and inferential 

comprehension, 

2. Vocabulary—such as word 

formation and inferring meaning. 

400-500 6 

 

 

3 

 

 

 

9 

Comprehension Multiple Choice Question 300-400 6 6 

SECTION B 

2. Writing 15 

 (i) One out of two short compositions—(about 80 words) 4 

  (It includes—advertisement and notices, description of arguments for or 

against a topic, accepting and declining invitations.) 

 (ii) A report on an event based on some verbal input or Translate the passage into 

Hindi—(about 100 words) 5 
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 (iii) Letter— 6 

  (one out of two based on some verbal input) 

  The letters will include the following— 

  (a) Business or Official Letters (for making enquiries, registering complaints, asking 

for and giving information, placing order and sending replies). 

  (b) Letters to the editor on various social, national and international issues. 

  (c) Application for a job including CV (Curriculum Vitae)/Resume. 

3. Grammar 8 

 1. Clauses (Noun Clauses, Adverb Clauses, Relative Clauses) 2 

 2. Synthesis 2 

 3. Phrasal Verbs (break, bring, carry, come, get, put, turn) 2 

 4. Prepositions of motion, time, space and mental attitude. 2 

 

SECTION C 

4. Text Books 42 

 Flamingo—Prose 14 
 (i) One extracts from different prose lessons included in Text Book (Approximately 100 

words each) 

  4 comprehension questions testing local and global understanding and  

2 questions on vocabulary—One testing the knowledge of similar word and the other 

testing the knowledge of opposite word. 6×1=6 

 (ii) One out of two Long Answer Type Questions based on the text to test global 

comprehension to be answered in about 80 words. 04 

 (iii) Two Short Answer Type Questions based on the lessons to be answered in about 20-25 

words. 2×2 =04 

 Flamingo—Poetry 14 
 (i) One out of two reference to context from the prescribed poems. 06 

 (ii) One out of two Long Answer Type Questions based on the text to test global 

comprehension about 80 words. 04 

 (iii) Two Short Answer Type Questions to be answered in 20-25 words. 

 2×2 =04 

 Vistas  14 
 (i) One out of two Long Answer Type Questions based on Supplementary Reader to test 

comprehension and extrapolation of theme, character and incidents about 80 words. 04 

 (ii) Two Short Answer Type Questions to be answered in about 20-25 words. 2×2 =04 

 (iii) Six Multiple Choice Questions. 6×1=06 
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Class 12  
dze 

la[;k 
Chapters included in the syllabus for the examination 2022 
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vad 
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5- 

 

1- 
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Flamingo :  

(prose) :- 

The last lesson 

lost spring 

Deep water 

The rattrap 

Indigo 

(poetry) 

My mother st sixty-six 

An elementary school 

class room in a slum 

Keeping quit 

A thing of beauty 

Aunt jennifer's tigers 

Vistas (Book) 

The third level 

The tiger king 

The enemy 

On the face of it 

Memories of childhood 
     

 

 

14 

 

 

 

 

 
 

14 

 

 

 

 

 

14 

 

 

 

 

 

 
 

Chapters Deleted in the syllabus for the examination 2022 from the 
text book  

- 

 

1- 

2- 

 

 

3- 

 

1- 

 

 

1- 

2- 

3- 

 

 

 

Book : Flamingo 

Prose; 

Poets and pancakes 

The interview 

part (i) 

part (ii) 

Going places 

poetry: 

A roadside stand 

 

Book : Vistas 

Journey to the end of the earth 

Should wizard hit mommy 

Evans tries an o-level 

 

 
 

Prescribed Books : 

 1. Flamingo—NCERT’s Book Published under Copyright 

 2. Vistas—NCERT’s Book Published under Copyright 
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BOARD OF SECONDARY EDUCATION, RAJASTHAN AJMER 

MODEL PAPER   - 2022 
CLASS – 12 

ENGLISH (COMPULSORY) 

Time :- 2 Hours 45 Min.      Marks :- 80 

 

SECTION – A 
 

Q-1.  Choose the correct alternative - 

(i)  Who is the teacher in the story – ‘The Last Lesson’ ? 

        (a) Franz   (b) Hauser 

        (c) M. Hamel  (d) Wachter     [      ]   1 

 (ii)  Mukesh wants to be a ………………. 

        (a) Doctor  (b) Teacher 

        (c) Businessman  (d) Motor Mechanic    [      ]   1 

(iii)  According to Roosevelt, “ All we have to ……..…is fear itself.” 

        (a) fear   (b) face 

        (c) fight   (d) fun      [      ]   1 

(iv)  How much money did the peddler steal from the old man’s cottage ? 

        (a) ten kronors  (b) thirty  kronors 

       (c) fifty kronors  (d) eighty  kronors    [      ]   1 

(v)  The whole world is nothing but a big …………………. 

        (a) forest   (b) rattrap 

        (c) tourist place  (d) headache     [      ]   1 

(vi)  Which medicine was available to improve the health conditions of  the people of the     

        Champaran villages ? 

        (a) castor oil  (b) quinine 

        (c) sulphur ointment (d) all of these     [      ]   1 

(vii)  The poetess compares her mother’s face to …………. 

        (a) late winter’s moon  (b) a corpse 

       (c) both (a) and (b)  (d) none of these   [      ]   1 

 

(viii)  ‘The paper – seeming boy with rat’s eyes’ means ----- The boy is ……………… 

        (a) unpleasant looking  (b) thin and weak 
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       (c) cunning   (d) sly and secretive   [      ]   1 

(ix)  Who composed the poem – ‘Keeping Quiet’ ? 

        (a) Pablo Neruda   (b) Robert Frost 

       (c) John Keats   (d) Adrienne Rich   [      ]   1 

(x)  The endless fountain of immortal drink pouring from……………….. 

        (a) the heart core   (b) the heaven’s brink  

       (c) the mountain   (d) the sky    [      ]   1 

(xi)  What kind of lady was Aunt Jennifer ? 

        (a) bold   (b) beautiful 

       (c) timid   (d) can’t say     [      ]   1 

(xii)  Alsace and Lorraine districts were occupied by …………..  

        (a) France   (b) Austria 

       (c) Poland    (d) Prussia    [      ]   1 

Q-2.  Combine the sentences using the words given in brackets - 

  (i)    The girl is coming here. She is my sister .  (who)    [      ]   1 

         ………………………………………………………… 

  (ii)    The boy is a beggar. You gave him food.  (whom)    [      ]   1 

         ………………………………………………………… 

Q-3.  Fill in the blanks by choosing words given in brackets. - 

  (i)    ………… you don’t work hard, you won’t pass.  (as / if / so)  [      ]   1 

  (ii)  He was …………. tired ………he couldn’t walk. (so-that / too-to)  [      ]   1 

  (iii) The Headmaster assured me to ……….. the issue of fees.   [      ]   1 

                                                                       (turn over / turn on)     

  (iv) What time does your father …………….. in the morning ?   [      ]   1 

                                                                       (turn up / get up)  

  (v)  What is the time ……………….. your watch ? (by / in)   [      ]   1 

  (vi) Anil is fond …………. sweets and toffees.  (of / in)    [      ]   1 
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SECTION – B 
 

Q-4.  Read the passage given below and answer the questions that follow :- 

 Delhi has grown into the city that shuns children. It is now an urban sprawl, it’s 

development model skewed in favour of motorised traffic and commercial capitalization. 

This has snatched play fields from kids with vehicles both stationary and on the move 

occupying every inch of space available, the roads and even lanes and by lanes are out of 

bounds for the little ones unlike in American and European cities, there are few public spaces 

where one can hang out. No wonder, our children spend a lot of time indoors, glued to the 

T.V., P.C. or mobile screen. It’s time, urban planning experts say, ‘to reconsider Delhi’s 

growth with the welfare of it’s children in mind.’ 

 Supreme Court Judge Kurian Joseph expressed his anguish at the shrinking playing 

space for children in Delhi. The condition of the parks in the city, he said in the letter, was a 

“serious violation of human rights of children” as it was “their right in their tender times to 

have a decent environment to play and frolic around.” 

 Kuldeep Singh, an architect and urban planner, who worked with DDA during     

1956-57 to bring out Delhi’s first master plan, explained how initially children’s needs were 

the town planner’s priority. “Space standards were set very rationally and in every 

neighbourhood, a huge open space was reserved for children which we called ‘tot-lots’.” 

 “This was the place where we thought children would get a space to play and mingle 

with each other and we kept it away from roads,” recalled Singh. However due to 

administrative reasons, the idea of ‘tot-lots’ had to be dropped and regrettably was never 

entertained again. 

 “Over the years, circumstances have changed and people are reluctant to let their 

children go out without some kind of security, as a result of which the children are now 

suffering” says Mr. Singh. Before it’s too late, Mr. Singh hopes the few open spaces for kids 

are restored and protected from vehicles looking for parking lots. Another urban planning 

expert says the first rectification Delhi’s development model needs to carry out is to ensure 

mobility of children. 

(i) What type of city Delhi grown into ?       2 

(ii) What is expressed by Kurian Joseph about Delhi ?     2 

(iii) What does Kuldeep Singh say as an urban planner ?     2 

(iv) What are tot-lots ?         2 

(v) Find the similar word for ‘correct’ and antonym for ‘separate’ from the passage. 2 

Q-5.  Read the passage given below and answer the questions that follow :- 

 While there is no denying that the world loves a winner, it is important that you 

recognise the signs of stress in your behaviour and be healthy enough to enjoy your success. 
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Stress can strike anytime, in a fashion that may leave you unaware of it’s presence in your 

life. While a certain amount of pressure is necessary for performance, it is important to be 

able to recognise your individual threshold for instance there are some individuals who 

accept competition in a healthy fashion. There are others who collapse into weeping wrecks 

before an exam or on comparing mark sheets and finding that their friend has scored better. 

 It is a body reaction to any demands or changes in its internal and external 

environment. Whenever there is a change in the external environment such as temperature 

pollutants, humidity and working conditions, it leads to stress. In these days of competition 

when a person makes up his mind to surpass what has been achieved by others leading to an 

imbalance between demands and resources, it causes psycho-social stress. It is a part and 

parcel of everyday life. 

 Stress has a different meaning depending on the stage of life you are in. The loss of a 

toy or a reprimand from the parents might create a stress shock in a child. An adolescent who 

fails an examination may feel as if everything has been lost and life has no further meaning. 

In an adult, the loss of his or her companion, job or professional failure may appear as if there 

is nothing more to be achieved. 

 Such signs appear in the attitude and behaviour of the individual as muscle tension in 

various parts of the body, palpitation and high blood pressure, indigestion, hyperacidity and 

ultimately in self destructive behaviour such as eating and drinking too much, smoking 

excessively, relying on tranquilisers, trembling, shaking, nervous blinking, dryness of throat 

and mouth and difficulty in swallowing.   

(i) What is stress ?         1 

(ii) What important thing should be recognised ?      1 

(iii) What signs appear in a stressed person ?      1 

(iv) What factors lead to stress ?       1 

(v) What is psycho-social stress ?       1 

SECTION – C 
Write the answers of the following in about 20 words :- 

Q-6.  How many dollars did Charley’s friend Sam withdraw from his account ? 1 

        (The Third Level) 

Q-7.  How old was the prince when he spoke the words clearly before the  1 

          astrologers ?        (The Tiger King) 

 

Q-8.  Why was Sadao sent to America ?  (The Enemy)    1 

Q-9.  What type of change did Mr. Lamb bring in Derry’s life ?   1 

      (The Third Level) 

Q-10.  What made Bama sad and angry ? (Memories of Childhood)   1  
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Write the answers of the following in about 30-40 words :- 

Q-11.  What did Douglas plan to save himself when he went down for the   2 

 first time in water ?    (Deep Water) 

         

Q-12.  Why did Gandhi agree to a settlement of 25% refund to the farmers ? 2 

         (Indigo) 

Q-13.  How is the ‘map’ different from the world of the slum ?    2 

    (An Elementary School Classroom in a Slum) 

 

Q-14.  What message does the poem ‘Keeping Quiet’ give us ?    2 

      (Keeping Quiet) 

 

Q-15.  What are the different things of beauty mentioned in the poem   2 

 ‘A Thing of Beauty’ ?       (A Thing of Beauty) 

 

Q-16.  What did the king resolve and why ?       2 

       (The Tiger King) 

 

Q-17.  How can you say that Sadao was a true doctor ?     2 

          (The Enemy) 

 

Q-18.  Why did Derry like secluded places ?       2 

   (On The Face Of It) 

Write the answers of the following questions in about 60-80 words :- 

Q-19.  Discuss the living conditions of Seemapuri . (Lost Spring)    3 

      

OR 

          How did Gandhiji help the peasants in Champaran ? (Indigo) 

Q-20.  How did the author become a perfect swimmer ? (Deep Water)  3 

      

OR 

          Justify the title ‘Last Lesson’.  (Last Lesson) 

Q-21.  Write the character sketch of Derry. (On The Face Of It)    3 

    

OR 

           Write about the theme of the lesson ‘Memories Of Childhood’.  

                                                                       (Memories of Childhood) 

Q-22.  How can you say that the third level was a medium of escape  3 

 for Charley ?          (The Third Level)     

OR 

           Why could Sadao not kill his enemy ?  (The Enemy) 
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SECTION – D 
Q-23.  You are looking for a one room set on rent near your school. Write an  advertisement      

            giving essential details. Don’t forget to mention the amount of rent you are ready  

             to pay .         4 

OR 

           You are Sumitra / Sumit studying in Govt. Sr. Sec. School, Jaipur. Your school is 

           organising a Debate Competition. Draft a notice as a Cultural Secretary of your school      

           student union.   

Q-24.  You are Arun / Anita studying in G.S.S.S. Jodhpur. Your school has celebrated      

            Annual Function recently. Write a report to be published in the school magazine  

             in about 100 words .        4 

OR 

            Translate the passage into Hindi : 

  The ancient Greeks considered games so important that they measured the 

time by the interval between them. It was their firm belief that a strong and healthy 

body is absolutely essential to have a sound mind. 

  At any cost they didn’t allow any interference in the games. Suppose if a war 

was going on, it would be stopped. Unluckily, in 393 AD the games were banned by 

Roman emperor Theodosius. People forgot Olympics for nearly 1500 years. Then 

came a Frenchman who restarted the games. He believed that the glory of ancient 

Greece was due to its athletic festivals.  

Q-25.  Write a job application for the post of an English Lecturer, to the Principal, Mahatma       

            Gandhi Govt. Sr. Sec. School, Ramnagar. You are Geet / Geeta, living in Jaipur.   

           4 

OR 

             Imagine you are Arun / Aruna, living at Shastri Nagar, Alwar. Write a letter to the     

             customer service manager of Shriram Electronics Pvt. Ltd. Complaining about  

             a defect in the refrigerator purchased from the store. 
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vof/k & 2 ?k.Vs 45 feuV                     iw.kkZad & 80  
 

1- mn~ns'; gsrq vadHkkj & 

Ø-l-a mn~ns'; vadHkkj izfr'kr 

1- Kku 31 39% 

2- vocks/k  23 29% 

3- vfHkO;fDr  18 22% 

4- ekSfydrk 08 10% 

;ksx %& 80 100%s 
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3- y?kwÙkjkRed  13 02 32.50% 26% 35 Min 

4- nh?kZmÙkjh; iz’u 04 03 15% 08% 40 Min 

5- fuca/kkRed 03 04 15% 06% 40 Min 

 ;ksx 50 & 100% 100% 165 Min 

             

 fodYi ;kstuk % vkUrfjd          

3- fo"k; oLrq dk vadHkkj & 

Ø-l-a fo"k; oLrq vadHkkj izfr'kr 

1 Flamingo 28 35% 
2 Vistas 17 21.25% 
3 Grammar 08 10% 
4 Notice / Advertisement 04 05% 
5 Report / Translation 04 05% 
6 Letter 04 05% 
7 Comprehension / Prose l – Factual 10 12.5% 
                                            ll - Discursive 05 6.25% 
    
 Total :- 80 100% 
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SECTION-A 

1. Reading – Passage for comprehension 

I.  Read the following passage carefully. (10 marks) 

Maharana Pratap ruled over Mewar only for 25 years. However, he accomplished so much 
grandeur during his reign that his glory surpassed the boundaries of countries and time turning him 
into an immortal personality. He, along with his kingdom, became a synonym for valour, sacrifice 
and patriotism. Mewar had been a leading Rajput kingdom even before Maharana Pratap occupied 
the throne. Kings of Mewar, with the cooperation of their nobles and subjects, had established such 
traditions in the kingdom, as augmented their magnificence, despite the hurdles of having a smaller 
area under their command and less population. There did come a few thorny occasions when the flag 
of the kingdom seemed sliding down. Their flag once again heaved high in the sky, thanks to the 
gallantry and brilliance of the people of Mewar. 

The destiny of Mewar was good in the sense that barring a few kings, most of the rulers were 
competent and patriotic. This glorious tradition of the kingdom almost continued for 1,500 years 
since its establishment, right from the reign of Bappa Rawal. In fact, only 60 years before Maharana 
Pratap, Rana Sanga drove the kingdom to the pinnacle of fame. His reputation went beyond 
Rajasthan and reached Delhi. Two generations before him, Rana Kumbha had given a new stature to 
the kingdom through victories and developmental work. During his reign, literature and art also 
progressed extraordinarily. Rana himself was inclined towards writing and his works are read with 
reverence, even today. The ambience of his kingdom was conducive to the creation of high-quality 
work of art and literature. These accomplishments were the outcome of a longstanding tradition, 
sustained by several generations. 

The life of the people of Mewar must have been peaceful and prosperous during the long 
span of time; otherwise, such extraordinary accomplishment in these fields would not have been 
possible. This is reflected in their art and literature as well as their loving nature. They compensate 
for lack of admirable physique by their firm but pleasant nature. The ambience of Mewar remains 
lovely, thanks to the cheerful and liberal character of its people. 

One may observe astonishing pieces of workmanship, not only in the forts and palaces of 
Mewar but also in public utility buildings. Ruins of many structures which are still standing tall in 
their grandeur are testimony to the fact that Mewar was not only the land of the brave but also a seat 
of art and culture. Amidst aggression and bloodshed, literature and art flourished and creative 
pursuits of literature and artists did not suffer. Imagine, how glorious the period must have been 
when the Vijaya Stambha, which is the sample of our great ancient architecture even today, was 
constructed. In the same fort, Kirti Stambha is standing high, reflecting how liberal the 
administration was, which allowed people from other communities and kingdoms to come and carry 
out construction work.  

Ans the following questions briefly. (1×10 =10 marks) 

Q. 1 Who was the earliest King of Mewar? (1) 

Ans:  The earliest king of Mewar mentioned in the passage is Bappa Rawal. 

Q. 2 What was Rana Kumbha’s contribution to the glory of Mewar? (1) 

Ans: Rana Kumbha gave new stature through victories and development work. The literature and 
art progressed. His writing is revered even today. 

Q. 3 What does the writer find worth admiration in the people of Mewar? (1) 

Ans: According to the writer, the people of Mewar are of a pleasant nature and liberal character. 
They are cheerful, gallant and brilliant. 
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Q. 4 How did art and literature flourish in Mewar? (1) 

Ans: As there was peace and prosperity in Mewar over a long period of time, so the rulers had a 
liberal attitude. They were also more inclined towards art and literature. 

Q. 5 How did the rulers show that they cared for their subjects? (1) 

Ans: The rulers cared a lot for their subjects. The nobles cooperated with the subjects. They built 
public utility buildings. People lived peacefully and had prosperous lives. They built the 
Vijaya Stambha and Kirti Stambha. 

Q. 6 How did Maharana Pratap turn into an immortal personality? (1) 

Ans:  He added a lot of grandeur to Mewar and of his valour, sacrifice and patriotism. 

Q. 7 Which is the sample of our great ancient architecture even today? (1) 

Ans: The sample of our great ancient architecture even today is Vijaya Stambha. 

Q. 8 What were the difficulties in the way of Mewar? (1) 

Ans: The difficulties in the way of Mewar was Its small area and small population. 

Q. 9 Why was Mewar lucky? (1) 

Ans: Mewar was lucky because most of its people were competent. 

Q. 10 What was the thorny occasion? (1) 

Ans: The people of Mewar showed gallantry whenever the flag of Mewar seemed to be lowered. 

 
2.  Read the following passage carefully. (10 marks) 

Swachh Bharat Mission is a massive mass movement that seeks to create a clean India by 
2019. The father of our nation, Mahatma Gandhi, always puts emphasis on cleanliness as cleanliness 
leads to a healthy and prosperous life. Keeping this in mind, the Indian government launched the 
Swachh Bharat Mission on October 2, 2014. The mission will cover all rural and urban areas. The 
urban component of the mission was implemented by the Ministry of Urban Development, and the 
rural component by the Ministry of Drinking Water and Sanitation.The programme includes the 
elimination of open defecation, conversion of unsanitary toilets to pour flush toilets, eradication of 
manual scavenging, municipal solid waste management, and bringing about a behavioural change in 
people regarding healthy sanitation practices. 

The Nirmal Bharat Abhiyan has been restructured into the Swachh Bharat Mission (Gramin). 
The mission aims to make India an open defecation-free country in five years. Under the mission, a 
huge amount will be spent for the construction of about 11 crores 11 lakh toilets in the country. 
Technology will be used on a large scale to convert waste into wealth in rural India, in the form of 
bio-fertilizer and different forms of energy. The mission is to be executed on a war footing with the 
involvement of every gram panchayat, panchayat Samiti and Zila Parishad in the country, besides 
roping in large sections of the rural population and school teachers and students in this endeavour. 

A ‘Swachh Bharat Run’ was organised at the Rashtrapati Bhavan on October 2, 2014. 
According to a statement from the Rashtrapati Bhavan, around 1,500 people participated and the 
event was flagged off by President Pranab Mukherjee. Participants in the run included officers and 
staff of the Secretariat, the President’s Bodyguard, Army Guard, and Delhi Police as well as their 
families. NIT Rourkela Ph.D. students have made a short film on Swachh Bharat which conveyed the 
message that Swachh Bharat is not a one-day event. It should be part of our life, only then we can 
achieve our goal of Swachh Bharat (Clean India).The Swachh Bharat Kosh (SBK) has been set up to 
facilitate and channelise individual philanthropic contributions and Corporate Social Responsibility 
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(CSR) funds to achieve the objective of Clean India (Swachh Bharat) by the year 2019. The Kosh 
will be used to achieve the objective of improving cleanliness levels in the rural and urban areas, 
including the schools. The allocation from the Kosh will be used to supplement and complement 
departmental resources for such activities. To incentivise contributions from individuals and 
corporate, modalities are being considered to provide tax rebates, wherever possible. 

Ans the following questions briefly. (1 × 10 = 10 marks) 

Q1   When was the Swachh Bharat Mission implemented? (1) 

Ans:  The Swachh Bharat Mission was implementedonOctober2, 2014. 

Q. 2 By which year does the mission seek to create Clean India? (1) 

Ans:  The mission seeks to create Clean India by 2019. 

Q. 3 Where was the ‘Swachh Bharat Run’ organised? (1) 

Ans:  The ‘Swachh Bharat Run’ was organised in Rashtrapati Bhavan. 

Q. 4 What has been restructured into the Swachh Bharat Mission? (1) 

Ans: ‘ Nirmal Bharat Mission’ has been restructured into the “Swachh Bharat Mission”. 

Q. 5 By whom was the rural component of the mission implemented? (1) 

Ansr:  Ministry of Drinking Water and Sanitation was the rural component of the mission 
implemented. 

Q. 6 What is the purpose of Swachh Bharat Kosh (SBK)? (1) 

Ans:  The Swachh Bharat Kosh (SBK) has been set up to facilitate and channelise individual 
philanthropic contributions and Corporate Social Responsibility (CSR) funds. 

Q. 7 What are the aims of the Swachh Bharat mission? (1) 

Ans:  Swachh Bharat Mission is to create a clean India by 2019. The mission will cover all rural 
and urban areas. 

Q. 8 What is the aim of Nirmal Bharat Abhiyan? (1) 

Ans:  Nirmal Bharat Abhiyan aims to make India an open defecation-free country in five years.  

Q. 9 How the Swachh Bharat Mission (Gramin) is to be executed.? (1) 

Ans:  The Swachh Bharat Mission (Gramin) The mission is to be executed on a war footing with 
the involvement of every gram panchayat, panchayat Samiti and Zila Parishad in the country. 

Q. 10  Why was the ‘Swachh Bharat Run’ organised? Who participated in the event? (1) 

Ans:  The ‘Swachh Bharat Run’ organised to convey the message that Swachh Bharat is not a one-
day event. It should be part of our life. Participants in the run included officers and staff of 
the Secretariat, the President’s Bodyguard, Army Guard, and Delhi Police as well as their 
families. 

3.  Read the passage given below and Ans the questions that follow. (10 marks) 

Today’s woman is a highly self-directed person, alive to the sense of her dignity and the 
importance of her functions in the private domestic domain and the public domain of the world of 
work. Women are rational in approach, careful in handling situations and want to do things as best as 
possible. The World Conference of Women had emphasized that no enduring solution of society’s 
most threatening social, economic and political problems could be found without the participation 
and empowerment of the women. The World Summit for Social Development had also emphasised 
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the pivotal role of women in eradicating poverty and mending the social fabric. The Constitution of 
India had conferred on women equal rights and opportunities political, social, educational and of 
employment with men. Because of oppressive traditions, superstitions, exploitation and corruption, a 
majority of women are not allowed to enjoy the rights and opportunities, bestowed on them. One of 
the major reasons for this state of affairs is the lack of literacy and awareness among women. 
Education is the main instrument through which we can narrow down the prevailing inequality and 
accelerate the process of economic and political change in the status of women. 

The role of women in a society is very important. Women’s education is the key to a better 
life in the future. A recent World Bank study says that educating girls is not a charity, it is good 
economics and if developing nations are to eradicate poverty, they must educate the girls. The report 
says that the economic and social returns on investment in education of the girls considerably affect 
the human development index of the nation. Society would progress only if the status of women is 
respected and the presence of an educated woman in the family would ensure education of the family 
itself. Education and empowerment of women are closely related. Women’s education has not 
received due care and attention from the planners and policymakers. The National Commission for 
Women has rightly pointed out that even after 50 years of independence, women continue to be 
treated as the single largest group of backward citizens of India. The role of women in overall 
development has not been fully understood nor has it been given its full weight in the struggle to 
eliminate poverty, hunger, injustice and inequality at the national level. Even when we are at the 
threshold of the 21st century, our society still discriminates against women in matters of their rights 
and privileges and prevents them from participating in the process of national and societal progress. 

The prevailing cultural norms of gender behaviour and the perceived domestic and 
reproductive roles of women tend to affect the education of girls. Negative attitude towards sending 
girls to schools, restrictions on their mobility, early marriage, poverty and illiteracy of parents affect 
the girl’s participation in education. Women’s political empowerment got a big boost with the 
Panchayati Raj Act of 1993 which gave them 30 per cent reservation in Village Panchayats, Block 
Samities and Zila Parishads throughout the country. The National Commission for Women was also 
set up in 1992 to act as a lobby for women’s issues. The educational system is the only institution 
which can counteract the deep foundations of inequality of sexes that are built in the minds of people 
through the socialization process. Education is the most important instrument of human resource 
development. Educational system should be used to revolutionize the traditional attitudes and 
inculcate new values of equality. 

 

Ans the following questions briefly. (2×5 =10 marks) 

Q. 1  Mention any two attributes of a modern woman.  (2) 

Ans.: The modem woman of today is a highly self-dependent person alive to the sense of her 
dignity. She is rational in her approach and handles situations carefully. 

Q. 2 Why are women’s participation and empowerment considered necessary? (2) 

Ans.: At the World Conference of Women, it was emphasized that without women’s participation 
and empowerment no enduring solution to society’s most threatening social, economic and 
political problems could be found. Also, women’s empowerment is extremely important in 
eradicating poverty and mending the social fabric. 

Q. 3 Which factors adversely affect the education of girls? (2) 

Ans.: The prevailing cultural norms of gender behaviour and the perceived domestic and 
reproductive roles of women tend to adversely affect the education of girls. Restrictions on 
the mobility of girls, early marriage of girls, poverty and illiteracy of parents affect the girl’s 
participation in education. 
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Q. 4  What benefits did the women get with the enactment of the Panchayati Raj Act of 1993?  (2) 

Ans.: Women’s political empowerment got a major boost with the Panchayati Raj Act of 1993 
which gave them 30 per cent reservation in Village Panchayats, Block Samities and Zila 
Parishads throughout the country. 

Q. 5  By what process can we remove the sense of inequality of sexes from the minds of the 
people?  (2) 

Ans.: The sense of inequality of sexes can be removed from the minds of the people only through 
the process of education. 

 

4.  Read the passage given below and Ans the questions that follow. (10 marks) 

While there is no denying that the world loves a winner, it is important that you recognize the 
signs, of stress in your behaviour and be healthy enough to enjoy your success. Stress can strike 
anytime, in a fashion that may leave you unaware of its presence in your life. While a certain amount 
of pressure is necessary for performance, it is important to be able to recognize your individual limit. 
For instance, there are some individuals who accept competition in a healthy fashion. There are 
others who collapseinto weeping wrecks before an exam or on comparing marks sheets and finding 
that their friend has scored better.Stress is a body reaction to any demands or changes in its internal 
and external environment. Whenever there is a change in the external environment such as 
temperature, pollutants, humidity and working conditions, it leads to stress. In these days of 
competition when a person makes up his mind to surpass what has been achieved by others, leading 
to an imbalance between demands and resources, it causes psychosocial stress. It is a part and parcel 
of everyday life. 

Such signs appear in the attitude and behaviour of the individual, as muscle tension in various 
parts of the body, palpitation and high blood pressure, indigestion and hyperacidity. Ultimately the 
result is self-destructive behaviour such as eating and drinking too much, smoking excessively, 
relying on tranquilisers. There are other signs of stress such as trembling, shaking, nervous blinking, 
dryness of throat and mouth and difficulty in swallowing.In a study sponsored by World Health 
Organization and carried out by Harvard School of Public Health, the global burden of diseases and 
injury indicated that stress diseases and accidents are going to be the major killers in 2020.The heart 
disease and depression both stress diseases are going to rank first and second in 2020. Road traffic 
accidents are going to be the third-largest killers. These accidents are also an indicator of 
psychosocial stress in a fast-moving society. Other stress diseases like ulcers, hypertension and 
sleeplessness have assumed epidemic proportions in modern societies. 

A person under stress reacts in different ways and the common ones are flight, fight and flee 
depending upon the nature of the stress and capabilities of the person. The three responses can be 
elegantly chosen to cope with the stress so that stress does not damage the system and become 
distressed.When stress crosses the limit, peculiar to an individual, it lowers his performance capacity. 
Frequent crossings of the limit may result in chronic fatigue in which a person feels lethargic, 
disinterested and is not easily motivated to achieve anything. This may make the person mentally 
undecided, confused and accident-prone as well. Sudden exposure of unnerving stress may also 
result in a loss of memory. Diet, massage, food supplements, herbal medicines, hobbies, relaxation 
techniques and dance movements are excellent stress busters. 

Ans the following questions briefly. (2×5 =10 marks) 

Q 1 What is stress? What factors lead to stress?   (2) 

Ans: Stress is a body reaction to any demands or changes in its external and internal environment. 
A change in the external environments such as temperature, pollutants, humidity and working 
conditions lead to stress. 
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Q 2 What are the signs by which a person can know that he is under stress?   (2) 

Ans: Certain signs appear in the attitude and behaviour of an individual under stress. These include 
muscle tension in various body parts, palpitation, high blood pressure, indigestion and 
hyperacidity. Other stress-related signs are trembling, shaking, nervous blinking, dryness of 
throat and mouth and difficulty in swallowing. 

Q 3 What are the different diseases a person gets due to stress?   (2) 

Ans: heart disease and depression are the two major stress-related diseases. Other stress diseases 
include ulcers, hypertension and sleeplessness. 

Q 4: Give any two examples of stress busters.   (2) 

Ans: Herbal medicines and relaxation techniques are two examples of stress busters. 

Q 5: How does a person react under stress?   (2) 

Ans: A person under stress reacts in different ways, the most common ones being flight, fight and 
flee depending upon the nature of the stress and capabilities of a person. 

 

5.  Read the passage given below and Ans the questions that follow. (10 marks) 

Too many parents these days can’t say no. As a result, they find themselves raising ‘children’ 
who respond greedily to the advertisements aimed right at them. Even getting what they want doesn’t 
satisfy some kids; they only want more. Now, a growing number of psychologists, educators and 
parents think it’s time to stop the madness and start teaching kids about what’s really important: 
values like hard work, contentment, honesty and compassion. The struggle to set limits has never 
been tougher—and the stakes have never been higher. One recent study of adults who were 
overindulged as children, paints a discouraging picture of their future: when given too much too 
soon, they grow up to be adults who have difficulty coping with life’s disappointments. They also 
have distorted sense of entitlement that gets in the way of success in the work place and in 
relationships. 

Psychologists say that parents who overindulge their kids, set them up to be more vulnerable 
to future anxiety and depression. Today’s parents themselves raised on values of thrift and self-
sacrifice, grew up in a culture where ‘no’ was a household word. Today’s kids want much more, 
partly because there is so much more to want. The oldest members of this generation were born in 
the late 1980s, just as PCs and video games were making their assault’ on the family room. They 
think of MP3 players and flat screen TV as essential utilities, and they have developed strategies to 
get them. One survey of teenagers found that when they crave for something new, most expect to ask 
nine times before their parents give in. By every measure, parents are shelling out record amounts. In 
the heat of this buying blitz, even parents who desperately need to say no find themselves reaching 
for their credit cards. 

Today’s parents aren’t equipped to deal with the problem. Many of them, raised in the 1960s 
and 70s, swore they’d act differently from their parents and have closer relationships with their own 
children. Many even wear the same designer clothes as their kids and listen to the same music. And 
they work more hours; at the end of a long week, it’s tempting to buy peace with ‘yes’ and not mar 
precious family time with conflict. Anxiety about the future is another factor. How do well 
intentioned parents say no to all the sports gear and arts and language lessons they believe will help 
their kids thrive in an increasingly competitive world? Experts agree: too much love won’t spoil a 
child. Too few limits will. 

What parents need to find, is a balance between the advantages of an affluent society and the 
critical life lessons that come from waiting, saving and working hard to achieve goals. That search 

www.teachergyan.com www.rajteacher.in



 

 

for balance has to start early. Children need limits on their behaviour because they feel better and 
more secure when they live within a secured structure. Older children learn self
how others, especially parents act. Learning how to overcome challenges is essential to becoming a 
successful adult. Few parents ask kids to do chores. They think their kids are already overburdened 
by social and academic pressures. Every individual can be of s
beyond one’s own immediate happiness. That means parents eager to teach values have to take a 
long, hard look at their own. 

Questions: 
A. Choose the most appropriate option: (1x10 =10 marks)

Q. 1  What do the psychologists, educators and parents want to teach the children?

Ans: To teach them about the values of life like hard work, contentment, honesty and compassion.

Q. 2: What is essential to become a successful adult?

Ans: Learn how to overcome chall

Q. 3: Why do children need limits on their behaviour when they live within a secured structure?

Ans: They feel more secure and better.

Q. 4: What is the drawback of giving children too much too soon?

Ans: They fail to cope with life’s disappo

Q. 5:  What values do parents and teachers want children to learn?

Ans: Parents and teachers want to inculcate the values of life like honesty, hard work and 
contentment among children.

Q. 6: What are the results of giving t

Ans: When children are given too much too soon, they grow up to be adults who have difficulty in 
coping with the disappointments of life. Such children may develop distorted sense of 
entitlement that comes in the way of s

Q. 7: Why do today’s children want more?

Ans: Today’s children want much more partly because there is so much more to want. They crave 
for something new. They consider even luxurious items as essential commod

Q. 8: What is the balance which the parents need to have in today’s world?

Ans: Parents need to find a balance between the advantages of an affluent society and the critical 
lessons of life that come from waiting, saving and working hard to achi
world. 

Q. 9: What is the necessity to set limits for children?

Ans: Children need limits on their behaviours because they feel better and more secure when they 
live within a secured structure.

Q. 10: How do older children learn sel

Ans: Older children learn self

 

for balance has to start early. Children need limits on their behaviour because they feel better and 
more secure when they live within a secured structure. Older children learn self

thers, especially parents act. Learning how to overcome challenges is essential to becoming a 
successful adult. Few parents ask kids to do chores. They think their kids are already overburdened 
by social and academic pressures. Every individual can be of service to others, and life has meaning 
beyond one’s own immediate happiness. That means parents eager to teach values have to take a 

A. Choose the most appropriate option: (1x10 =10 marks) 

psychologists, educators and parents want to teach the children?

To teach them about the values of life like hard work, contentment, honesty and compassion.

What is essential to become a successful adult? 

Learn how to overcome challenges 

Why do children need limits on their behaviour when they live within a secured structure?

They feel more secure and better. 

What is the drawback of giving children too much too soon? 

They fail to cope with life’s disappointments when they grow up. 

What values do parents and teachers want children to learn? 

Parents and teachers want to inculcate the values of life like honesty, hard work and 
contentment among children. 

What are the results of giving the children too much too soon? 

When children are given too much too soon, they grow up to be adults who have difficulty in 
coping with the disappointments of life. Such children may develop distorted sense of 
entitlement that comes in the way of success in the work place and relationships.

Why do today’s children want more? 

Today’s children want much more partly because there is so much more to want. They crave 
for something new. They consider even luxurious items as essential commod

What is the balance which the parents need to have in today’s world?

Parents need to find a balance between the advantages of an affluent society and the critical 
lessons of life that come from waiting, saving and working hard to achi

What is the necessity to set limits for children? 

Children need limits on their behaviours because they feel better and more secure when they 
live within a secured structure. 

How do older children learn self-control? 

Older children learn self-control by watching how others, especially parents act.
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for balance has to start early. Children need limits on their behaviour because they feel better and 
more secure when they live within a secured structure. Older children learn self-control by watching 

thers, especially parents act. Learning how to overcome challenges is essential to becoming a 
successful adult. Few parents ask kids to do chores. They think their kids are already overburdened 

ervice to others, and life has meaning 
beyond one’s own immediate happiness. That means parents eager to teach values have to take a 

 

psychologists, educators and parents want to teach the children? (1) 

To teach them about the values of life like hard work, contentment, honesty and compassion. 

 (1) 

Why do children need limits on their behaviour when they live within a secured structure? (1) 

 (1) 

 (1) 

Parents and teachers want to inculcate the values of life like honesty, hard work and 

 (1) 

When children are given too much too soon, they grow up to be adults who have difficulty in 
coping with the disappointments of life. Such children may develop distorted sense of 

uccess in the work place and relationships. 

 (1) 

Today’s children want much more partly because there is so much more to want. They crave 
for something new. They consider even luxurious items as essential commodities. 

What is the balance which the parents need to have in today’s world? (1) 

Parents need to find a balance between the advantages of an affluent society and the critical 
lessons of life that come from waiting, saving and working hard to achieve goals in today’s 

 (1) 

Children need limits on their behaviours because they feel better and more secure when they 

 (1) 

control by watching how others, especially parents act. 
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6.  Read the passage given below and Ans the questions that follow. (5 marks) 

The idea that coffee is bad for heart pops up periodically. It was found that regularly drinking 
very strong coffee could sharply increase cholesterol levels. Researchers even isolated fatlike 
chemicals, cafestol and kahweol, responsible for the rise. It turned out that the European brewing 
method—boiling water sits on the coffee grounds for several minutes before straining – produces 
high concentrations of cafestol and kahweol. By contrast, the filter and percolation methods remove 
all but a trace of these chemicals. Moreover, the studies involved large amounts of coffee—five to 
six cups a day. Moderate coffee drinkers down only two cups. 

Research has also shown that regular, moderate coffee drinking does not dangerously raise 
blood pressure. And studies have failed to substantiate fears that coffee might trigger abnormal heart 
rhythms (arrhythmias) in healthy people. “For heart disease, I think the issue is closed,” says Meir 
Stampfer, an epidemiologist at Harvard who has studied many aspects of coffee and health. “Coffee 
drinking at reasonable levels is unrelated to heart risk.” Evidence suggests that coffee may help fend 
off Parkinson’s disease. A 30-year study of 8000 Japanese-American men found that avid coffee 
drinkers had one-fifth the risk of those who didn’t drink the brew. 

Scientists at Massachusetts General Hospital, USA, found indirect evidence that Caffeine- the 
habit-forming stimulant in coffee – may actually combat Parkinson’s disease. The caffeine seemed to 
protect mice brain cells from depletion of the nerve chemical dopamine – the problem underlying 
Parkinson’s disease in humans. However, these are preliminary findings; human studies have- not 
consistently supported caffeine’s protective role. The studies on coffee and cancer have focussed on 
three organs – and are reassuring. You may remember a brief coffee scare in the early 1980s when a 
single study linked coffee with pancreatic cancer. A false alarm: Many studies since then have shown 
that the association is either extremely weak or non-existent. 

 

Questions: 

Ans the following questions briefly: (1x 5=5) 

Q. 1: In what respect does coffee harm human heart? How? 

Ans: Drinking very strong coffee could sharply increase cholesterol levels. Fatlike chemicals—
cafestol and kahweol are responsible for the rise. 

Q. 2: What is the finding of latest researches about coffee and human heart? 

Ans: European brewing method produces high concentrations of cafestol and kahweol. The filter 
and percolation methods almost remove the chemicals. Regular, moderate drinking of coffee 
neither raises blood pressure nor causes abnormal heart rhythms. 

Q. 3: What problem causes Parkinson’s disease? What is the role of coffee in this respect? 

Ans: Depletion of the nerve chemical dopamine in nerve cells causes the disease. Caffeine seemed 
to protect mice brain cells effectively. Caffeine’s protective role for humans is yet to be 
established. 
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Q. 4: Name the three types of cancer listed in the passage.

Ans:  (i) pancreatic cancer, (ii)

Q. 5:  ‘Caffeine is a powerful stimulant’. What are the positive and negative eff

Ans: (i) Advantages: boosts endurance, increases alertness and improves mood.
(ii) Disadvantages: restlessness and sleeplessness on drinking more than usual
becoming addicts and physically dependent.

7.  Read the passage given below and 

Many of the underdeveloped countries will promote the growth of their economies in one 
way or the other, no matter whether they receive substantial outside aid in the process or not. The 
character of that development, however, is likely to be strongly influenced by the types of and 
amounts of aid available. The outcome is much more likely to be favourable, from the standpoint of 
the objectives for successful development set up previously, if there is su
than if there is not. 

By substantial aid I mean not only large amounts of technical assistance but also of capital. 
Initially, the capacity of an underdeveloped country to use capital productively may be surprisingly 
small, limited by lack of organisation, trained personnel and other social obstacles. At this stage 
technical assistance is the main need from outside, with comparatively small amounts of capital, 
much of which may have to be in the form of grants for non
health, access to roads in rural areas, and the like, if, at this stage, substantial capital is available from 
outside to supplement what can be formed internally (and to simulate internal capital formation, for it 
does that too) the rate of economic growth can be consistently increased, and the strains and 
frustrations and political risks of the development are likely to be considerably less.
It is possible for underdeveloped economies to modernise themselves with very little 
outside. Japan imports of capital were small though some of it came at crucial times. The 
contribution of foreign direct investments to the advancement of technical know
greater than would be indicated merely by the size of the in
its economy with practically no aid from foreign investment capital except for the foreign owned 
installations confiscated after the revolution, though it imported machinery in the early days on short 
term or immediate term credits and hired services of foreign experts.

Both Japan and Russia achieved their development in an authoritarian political and social 
framework. The outcome in both cases from standpoint of the peace in the world and democratic 
ideals, was highly unfavourable.

In the absence of outside aid, the only way to accumulate capital, is to increase production 
without taking much of the benefit in more consumption or even while pushing consumption 
standards down. Where the people are already near the 
hardship. Somehow the people must be motivated to change their accustomed ways quickly, to work 
hard and to forgo present consumption so that capital investment can be made.

 
Questions: 

Ans the following questions b

Q. 1: How does the availability of substantial capital help?

Name the three types of cancer listed in the passage. 

pancreatic cancer, (ii) bladder cancer, (iii) colon cancer 

‘Caffeine is a powerful stimulant’. What are the positive and negative eff

boosts endurance, increases alertness and improves mood.
restlessness and sleeplessness on drinking more than usual

becoming addicts and physically dependent. 

ven below and Ans the questions that follow. (5 marks)

Many of the underdeveloped countries will promote the growth of their economies in one 
way or the other, no matter whether they receive substantial outside aid in the process or not. The 

hat development, however, is likely to be strongly influenced by the types of and 
amounts of aid available. The outcome is much more likely to be favourable, from the standpoint of 
the objectives for successful development set up previously, if there is su

By substantial aid I mean not only large amounts of technical assistance but also of capital. 
Initially, the capacity of an underdeveloped country to use capital productively may be surprisingly 

ted by lack of organisation, trained personnel and other social obstacles. At this stage 
technical assistance is the main need from outside, with comparatively small amounts of capital, 
much of which may have to be in the form of grants for non-self-liquidating projects, in education, 
health, access to roads in rural areas, and the like, if, at this stage, substantial capital is available from 
outside to supplement what can be formed internally (and to simulate internal capital formation, for it 

oo) the rate of economic growth can be consistently increased, and the strains and 
frustrations and political risks of the development are likely to be considerably less.
It is possible for underdeveloped economies to modernise themselves with very little 
outside. Japan imports of capital were small though some of it came at crucial times. The 
contribution of foreign direct investments to the advancement of technical know
greater than would be indicated merely by the size of the investment. The Soviet Union industrialised 
its economy with practically no aid from foreign investment capital except for the foreign owned 
installations confiscated after the revolution, though it imported machinery in the early days on short 

iate term credits and hired services of foreign experts. 

Both Japan and Russia achieved their development in an authoritarian political and social 
framework. The outcome in both cases from standpoint of the peace in the world and democratic 

hly unfavourable. 

In the absence of outside aid, the only way to accumulate capital, is to increase production 
without taking much of the benefit in more consumption or even while pushing consumption 
standards down. Where the people are already near the subsistence level this may mean extreme 
hardship. Somehow the people must be motivated to change their accustomed ways quickly, to work 
hard and to forgo present consumption so that capital investment can be made.

the following questions briefly: (1x5=5) 

How does the availability of substantial capital help? 

9 

‘Caffeine is a powerful stimulant’. What are the positive and negative effects of Caffeine? 

boosts endurance, increases alertness and improves mood. 
restlessness and sleeplessness on drinking more than usual-possibility of 

the questions that follow. (5 marks) 

Many of the underdeveloped countries will promote the growth of their economies in one 
way or the other, no matter whether they receive substantial outside aid in the process or not. The 

hat development, however, is likely to be strongly influenced by the types of and 
amounts of aid available. The outcome is much more likely to be favourable, from the standpoint of 
the objectives for successful development set up previously, if there is substantial international aid 

By substantial aid I mean not only large amounts of technical assistance but also of capital. 
Initially, the capacity of an underdeveloped country to use capital productively may be surprisingly 

ted by lack of organisation, trained personnel and other social obstacles. At this stage 
technical assistance is the main need from outside, with comparatively small amounts of capital, 

ating projects, in education, 
health, access to roads in rural areas, and the like, if, at this stage, substantial capital is available from 
outside to supplement what can be formed internally (and to simulate internal capital formation, for it 

oo) the rate of economic growth can be consistently increased, and the strains and 
frustrations and political risks of the development are likely to be considerably less. 
It is possible for underdeveloped economies to modernise themselves with very little capital from 
outside. Japan imports of capital were small though some of it came at crucial times. The 
contribution of foreign direct investments to the advancement of technical know-how also was 

vestment. The Soviet Union industrialised 
its economy with practically no aid from foreign investment capital except for the foreign owned 
installations confiscated after the revolution, though it imported machinery in the early days on short 

Both Japan and Russia achieved their development in an authoritarian political and social 
framework. The outcome in both cases from standpoint of the peace in the world and democratic 

In the absence of outside aid, the only way to accumulate capital, is to increase production 
without taking much of the benefit in more consumption or even while pushing consumption 

subsistence level this may mean extreme 
hardship. Somehow the people must be motivated to change their accustomed ways quickly, to work 
hard and to forgo present consumption so that capital investment can be made. 

 (1) 
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Ans: The availability of substantial capital gives a nation a great opportunity to develop its 
infrastructure. 

Q. 2: How can a nation accumulate capital if it does not get outside aid? (1) 

Ans: The nation should increase production without taking much of the benefit in more 
consumption. 

Q. 3: How did Japan and Russia become developed? (1) 

Ans: Japan and Russia achieved their development in an authoritarian political and social 
framework. 

Q. 4: What problems does an underdeveloped country face? (1) 

Ans: An underdeveloped country faces the problems of lack of organisation and trained personnel. 

Q. 5: What should an underdeveloped nation do to minimise risk? (1) 

Ans: The nation should try to increase the economic growth in order to minimise risk. 

8.  Read the passage given below and Ans the questions that follow. (5 marks) 

Among the natural resources which can be called upon in national plans for development, 
possibly the most important is human labour. Since the English language suffers from a certain 
weakness in its ability to describe groups composed of both male and female members, this is 
usually described as “manpower”.  Without a productive labour force, including effective leadership 
and intelligent middle management, no amount of foreign assistance or of natural wealth can ensure 
successful development and modernisation. 

The manpower for development during the next quarter century will come from the world’s 
present population of infants, children and adolescents. But we are not sure that they, will be equal to 
the task. Will they have the health, the education, the skills, the sociocultural attitudes essential for 
the responsibilities of development? 

For far too many of them the Ans is no. The reason is basic. A child’s most critical years, 
with regard to physical, intellectual, social and emotional development, are those before he reaches 
five years of age. During those critical formative years, he is cared for almost exclusively by his 
mother and in many parts of the world the mother may not have the capacity to raise a superior child. 
She is incapable of doing so by reason of her own poor health, her ignorance and her lack of status 
and recognition of social and legal rights, of economic parity of independence. One essential factor 
has been overlooked or ignored. The forgotten factor is the role of women. Development will be 
handicapped as long as women remain second-class citizens, uneducated, without any voice in 
family or community, decisions without legal or economic status, married when they are still 
practically children, and henceforth producing one baby after another, often to see half of them die 
before they are of school age. 

We can enhance development by improving “women power”, by giving women the’ 
opportunity to develop themselves. Statistics show that the average family size increases in inverse 
ratio to the mother’s years of education—is lowest among college graduates, highest among those 
with only primary school training, or no education. Malnutrition is most frequent in large families, 
and increases in frequency with each additional sibling. The principle seems established that an 
educated mother has healthier and more intelligent children, and that this is related to the fact that 
she has fewer children. The tendency of. educated, upper class mothers to have fewer children 
operates even without access to contraceptive services. 

The educational level of women is significant also because it has a direct influence upon their 
chances of employment, and the number of employed women in a country’s total labour force has a 
direct bearing on both the Gross National Product and the disposable income of the individual 
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family. Disposable income, especially in the hands of women, influences food purchasing and 
therefore the nutritional status of the family. The fact [ that the additional income derives from the 
paid employment of women provides a logical incentive to restrict the size of the family. 

Ans the following questions briefly: (1x5=5) 

Q. 1: What will be the source of the manpower development during the next quarter century? (1) 

Ans: The manpower development during the next quarter century will come from the world’s 
present population of infants, children and adolescents. 

Q. 2: During which period is the child growth maximum? (1) 

Ans: The child grows maximum before he attains the age of five. 

Q. 3: Why can’t the first teacher be effective in some of tire regions of India? (1) 

Ans: The first teacher remains ineffective because of ignorance, poor health, lack of respect and 
recognition. 

Q. 4: What will happen to development if the womenfolk are neglected? (1) 

Ans: There will be no growth and everything will stagnate. 

Q. 5:  How can we accelerate the rate of progress? (1) 

Ans: The rate of progress may be accelerated by educating the womenfolk. 
 

9.  Read the passage given below and Ans the questions that follow. (5 marks) 

We often come across situations and incidents, which appear quite contradictory to the 
known laws of Nature, creating doubts about the impartiality of divine justice. For instance, an 
honest, duty-conscious, morally elevated person is often seen caught in adversities in one form or the 
other or is suddenly struck with a great misfortune in life as though he/she were being punished by 
God for a great sin. 

On the other hand, we find persons engaged in the worst types of corrupt practices living in 
peace and prosperity. An idler wins a jackpot or inherits a fortune from unexpected quarters, whereas 
a hard-working intelligent person is found suffering endlessly for want of basic necessities. One 
person achieves great success with little effort, whereas another does not succeed in spite of his best 
efforts. Such phenomena are popularly ascribed to the role of fate. 

Unprecedented natural calamities like famine, epidemics, tornadoes and floods, damage by 
lightning and earthquakes and untimely death are also commonly attributed to the will of God and 
called predestined. Such unexpected happenings as financial loss, accidents, sudden mental/ physical 
disability and physical separation from a dear one are also attributed to fate.Such unexpected 
adversities are rare, but they do occur in life. 

At times, they leave such deep imprints on the psyche, that it is not possible to ignore them. 
Those who are not familiar with the mysteries of divine justice become very much perplexed by such 
experiences and form prejudiced opinions, which, in some form or the other, hinder their mental and 
spiritual progress. Many become resentful towards God, blame and abuse Him for favouritism and 
injustice: A few even become atheists, considering the futility of worshipping God who does not 
respond to prayer in distress, despite’ their prolonged adherence to religiosity.Then there is a class of 
devotees who serve the saints and worship deities in expectation of some material gains. However, if 
they are visited with some failure, unfavourable circumstances, or mishap coincidentally, their 
adoration changes to contempt of disbelief. 

There are quite a few believers in this world who correlate people, places and things with 
good and bad luck. Such superstitions have caused extreme miseries to innocent persons. The root 
cause for such irrational behaviour is the belief that whatever comes to pass is predestined by God 
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and the beings created by him have absolutely no role in shaping their own destiny.Quite a few 
persons in this world forsake their responsibility in the mistaken belief that the gain and loss being 
predestined, there is no necessity of personal effort. 

(Difficult words: impartiality = भेदभाव का अभाव। elevated = उ च, बुलंद। adversities = वपदाएँ। 
fortune = धन-स पि त। phenomena = घटनाएँ। ascribe = मढ़ना। unprecedented = अभूतपूव। famine = 

अकाल। epidemics = महामा रयाँ। tornadoes = बवंडर, तूफान। untimely = असाम यक। attributed = आरो पत 

कया। will = इ छा। predestined = पूव नधा रत। imprint = छाप छोड़ना। psyche = मानस। perplexed = ह का-

ब का। prejudiced = पूवा हत। hinder = अड़चन डालना। resentful = नाराज। atheists = नाि तक। 
superstitions= अंध व वास ।) 

Ans the following questions briefly: (1x5=5) 

Q. 1: What is a mistaken belief? 

Ans: That gain and loss being predestined, there is no necessity of personal effort, is a mistaken 
belief. 

Q. 2: When do we doubt about the impartiality of divine justice? 

Ans: We doubt about the impartiality of divine justice when we come across a situation and 
incidents which appear quite contradictory to the known laws of nature 

Q. 3: Give an example of phenomena ascribed to the role of fate. 

Ans: Winning a jackpot by an idler is an example of phenomena ascribed to the role of fate. 

Q. 4: How is an intelligent person sometimes seen living? 

Ans: An intelligent person is sometimes seen suffering endlessly for want of basic necessities. 

Q. 5: Name a few natural calamities? 

Ans: Famine, epidemics, tornadoes, floods, lightning and earthquakes are a few natural calamities. 

 

10.  Read the passage given below and Ans the questions that follow.  (5 marks) 

Every moment of life is precious. Time is the essence of life. It is the wealth given to us by 
Nature. Every day all of us get 24 hours; nothing less, nothing more. Now, it is up to us how we use 
it. People who know how to make the best use of every moment easily open the doors of success in 
their lives and those who misuse time get failures one after the other. There is a saying that, “Spent 
time and spent words cannot come back.” Everybody is tied by the limits of time; even God respects 
the boundaries of time. 

Work wins appreciation only when it gets completed in a requisite time frame. Beyond the 
time allotted, work loses all its utility however good may have been its quality. Just as the falling of 
rains after the crops have dried up have no use; likewise, when the time is past the deadline, the work 
loses its importance and value. 

When iron is hot it can be cast into whichever shape we want. Once it gets cold nothing can 
be made out of it, however, much we may beat the same. In the same way, a person who has learnt to 
wisely use his time and has understood how to cast himself according to the need of the time has 
actually learnt the true mantra of life. 
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Shakespeare wrote in one of his plays, “I wasted time, and now doth time waste me.” It is 
true that a person who wastes even a little bit of time loses wonderful opportunities that he could 
have otherwise availed of by utilizing that time. All the great leaders have one thing in common. 

They wisely utilize every moment of their time. When other people are busy wasting time in 
laziness, great men are busy in making plans for the future. There is no person in history who wasted 
his time and still managed to achieve greatness. 

Therefore, there is a great need to manage time wisely. “Careful Time Management” refers to 
the careful planning of time and sincere execution of this plan. 

This is the only mantra to attain success in any endeavour. A simple change in outlook and 
some modification in one’s daily routine can result in a big jump forward towards greater 
achievements. 

(Difficult words: precious = क मती। essence = सार। appreciation = शंसा। requisite = अपे त। 
beyond = से परे। utility = उपयो गता। crop = फसल। likewise = इसी तरह से। deadline = अं तम त थ। doth= 

करता है। sincere = गंभीर। execution = स पादन। endeavour = यास। outlook = ि टकोण। modification = 

सुधार।) 

Q. 1: What is the essence of life? (1) 

Ans: Time is the essence of life. 

Q. 2: What kind of work loses its utility? (1) 

Ans: The work which is completed beyond the time allotted loses its utility. 

Q. 3: What is needed for careful time management? (1) 

Ans: Careful planning of time and sincere execution of this plan is needed for careful time 
management. 

Q. 4: What kind of people opens the doors of success of their life? (1) 

Ans: The people who know how to make the best use of every moment open the doors of success. 

Q. 5: When does the work lose its importance and value? (1) 

Ans: When time passes the deadline, the work loses its importance and value. 
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SECTION-B 

Writing 

Advertise Drafting, Notice Drafting,  

Report Writing, Applications for Job Including CV/Resume,  

(iii)   Letter Writing Official Letters 

ADVERTISE DRAFTING 

Q. 1: You are Mukku of 12, Ananda Nagar, Udaipur. You want an English teacher for your brother 
who is a class 12 student. Draft a suitable advertisement in not more than 50 words stating 
your requirements. 

Ans:  

Wanted 

An experienced English teacher as a private tutor for class 12 standard student. Candidate should 
have at least 10-year experience of teaching an English teacher in a public school. He should be a 
strict disciplinarian to be able to deal with the student on a stern note. Remuneration no constraint 
for the right candidate. Apply with complete details to Mukku of Ananda Nagar, Udaipur. 

Q. 2: You want to sell your newly built flat. Draft a suitable advertisement in not more than 50 
words to be inserted in the classified columns of ‘The Times’ giving all necessary details. 
You are Dinesh 1, “ANANDAVRISTI” Malviya Nagar-Ajmer.  

Ans: 

New flat for sale 

Newly built, ideally located flat for sale on M.G. Road. Two bedrooms with attached toilets, huge 
drawing-cum-dining and servant room, spacious and well-lit. Barely 10-minute drive from the 
airport. In close vicinity of reputed schools and multi-speciality hospital. Expected price? 25 lacs. 

Contact-Dinesh 1, “ANANDAVRISTI” Malviya Nagar-Ajmer. 

Q. 3: You are General Manager of Ivy Software Solutions, Agra Cantt, Agra. You need a software 
engineer for your organisation. Draft an advertisement in not more than 50 words to be 
published in ‘Patrika’ under the classified columns.    

Ans: 

Situation Vacant 

Wanted software engineer for Ivy Software Solutions, a leading name in computers. Candidate 
should possess a Master’s Degree in Computer Software Programming and at least 3-year 
experience with a known computer concern. Remuneration no constraint for suitable candidate. 
Apply with detailed resume within ten days to General Manager, Ivy Software Solutions, Agra 
Cantt, Agra. 
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Q.4: You are the General Manager of E.V.L. Company which requires posh bungalows in 
company lease, as guest houses. Draft an advertisement in not more than 50 words under 
classified columns to be published in ‘The Express’. 

Ans:  

Accommodation Required 

EVL Company requires posh bungalows to be used as guest houses by their executives and 
guests. Accommodation in a centrally located, posh area, with power back-up facility and 
uninterrupted water supply is a must. Close proximity to the market will be preferred. Owners 
please contact: General Manager, EVL Company, Jaipur. 

Q. 5: Your younger brother aged 5 has been missing for the last three days. Draft an advertisement 
in not more than 50 words for the Missing Persons column of a local newspaper. You are Nayan. 
Contact number 931070001.  

Ans: 

Missing Person 

General Public is hereby informed about the missing of a 5-year-old boy from Central Park in 
Connaught Place three days ago. The child responds to the name ‘Monu’, is fair complexioned 
and was wearing a red shirt and denim shorts. Anyone knowing anything about his whereabouts 
please contact: Nayan, contact no. 931070000. A cash prize of? 50,000 for the finder. 

Q. 6:  You are Ananda, a student of Class XII, Mahatma Gandhi Government School-Bhinder. You 
are interested in giving tuition in English Language to one or two students of class VIII. Draft 
an advertisement in not more than 50 words for a local newspaper.  

Ans:  

English Tuition Available 

Tuition of English Language is available for students of class VIII. Not more than two students 
will be taught five days a week (Mon. to Fri.) between 4.30 pm to 6 pm. Assurance of good 
result. Those interested may please contact: Ananda, student of Class XII at Mahatma Gandhi 
Government School-Bhinder. 

Q. 7: You are Umesh, a visually challenged person, running a telephone booth in the Central 
Market, Chittorgarh. Give a suitable advertisement in not more than 50 words for a telephone 
operator in ‘Situation Vacant’ column of “Navjyoti”, offering attractive remuneration. 

Ans: 

Situation Vacant Telephone 

Operator required for a telephone booth, run by a visually challenged man, in the Central Market, 
Chittorgarh. The person must be fluent in Hindi and English. Work timings: 12 p.m. to 9 p.m. 
(Monday to Saturday). Remuneration no constraint for suitable candidate. Contact: Umesh, 
98181828 (between 3-5 p.m.) 
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Q. 8: You want to rent out your newly constructed flat in the heart of the city. Draft an 
advertisement in not more than 50 words to be published in ‘Pratkal’, Banswara under 
classified columns. Give all the necessary details. You are Manish of Suraj pole, Dungarpur. 

Ans: 

Available For Rent 

Newly constructed flat on Haridev Joshi Road with 24 hrs. water and electricity back-up facility. 
Has two bedrooms with attached bathrooms, one huge drawing-cum-dining. Expected rent? 
24,000 p.m. Company lease only. Contact: Manish Suraj pole, Dungarpur. 

Q. 9: You are Ninni, General Manager of PJC. Industries, Bhilwara. You need an accountant for 
your company. Draft, in not more than 50 words, an advertisement to be published in ‘The 
Navjyoti’ in classified columns.  

Ans: 

Situation Vacant 

Wanted Accountant with a Master’s Degree in Commerce and minimum of three-year experience 
in a reputed firm. Candidate should not be more than 30 years of age. Remuneration no bar for a 
suitable candidate. Apply with detailed resume within seven days to Ninni, General Manager of 
PJC. Industries, Bhilwara. 

 

Q. 10: You are Aashisha, General Manager of Hotel Green Park, Pratapgarh. You need a 
receptionist for your hotel. Draft an advertisement in not more than 50 words to be published 
in ‘Dinkar’, Rajasthan, calling for applications.  

Ans: 

Situation Vacant 

Wanted male/ female receptionist in the age group of 22-28 years for a reputed five-star hotel. 
Candidate should be a graduate having fluency in speaking English and should be computer 
friendly. Apply with detailed resume within seven days to Aashisha, General Manager of Hotel 
Green Park, Pratapgarh. 
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NOTICE DRAFTING  

Notice is a written or printed information or news announcement. Notices are either displayed at 
prominent places or published in newspapers/ magazines. It is meant only for a select group. Since a 
notice contains a formal announcement or information, its tone and style are formal and factual. Its 
language should be simple and formal. Notice is always brief and to the point. 

Important Tips to be followed while writing a Notice 

 Adhere to the specified word limit of 50 words. 
 Write the word NOTICE at the top. 

 Name and place of the school, organisation or office issuing the notice should be mentioned. 

 Give an appropriate heading. 

 Write the date of issuing the notice. 

 Clearly mention the target group (for whom the notice is to be displayed). 

 Purpose of the notice. 
 Mention all the relevant details (date, venue, time). 

 Signature, name and designation of the person issuing the notice. 

 Put the notice in a box. 
A NOTICE is always written in a box. 

Notice: 

Name of the Institution/Organization/Office, Place Suitable Heading  
BB/MM/YY (Date) Contents. The target group for whom the notice is. Date, time, venue and all-
important details and any extra information that is needed  
(Body of the Notice, 50 words) 

Signature 
(NAME) 
Designation 

Marking Scheme of Notice 

format title (Notice/Heading/Place/Date/Signature with Name and Designation)  Contents 1 marks 
(a) Where, (b) When, (c) Target group, (d) Agenda (All within 50 words)  2 marks 
Expression Coherence, spellings and grammatical accuracy  1 marks 

Q.1: As N. L. Carpenter Principal of Sardar Patel Vidyalaya, Jodhpur, draft a notice in not more 
than 50 words informing students of the change in school timings with effect from the 1st of 
October. State valid reasons for the change.  

Ans: 

Sardar Patel Vidyalaya-Jodhpur 
NOTICE 

22nd September, 2021 
Change in School Timings 

All students are hereby informed about a change in school timings from 1st October, 2021. The 
school will now start at 9 a.m. & end at 3 p.m. In the past few years, it has been seen that winters 
are rather severe and it becomes quite difficult to start early due to the extreme cold weather and 
the dense fog. So these new timings will be followed till further notice. 

Principal, N. L. Carpenter  
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Q. 2: You are Secretary of the School Leadership Club of Vidya Bhawan School. Draft a notice in 
not more than 50 words informing students of a proposed visit to some important historical 
sites in your city.  

Ans: 

Vidya Bhawan School 
School Leadership Club 

Notice 

22nd September, 2021 

Visit Historical Sites 

Members of the club are hereby informed of a proposed educational visit to a few important 
historical sites in our city which is likely to be scheduled between the 28th and the 30th of Sep. 
Interested members are required to pay? 550 (inclusive of transport and snacks) during the zero 
periods to the undersigned by the 25th of September. 

Secretary 
School Leadership Club 

Q. 3: As Sports Secretary of Neo Humanistic School-Alwar, draft a notice in not more than 50 
words for sale of old sports goods of your school. You are Shubham. 

Ans: 

Neo Humanistic School-Alwar 
Notice 

29th July, 2021 

Sale of Old Spoil Goods 

Students are hereby informed that our school is organising a sale of its old sports goods like 
cricket bats, badminton & lawn team rackets, footballs, cricket & football gear etc. in the ‘Dhyan 
Chand’ Room on 21 August, 2O21. Those interested in purchasing these can visit the ‘Dhyan 
Chand’ Room on the assigned date during their free periods or recess time. 

Vinod 
Sports Secretary 

Q. 4: You have found an expensive Pen in the school playground. Draft a notice in not more than 
50 words for the school notice board. You are Pratiksha Class XII, Gurukul-Bikaner.  

Ansr: 

Gurukul-Bikaner 
Notice 

31 November, 2O21 

Found A Pen 

Have found a Diamond-coloured ‘Raynolds’ Pen in the school playground during the 8th period 
yesterday. Owner may please contact the undersigned in her class between the 6th and the 7th 
periods. 

Pratiksha 
XII  
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Q. 5: You are Dinesh of Jawahar Vidhya Pith-Jhalawar. As Student Editor of your school 
magazine, draft a notice in not more than 50 words for your school notice board inviting 
article sketches from students of all classes. 

Ans: 

Jawahar Vidhya Pith-Jhalawar 
Notice 

Bring in your Articles and Sketches 

29th Nov, 2O21 

Students of all classes are hereby invited to submit their articles and sketches for the school 
magazine “ANANT  LEHRE” to the undersigned Latest by the 6th of December in Room No. 12 
during the V period. Please ensure that your articles are neat and legible and your sketches are 
clearly drawn. 

Dinesh 
Editor 
School Magazine “ANANT  LEHRE” 

Q. 6: Due to a sudden landslide and inclement weather, BABA Academic Education, Mount Abu 
has to be closed for a week. As Principal of that school, draft a notice in not more than 50 
words to be displayed at the school main gate notice board. 

Ans: 

BABA Academic Education, Mount Abu 
Notice 

School Closed for a Week 

3rd January, 2022 

All are hereby informed that the school will remain closed for one week owing to the sudden 
landslide and inclement weather in the past few days. The school will re-open on the 10th of 
January, 2022. 

Principal 

Q. 7: You are Scout Master/Guide Captain of Government Hr Sec School-Sikar. You have decided 
to send a troop of scouts and guides of your school to the jamboree to be held at Manali for a 
week. Draft a notice in not more than 50 words to be placed on the school notice board 
inviting the names of those scouts and guides who are interested to participate in the 
jamboree. Invent the necessary details. 

Ans: 

Government Hr Sec School-Sikar 
Notice 

Scouts & Guides Participation Needed 

 
1st October, 2021 
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Our school has decided to send a troop of scouts and guides to the jamboree to be held at Manali 
from the 20th to the 27th of October. Those scouts and guides interested to participate in the 
jamboree may give their names to the undersigned by the 7th of October. 

Scout Master, Government Hr Sec School-Sikar 

Q. 8: You are Sports Secretary of Carpenters Education Academy, Udaipur. Draft a notice in not 
more than 50 words for your school notice board asking the students to give their names for 
participation in various events to be held on the Annual Sports Day of your school. Invent the 
details of the events. Sign as Rajesh. 

Ans: 

Carpenters Education Academy, Udaipur 

Notice 

6th November, 2021 

Our school is celebrating its Annual Sports Day on 30th November, 2021. Students are hereby 
informed to give their names for participation in various events to be held on the Sports Day. 

The list of events is given below: 

100 metres race, high jump, 200 metres relay, short put, gymnastics, kho-kho 

Please give your names to the undersigned latest by the 10th of November during the ‘0’ period in 
the Sports Room. 

Rajesh 
Sports Secretary 

Q. 9: Your school has planned an excursion to Lonavala near Mumbai during the autumn holidays. 
Write a notice in not more than 50 words for your school notice board, giving detailed 
information and inviting the names of those who are desirous to join. Sign as Usha Head, 
Ankit English School, Jhunjhunu-Rajasthan. 

Ans: 

Ankit English School, Jhunjhunu 
Notice 

22nd September, 2021 

Our school has planned a four-day excursion to Lonavala Hill Station during the autumn break 
from the 10th to 13th October. Activities such as trekking, mountain biking, nature walks are the 
highlights of the trip. The total cost of this trip is? 5,000. Students desirous to join this trip may 
give in their names along with the money and a consent letter with covid-19 precaution from their 
parents to the undersigned latest by the 1st of October. 

Usha 
Head, Ankit English School, Jhunjhunu 
XII 
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Q. 10: You lost your Titan wrist-watch in your school. Draft a notice, in not more than 50 words, to 
be placed on your school notice board. You are a student of Class XII of Rani Ahalya Devi 
Senior Secondary School, Gwalior. Sign as Nabbu. 

Ans: 

Rani Ahalya Devi Senior Secondary School, Gwalior 
Notice 

Lost Wrist Watch 

7th August, 2021 

Lost a black strap, white dial Titan wrist-watch in the school playground during the 7th period 
yesterday. Anyone who finds it please contact the undersigned in class XII. Finder will be 
rewarded with a treat in the canteen. 

Nabbu 
XII 

 

  

www.teachergyan.com www.rajteacher.in



 

22 
 

Report Writing (Format, Examples, Topics, Samples) 

Let’s understand……………. 

  A Report is a written composition or, in other words, we can say it is a prepared talk about a 
particular subject. It is a vivid expression of a personal experience on account of something heard, 
seen, done, studied etc meant to be published or broadcasted. The most common example is the news 
reports we read in the newspapers, every day. Reports can be of many types, such as 

1 A newspaper reports 

2 A report about an event or function at school/institute/ organisation 

3 A report about an accident/happening that you have witnessed 

4 A report about an enquiry or survey 

Students are required to write either newspaper reports or reports for the school magazines. Here are 
some of the few tips for the students to effectively your   

While Writing a Report 

1 be factual and do not add any information on your own that may seen fictitious. 

2 write in indirect speech and preferably in passive voice. 

3 write in third person form and avoid using pronouns like I, me or you. 

4 avoid imposing your personal opinions and do not make any conclusions. 

5 Ans the questions to ‘when’, ‘where’, ‘why’, ‘what’, ‘who’ and ‘how’. 

Format of a Report 

Headline, Byline (Name of the reporter), Opening paragraph, Details (Next two paragraphs), 
Conclusive statement 

(It can either be a summary of the whole situation, a conclusion, condemnation, appeal or warning) 

Marking Scheme     

Format 1 Mark Headline, byline, date and    place. 

Content 2 Marks What, when, where, who, how the incident happened. 

Expression 1 Marks Logical and relevant details without grammatical or spelling errors. 

Illustrations 

1.  A Report about an accident. 

 Four Killed as Car Rams into Bus by Shweta Vashist, Staff Correspondent 

 Panchkula, 15th July, 2021: Four people were killed and at least two seriously injured, when 
a Maruti 800 car rammed into a private bus at Sector 15 round about 2 pm here today. According to 
preliminary reports and eyewitness accounts, the driver of the car lost control on his speed and failed 
to apply the brakes. The bus was waiting for passengers at the Sector 15 bus stand. 

 The injured have been rushed to the Government Hospital, Panchkula and further 
investigations are on. 

 What did you observe in this Report? 

 The headline of this report is short and is not a complete sentence. 

 The name of the reporter is followed by date, place and time of the incident. 
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 The entire report is broken down into many paragraphs. In the first paragraph, the entire 
incident is reported in a gist form. The subsequent two paragraphs mention the other details 
related to the incident. The final paragraph contains the inconsequential details. 

 The whole report is factual. 

 The entire report is in the third person and in the passive voice. 
 

2.  A report about an event  

GNPS Rajouri Garden Celebrated World Environment Day  
by Ravi 

 New Delhi, 2nd July, 2021: Students of Guru Nanak Public School, Rajouri Garden 
participated in a function to celebrate World Environment Day on 5th June at Vigyan Bhavan. It was 
also the 30th anniversary of National Museum of Natural History. President of India, Pranaba 
Mukherjee was the Chief Guest. The other guests included Narain Meena, Minister of State for 
Environment, S Raghunath, Minister of State (Forests and Wildlife), Meena Gupta, Secretary, 
Ministry of Environment and Forests and Sudhir Mittal, Joint Secretary, Ministry of Environment 
and Forests. 

 The students presented ‘Prakriti Vandana’ a song and dance. An effective skit ‘Kahan gaya 
wo dharti ka swarg’ was also presented, wherein experts from National Museum of Natural History 
including Dr Naaz Rizvi and school teachers Jyoti Cheema and Rajvindra Kaur directed the students. 
The song presentation prepared under the able guidance of Bhupinder Kaur, Inderjeet Kaur and S 
Amritpal Singh forced the audience to introspect. 

The School chairman, S Inder Singh and vice chairman, S Singh Ratra were also present. 

The vote of thanks was proposed by the Director, National Museum of Natural History, Dr 
Venugopal. 

 What did you observe in this Report? 

 The report has a headline that attracts a reader’s attention. 

 The report tells what, when, where, how (description) and why was the event organised. 

 Finally, the report has the name of the writer or reporter. 
 

3.  A  report about a survey 

75% Children Plagued by Dental Problems: IDA  
by Sriparna Dutta, Staff Correspondent 

 New Delhi, 15th July 2021: According to a recent survey conducted by the Indian Dental 
Association, 75% of the school-going children are plagued by dental problems, especially tooth 
decay and bleeding gums. The survey was done to report on the oral hygiene of school students in 
India. 

 The survey was held for a period of six months, viz January to June this year in the schools 
all over India. As a part of the survey, renowned dentists visited 1,000 schools all over the country 
and conducted a thorough check-up of about 1.5 lakh students. 

 The most astounding finding of the survey was that only about 20% of the children brush 
their teeth twice a day. The doctors emphasised on brushing of the teeth and periodical flossing to 
prevent tooth decay and cavity. 

 What did you observe in this Report? 
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 The report has a simple headline. 

 The report underlines the purpose of the survey in the opening paragraph. 

 The subsequent two paragraphs talk about when and how the survey was conducted. 

 Finally, the facts and figures are given. 
 

Sample Reports 

Q. 1: You are Vinita of Ankit academy Jalore. Recently, your school celebrated its Silver Jubilee. 
Write a report in 150-200 words for your school magazine describing the various 
programmes arranged in your school for the celebration. 

Ans: 

Silver jubilee Celebrations  
by Vinita, XII 

 Ankit academy Jalore recently completed its twenty-five years of establishment on 25th 
December, 2021. The management and staff of the school organised a grand function to celebrate the 
same. Mr Ashok Sharma, the DM of Ganganagar, graced the occasion as the chief guest. The school 
premises was attractively decorated for the celebrations and the chief guest was received by the 
Director and the Principal of the school at the main gate. After the Saraswati Vandana and welcome 
song, Mr Ankit Sharma, the school Principal, gave a brief speech highlighting the meritorious 
services of the school to the cause of education for the past 25 years. 

 The chief guest acknowledged the same in his speech thereafter. He honoured six teachers for 
their dedicated services in the field of education. The students who were the allrounders of each class 
were awarded medals by the DM. 

 Students of the three houses presented a musical extravaganza which was the special feature 
of the show. 

Q. 2: A super speciality hospital was inaugurated in your town by the health minister. As a reporter 
from ‘The Ananda Vani’, write a brief report on the same to be published in the newspaper. 

Ans: 

Super Speciality Hospital Inaugurated  
by Ritu Raj, City Reporter 

 New Delhi, 8th August 2021: ‘Abha Sadan’, a super speciality hospital was inaugurated by 
Ramesh Chandra, the Minister of State for Health, on Friday. The 400-bed hospital seemed to be 
equipped with the most advanced and state of the art machines and equipment with the latest 
infrastructure to back up exigencies. It employs internationally trained physician in the field of 
emergency medicine. Fully equipped, advanced cardiac life support ambulances have been made 
available round the clock. Besides having an in-house Blood Bank, its information system has been 
linked to other major Blood Banks in the country to enable the right group of blood to be made 
available at short notice. 

 The hospital covered an area of 8,000 square metres and the total expenditure in building the 
hospital had come around thirty-five crore rupees. 

 Addressing the people, Dr S. K.Verma, the Medical Superintendent reinforced the need for 
dedicated and committed staff. He sincerely hoped that the hospital would provide the best health 
services to the people at nominal cost. 

 A blood donation camp was also organised to mark the auspicious occasion. The authorities 
also announced free treatment for the poor patients on every Sunday from 10 to 5 p.m. 
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Q. 3:  Power cut and shortage is becoming a norm these days. Your town is facing this problem 
regularly. Write a report for publication in your school magazine in 150-200 words 
highlighting this problem and offering solutions. 

Ans: 

Time for a Power Cut Again! 
by Vijay Daily mail 

Talking about Shastri circle specifically Burgeoning population, booming industries, sprawling 
malls; all these have one thing in common—they guzzle electricity. Till now, the government has 
been providing them the much-needed power by cutting down electricity meant for households and 
villages but for how long? 

Unfortunately, power supply has been limited in contrast to our demand which know no boundaries. 
Till the time government works out a long-term solution in terms of nuclear energy, we as 
responsible citizens should make the judicious use of electricity. Here’s a slew of measures that can 
be taken. 
Switch off all lights, fans, coolers, ACs and geysers immediately after use. One must avoid 
unnecessary and extravagant display of lights, especially on marriages and other functions. 

Everyone must make optimum use of sunlight by using solar lamps, geysers and coolers. Moreover, 
light fixtures must be kept clean and dirt free so that there is no wastage of power. As citizens of a 
responsible country, theft of electricity should be prevented and pay electricity bills regularly. Pledge 
together to SAVE ELECTRICITY NOW. Remember, it’s now or never! 

 

Q. 4:  You had attended a workshop on personality development for students. Many eminent 
personalities had been present. Write a report in 125-150 words on how the workshop proved 
to be beneficial. You are Rajesh. 

Ans: 

Workshop on Personality Development Beneficial 
by Rajesh, Class Xll 

  Six students of our school were sponsored to attend the recent two-day Personality 
Development Workshop conducted by M/s Creative Solutions Consultants at Vikram Sarabhai 
Seminar Hall in the city. This workshop was also attended by students of Class XII of other schools 
so that the total number of participants were 35. 

 This workshop featured presentations by eminent personalities on various topics like 
Communication Skills, Presentation Skills, Time Management, Team Building and others. 

 Each presentation was followed by a one-hour discussion on the concerned topic, which was 
the most beneficial part of the workshop. The presentations were conducted by Rajat Sharma, 
Communications specialist, Sudhir Choudhary, TV Presenter, Arnav Das, Independent Consultant 
and others. 

 Such an eminent gathering of professionals generated the necessary enthusiasm among the 
students so they asked the maximum question. No doubt, the workshop was highly beneficial in 
developing our personalities. 
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Q. 5:  A few teachers and students from the ERAWS University has visited your school on an 
exchange programme. You welcomed them grandly. Write a report in 125-150 words on the 
celebration. You are Jagdish. 

Ans: 

Visit by Exchange Programme Participants 
By Jagdish 

 Four teachers and twenty students from ERAWS University, visited the Ananda Marg School 
Gulab Nagar last Wednesday. In this programme students of Indian schools and colleges visit 
schools abroad and vice-versa to broaden their awareness and outlook. The school was wearing a 
festive look on the occasion. Decorations and posters welcoming the visitors were everywhere. At 
the school gate, our principal himself was present to welcome the delegate. After touring the 
classrooms and laboratories to observe the facilities in the school, the delegate had an hour-long 
interaction with teachers and students on education in India and how students can help society with 
their positive outlook and enthusiasm. The visit concluded with a delicious ‘high tea’ in honour of 
the delegation. 

 The visitors were seen off by the principal and senior teachers. 

Q. 6:  On Teacher’s Day, the badge holders of your school organised a grand celebration to honour 
the teachers of your school. As the head student of the school, write a report on the 
celebration in 125-150 words. 

Ans: 

Teachers’ Day Celebrated 
by Usha, Head Student 

 On 5th September the badge holders of Satya School, with the assistance of other students, 
felicitated the teachers of the school. The awards instituted were ‘Best Teacher’, ‘Most Popular 
Teacher’ and ‘Most Dutiful Teacher’ in the categories of Senior Secondary, Secondary, Elementary 
and Primary. The awards were for the first, second and third position in each category. Earlier in the 
month, the opinions of each and every student was taken for the three types of awards and results 
collated to decide the winners. 

  The function itself started with the principal’s address, continuing with the announcement 
and distribution of the awards to individual teachers by the chief guest, the District Education 
Officer. After the chief guest’s speech, which lauded the role of teachers in society, the function 
concluded with a vote of thanks by the Registrar. 

 What a memorable day it was, when students decided who was best! 

Q. 7: As you were travelling by train you happened to witness an accident at an unmanned level 
crossing. As the reporter of a newspaper, write a report on the accident, including details of 
the number of people injured and the extent of damage caused. 

Ans: 

56 Injured in Train-Tractor Trolley Collision 
by Vineet 

 Rajasthan, 28th March, 2012 One more accident at an unmanned level crossing! The 
Railways were to be blamed, as they did not have people posted at such crossings to prevent such 
accidents. 

 The correspondent was travelling to Varansi by the Lucknow Jan Shatabdi, when it hit a 
tractor-trolley at an unmanned level crossing after Mavli station. The train driver was handicapped 
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due to the heavy fog for prevailing in the morning hours. The train stopped and relief measures were 
undertaken by the passengers. Apparently, the trolley was full of a marriage party returning to their 
village after solemnising the marriage.  

 9 passengers of the trolley were seriously injured and were shifted to Mavli Civil Hospital by 
ambulances. The tractor and trolley were smashed beyond repair. The local administration has 
announced suitable compensation to the injured. The train resumed its journey after 3 hours. 

 

Q. 8: As an active member of the Interact Club of your school, you had participated in a summer 
camp organised by the AMURT of your district. Write a report on the camp and its activities 
in 125-150 words. You are Nistha of Padama Public School, Shriganga Nagar. 

Ans: 

Summer Camp in the Lap of Nature 
by Nistha of Interact Club Padama Public School, Shriganga Nagar 

 AMURT, Rohini organised a 6-day camp to Seetlakheth near Shriganga Nagar, from 1st to 
6th June, 2021 for the students in the age-group of 15-18. The camp was an outdoor expedition 
wherein the physical strength as well as the mental abilities was tested. The set of outdoor activities 
included trekking, river crossing, mountain climbing etc. They were especially designed to enhance 
the team spirit among people from different backgrounds. 

 It also included yoga, meditation, board games, various cultural programs and awareness 
discussions. The camp was mainly aimed to show the survival in the wild as well as to boost the 
personality of the students. 

 After the trip, students felt much rejuvenated and enlightened. They seemed happy to live in 
the lap of nature and learned many tricks related to survival in the forest. They seemed determined to 
join the camp every year and also encourage their friends to do the same. 

Q.  9: You are the sports Captain of your school. The annual sports were conducted last month. 
Write a report in 125-150 words on the conduct of the same. You are Arun of Prabhat School, 
Naya Samaj, Nathdwara. 

Ans: 

Annual Sports Meet 
by Arun of  Prabhat School, Naya Samaj, Nathdwara. 

Sports Captain 

 Prabhat School, Naya Samaj, Nathdwara organised its Annual Sports Meet on 20th 
December, 2021 in its premises. It was the 25th Sports Meet of the school, so it saw many ex- 
students too. The event had Niraj Chopra Olympian as the Chief Guest who was warmly welcomed 
by the principal and the staff members. The event started with welcoming the eminent personalities, 
followed by the march past organised by the senior students of the school. It also included various 
jumps, races and drills. The winners were awarded the medals by the chief guest. After the award 
ceremony, Niraj Chopra Olympian also gave a speech wherein she congratulated the winners and 
encouraged the students to take up sports seriously and to make it as their career options for the glory 
of the nation. 

 Event was huge success where students and parents felt much delighted. 
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Q. 10: You are Anurag, a reporter with a State daily. You have heard that a multi-storey building 
hear the main railway station has collapsed causing panic in the area. You rush to site of the 
accident with your team. Write a report in 125-150 words mentioning the time and the place 
of the accident, number of casualties, the cause of the accident and the rescue operation 
conducted by the authorities. 

Ans: 

5-Storeyed Building Collapsed Claiming 10 lives 
by Anurag Pandey 

 Rajasthan, 15th April, 2021 A 5-storeyed building collapsed near the main railway station 
area of Bhunter, Badmer District. The incident took place on the afternoon of 14th April. 
Fortunately, it was a Sunday, so not many people were present in the building. Yet, when it collapsed 
it hurt the passer-by, claiming the lives of 10 people and injuring several. Locals quickly came into 
action and rushed the victims to the hospital. The police, along with the special team looked for more 
survivals under the debris but with no success. 

 On investigation it was found that building had illegally enlarged its covered area. The old 
pillars of the building could not bear the burden of the new construction and gave way. On enquiring, 
the builder said that the corporation charged handsome bribe for the construction. Thus, the 
corporation had ignored the safety measures too. For the selfish motive of some, precious life of 
innocent people was taken away. 
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(c)  Applications For Job Including CV / Resume 

 

Job Application का format भी अ य letters जैसा ह  होता है। इस कार के प  के साथ biodata भी 
संल न कया जाता है। Biodata को Curriculum Vitae (CV) तथा Resume भी कहा जाता है। एक 

CV या Resume personal details, educational qualifications, relevant experience, etc. feel 

JIGITISH अलग स ेसंल न कया जा सकता है। 

Q. 1: Write an application in reply to the following advertisement: 

Wanted – An experienced proof-reader with good knowledge of English 
Contact – The Chief Editor, The Rajasthan Patrika, Jaipur 

 

Ans.: 
 

Old Railway Station Road, Udaipur 
22 June 20– 

The Chief Editor 
The Rajasthan Patrika, Jaipur 

Subject: Application for the post of a proof-reader 

Sir 

 This is with reference to your advertisement in your newspaper on June 20, 20.- for the post 
of a proof-reader. I am working with “The Bhaskar’ in Udaipur. As my family is stationed in Jaipur, 
it is too difficult to do the job and to serve my old parents. And it is also difficult to fulfil my social 
duties simultaneously. I am, therefore, in great need of a job in Jaipur. I have three years’ work 
experience and can assure you of my best services if I get a chance. I am enclosing my CV for your 
perusal. 
 

Yours Faithfully 
Ashok Yagnik 
Enclosed-CV 

Curriculum Vitae 

Name Ashok Yagnik 

Address 12, Ashok Nagar Road, Old Railway Station, Udaipur. 

Date of Birth December 22, 1982 

Marital Status Married 

Educational Qualifications M. A. (English) Rajasthan University, Jaipur 

Job Experience Working as a proof-reader for the last three years with ‘The Bhaskar. 

Expected salary As per rule 

References Mr Mital, Editor, The Bhaskar, Udaipur. 

[Word-meanings: simultaneously= साथ क  साथ। perusal = अवलोकन।l 
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Q. 2: Write an application in reply to the following advertisement: 

Western Railway, Ajmer 

May 30, 2021 

Applications are invited for the post of L. D. C., Pay as per the grade. 

Age: Not exceeding 35 years. 

Qualifications: (I) B. A. in English, (II) About 2 years of experience. 
Send to – The Director, Western Railway, Ajmer 

Ans: 

13 Nivedita Colony 
Near Hero Honda Showroom, Nimbahera 

2 June 20– 

The Director 
Western Railway, Ajmer 

Subject: Application for the post of L.D.C. 

Sir 
 This is with reference to your advertisement in ‘The Prabhat’’ on May 30, 20.- for the post of 
L.D.C. Presently I am working with a reputed private concern Messrs Shyam and Ghanshyam 
Computers in Nimbahera. As my family is stationed in Jaipur, I feel it rather difficult to fulfil my 
social duties with a humble salary. I am, therefore, in need of a job in Jaipur. I have six years’ 
experience and can assure you of my best services if I am given an opportunity. I am enclosing my 
resume herewith. 

 
Yours faithfully 

Rohit Sardana 

Enclosed-Resume 

Resume 

Name Rohit Sardana 

Address 13, Nivedita Colony, Near Hero Honda Showroom, Nimbahera 

Date of Birth January 23, 1984 

Nationality Indian 

Marital Status Married 

Educational Qualifications B.Com. having a computer diploma. 

Job Experience Six years 

Interest Reading literary novels, stories, etc. 

Expected Salary As per rule 

References Mr Yagnik, Manager, Shyam and Ghanshyam Computers, Nimbahera 

Contact No. 0123456789 

[Word-meanings: concern= सं था। humble= कम। assure= व वास दलाना। opportunity= अवसर।] 
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Q. 3: Write a letter of application in reply to the following advertisement: 

Requirement 

Mahesh Shiksha Sadan Higher Secondary School 
25 Sadar Marg, Bhilwara 

Affiliated to C.B.S.E. New Delhi Reg. No. 2030921 

(Post Graduate Teachers): 7 

Subject: Mathematics, Physics, Chemistry, Biology, Economics, Hindi, English 

Qualification: Master’s degree in the concerning subject Pay scale according to C.B.S.E. norms. 
Send application by Post/Hand with Resume and photocopy of all educational certificates with a 
contact number. 

Apply by June 10, 2021 

Manager 
Mob.:0123456789 

OR 

Walk in Interview 

 Govt Hr Sec. School, Perini requires guest faculty to teach English. You are a postgraduate in 
English with B.Ed. and an eligible candidate for the post mentioned. Draft an application.  
Ans: 

18 Madhava Nagar 
Station Road, Kota 

30 May 20– 

The Principal 
Mahesh Shiksha Sadan Higher Secondary School, Bhilwara 

Subject: Application for the post of an English teacher 

Sir 
This is with reference to your advertisement in ‘The Rajasthan Patrika’ on May 18, 2021 for the post 
of an English teacher. I have recently completed my B.Ed. with seventy per cent marks both in 
theory and practical. Besides, I have been the gold medallist in M. D. University, Ajmer in 2009. At 
present, I am teaching at a reputed coaching centre. I can assure you of my best services if I am 
offered the said post. I am enclosing my curriculum vitae herewith for your perusal.  

Yours faithfully 

Akanksha 

Enclosed – CV 

Curriculum Vitae 

Name Akanksha Jain 

Address 18, Madhava Nagar, Station Road, Kota 

Date of Birth January 23, 1987 

Nationality Indian 
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Marital Status Unmarried 

Educational Qualification M.A. (Eng.), B.Ed. 

Job Experience Recently completed B. Ed. and teaching at a reputed coaching centre 
at present 

References Mr Vyas, Director, Vyas Coaching Centre, Kota 

Interests & Hobbies Reading books, Debate, Gardening 

Contact No. 1234567890 

Enclosed Attested copies of mark-sheets of class X, XII, B.A., M.A., B.Ed. 

Q. 4: Wanted a lady Receptionist cum Telephone Operator. Smart female graduate with an 
attractive personality of not more than 25 years with good command over English and Hindi 
may only apply. Experienced will be preferred. Write to the M. D., Ajeet Nursing Home, 
Kota with a detailed resume and a passport size photograph latest by next Tuesday. You are 
Nandini / Mohini. Write for this post after seeing its advertisement in ‘The Express-Times!  

Ans: 

Flat No. – 5 Sudhir Apartments 
Kota 

2 February 20– 

 

The Managing Director 
Ajeet Nursing Home 
Kota 

Subject: Application for the post of receptionist cum telephone operator 

Dear Sir  

 In response to your advertisement in the national daily ‘The Express-Times dated 1st 
February 20–for the post of Receptionist cum Telephone Operator, I want to offer myself as a 
candidate for it. I am a smart, confident and hardworking lady of 24 years with pleasing personality. 
I am also computer literate and possess excellent command over English. I assure you of my best 
services if given an opportunity for the same. My resume is enclosed herewith.  

Yours faithfully 

Nandini Mehra 

Enclosed – Resume 

Resume 

Name Nandini Mehra 

Father’s Name Mr Ashok Singh Mehra 

Sex Female 

Date of Birth 11 July 1988 

Nationality Indian 

Marital Status Single 

Permanent Address Flat No-5, Sudhir Apartments, Kota 
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Educational Qualification Secondary Examination from Asha Public School C.B.S.E. Board, 
Higher Secondary Examination from Asha Public School C.B.S.E. 
Board, M.A. (English), Rajasthan University 

Computer Qualifications 6 months Diploma in Computer Basic from APTECH, 1-year advance 
Diploma in Computer Software Technology from ET &T 

Job Experience Have worked for 6 months as a telephone operator in Luxurious 
Products Pvt. Ltd. 

References 1.  Mr Ravi Sharan Singh Manager, Luxurious Products Pvt. Ltd. 

 2. Mr Ramanand Sharma M.D., Ramanand Ayurvedic and Yoga 
Centre. 

Interests & Hobbies Reading, singing, pottery making 

Salary Expected Negotiable 

[Word-meanings: literate = शा त, computer literate = क यूटर सा र] 

Q. 5: You are Mohan Verma B-130, Malviya Nagar, Jaipur. Read the advertisement given below 
and write an application to the advertiser, applying for the job. 

Indian Pharmaceuticals 
10, Court Road, Bharatpur, 

Requires Trainee medical representatives 

    Candidates should be Science or Pharmacy graduates and below 25 years of age. Fluency in 
English is essential. Attractive salary with handsome working allowances will be offered during 
the training period. After successful completion of the training, the candidates will be appointed 
on regular basis. Apply with complete resume at the above address. 

Ans: 
 

Mohan Verma 
B-130 Malviya Nagar 
Jaipur  

12 June 20– 

The Manager 
Indian Pharmaceuticals 
10 Court Road, Bharatpur 

Subject: Application for the post of trainee medical representative 

Dear Sir 

Your advertisement in “The Rajasthan Patrika” dated 9 June 20–for the position of trainee medical 
representative interested me as I am a pharmacy grade, I am below twenty-five years and I have sold 
a lot of products through my extracurricular activities. My communication skills in English and 
Hindi should prove valuable in increasing sales of Indian Pharmaceuticals in any area of your choice. 
I want to pursue a career in sales as a medical representative. 

Thanking you 

Yours faithfully 
Mohan Verma 
Enclosed – Resume 
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Resume 

Name  Mohan Verma 

Address  B-130, Malviya Nagar, Jaipur 

Date of Birth August 15, 1992 

Academic Qualifications 

Examination  Year Institution Grade 

Degree in Pharmacy 2012 Govt Medical College, Dausa I class 

Senior Secondary 2008 Govt Higher Sec. School, Jaipur 85% 

Secondary  2006 Govt Higher Sec. School, Jaipur 80% 

Skills Good communication skills in English and Hindi 

Prizes I won prizes in debates at degree level 

[Word-meanings: trainee = श ु, communication skills = वातालाप क  यो यता] 

Q. 6: You are Shalini, A-20 Industrial Area, Krishnagar. Read the advertisement given below and 
write an application to the advertiser, applying for the job. Also, give your detailed resume. 

Solace Medical Equipment requires for its Banswara unit, Senior Executive Accountants 

Qualification M.Com. 
Experience Minimum of 5 years 
Competency Knowledge in accounting functions and related commercial activities 
Salary According to qualification and experience 
Apply to Solace Medical Equipment, Sector 4, Man Sarovar Colony, Jaipur 
Ans: 
A-20 Industrial Area 
Krishnagar 
August 20,20– 

The Manager 
Solace Medical Equipment 
Sector-4 Man Sarovar Colony  
Jaipur 

Subject: Application for the post of Senior Executive Accountant 

Dear Sir 

  When I saw your advertisement in “The Dainik Bhaskar” dated August 10, 20–for the post of 
Senior Executive Accountants, I felt it was just the kind of position which I have been looking for. 
My varied accounts experience and my postgraduate degree in Commerce are my strongest 
qualifications for this post. I have knowledge of accounting functions and related commercial 
activities. In addition to this, I have professional experience of more than five years in various firms 
and companies in India. I assure you of my best services if appointed. 

Thanking you 

Yours Sincerely 
Shalini 
Enclosed – Resume 
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Resume 

Name Shalini 

Address A-20, Industrial Area, Kishangarh 

Date of Birth January 27, 1986 

Marital Status Married 

Nationality Indian 

Examination Qualifications 

Examination  Year Institution Grade 

Secondary 1999 St. Peter Secondary School, Kishangarh 68% 

Senior Secondary 2001 Shivaji Senior Sec. School, Kishangarh 79% 

B. Com. 2004 Govt College, Ajmer 85% 

M. Com 2006 Govt College, Ajmer 80% 

Achievements: (i) Ranked first in college in B.Com. 
(ii) College Football Captain 

Professional Experience: 1. Executive Accountant: BHEL Mumbai 3 years 
2. Senior Executive Accountant: B. P. Oil Company Bharatpur 2 
years and present. 

Q.7: You are Mahesh Sharma 75-A, Ranjit Nagar, Bharatpur. Write an application to the Director, 
Shivaji Senior Secondary School Patel Nagar, Nadwai for the post of a clerk. Say that you 
have read the advertisement in the Northern India Patrika. 

 OR 

 Write a job application for the post of a clerk advertised in the local newspaper in your city. 
(S.S. Exam 2015) 

Ans: 

75-A Ranjit Nagar 
Bharatpur 

27 August 20– 

The Director 
Shivaji Senior Secondary School 
Patel Nagar 
Nadi 

Subject: Application for the post of a clerk 

Sir 

 With reference to your advertisement in the Northern India Patrika dated 25 August, 20– for 
the post of a clerk, I beg to offer my candidature for the same and submit my resume for your kind 
consideration. If I am given a chance, I shall do my best to give you full satisfaction in the field of 
my work. Hoping to receive an early favourable decision. 

Yours faithfully 
Mahesh Sharma 
Enclosed – Resume 
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Resume 

Name Mahesh Sharma 

Father’s name Mr. Harish Sharma 

Date of Birth 15 March 1987 

Marital Status Married 

Nationality Indian 

Educational Qualifications:  

(i) High School from UP Board, Allahabad with 68 per cent marks in the 
year 2002. 

ii)  Senior Secondary from Board of Secondary Education Rajasthan, 
Ajmer with 72 per cent marks in the year 2004. 

(iii)  B. Com from Rajasthan University, Jaipur with 80 per cent marks in 
the year 2007. 

Other Qualifications: (i)  Typing English 35 words per minute 
(ii)  Typing Hindi 30 words per minute 

Activities: (i)  Member of District Hockey Team. 
(ii)  Secretary, College Union 

Experience Working as a clerk in a local private senior secondary school for two 
years 

Q. 8: You are Mridul Sharma, 16-Anand Vihar, Jaipur. Write a letter in response to the 
advertisement given below: 

 Vacancy for a young man of a good education, smart appearance, as Marketing 
Manager, free training, previous experience not necessary. Apply to Mahesh Electricals, 
National Highway No. 8, Udaipur. 

Ans: 

16-Anand Vihar 
Jaipur 

10 June 20– 

M/s Mahesh Electricals 
National Highway No. 8 
Udaipur 

Subject: Application for the post of a Marketing Manager 

Dear Sir 

 In reference to your advertisement in ‘The Hindustan Times’ dated 8th June 20–for the post 
of a Marketing Manager, I submit my candidature for the same. I have completed my M.B.A. in 
Human Resource Development from Gyan Vihar University, Jaipur. I am hardworking. I enjoy 
extensive travelling. With your training, I’ll prove my worth as an executive. My biodata is enclosed 
herewith. I await your positive response. 

Yours faithfully 
Mridul Sharma 
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Biodata 

Name Mridul Sharma 

Address 16-Anand Vihar, Jaipur 

Date of Birth 16 April 1985 

Marital Status Unmarried 

Educational Qualification M.B.A. (Human Resource Development) from Gyan Vihar 
University, Jaipur 

Expected salary Around 30,000/- per month 

[Word-meanings: Marketing Manager = व य ब धक] 

Q. 9: Write an application with bio-data, addressed to the Manager HDFC Bank, Udaipur for the 
post of a cashier. 

Ans.: 

5, Radha Niwas 
Anand Vihar 
Udaipur 

20 February 20– 

The Manager Personnel 
HDFC Bank 
Udaipur 

Subject: Application for the post of Cashier. 

Sir 

 With reference to your advertisement published in the Times of India dated 15 February 20– 
for the post of the cashier, I hereby submit my bio-data. 

Thanking you 

Yours faithfully 
Prashant Kumar 

Biodata 

Name Prasanth Kumar 

Address 5, Radha Nivas, Anand Vihar, Udaipur 

Date of Birth 10 April 1988 

Marital Status Unmarried 

Educational Qualification B. Com 

Job Experience Handling Various Yoga Camps 

Enclosures Educational Documents 

Place Udaipur 

Date 20 Feb 20– 
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Q 10: Write a job application to the DEO, Jaipur for the post of Yoga instructor including your 
resume. 

Ans: 

21, Dwarika Puri 
Station Road, Kota 

10 May 20– 

The District Education Officer 
Secondary Education Department, Jaipur 

Subject: Application for the post of Yoga instructor 

Sir 

 This is with reference to your advertisement in ‘The Rajasthan Patrika’ on May 8, 20– for the 
post of a Yoga instructor. I have recently completed my B.N.Y.S. with seventy-eight per cent marks 
from M.D. University Rohtak. I have attended many Yoga camps and have experience of teaching 
classes on Yoga. 

 I can assure you of my best services if I am provided with the above post. I am enclosing my 
resume for your perusal. 

Yours faithfully 
Shivam 
Enclosed – Resume 

Resume 

Name Shivam Kumar 

Address 21, Dwaraka puri, station road, Kota 

Date of Birth 10 Jan 1995 

Marital Status Unmarried 

Educational Qualification B.N.Y. S 

Job Experience Handling Various Yoga Camps 

Interests And Hobbies Reading Books and Attending Lectures on Spiritual Topics 

Contact No. 0123456789 

Enclosures Attesting Copies of Marks Sheets of Class X, XII, B.N.Y. S 
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TRANSLATION 
 

ENGLISH TO HINDI TEXT 
 

1 A recent study shows that the habit of reading is diminishing rapidly among youngsters 

today. They can’t concentrate on a given English reading passage for more than a few 

seconds at a stretch! At the same time, reading was and still is an integral part of all 

competitive exams. So, how do you improve your reading skills? The answer to this question 

is actually another question: What is the use of Reading Skills? The main purpose of reading 

is to ‘make sense’. Keep in mind these points while attempting English reading passages: 

gky gh esa gq, ,d vè;;u ls irk pyrk gS fd vkt ds ;qokvksa esa i<+us dh vknr rsth ls de 

gksrh tk jgh gSA os fdlh fn, x, vaxzsth i<+us ds ekxZ ij dqN lsdaM ls vfèkd le; rd 

è;kudsafær ugha dj ldrs gSa! lkFk gh i<+uk lHkh çfr;ksxh ijh{kkvksa dk ,d vfHkUu vax Fkk vkSj 

vc Hkh gSA rks vki vius i<+us ds dkS'ky dks dSls lqèkkjrs gSa bl ç'u dk mÙkj okLro esa ,d vkSj 

ç'u gSA iBu dkS'ky dk mi;ksx D;k gSA i<+us dk eq[; mís'; le> esa vkuk gSA vaxzsth i<+us ds 

iSlst dk ç;kl djrs le; bu ckrksa dk è;ku j[ksaA 

 

2 Every master is unique, just like an Everest, standing far higher, touching the stars — alone. 

Never compare two masters. Comparison is not the right thing in the world of masters. 

Comparison is mind-oriented, it is intellectual, and the master’s realization is beyond the 

mind, it is spiritual. In the world of spirit, in the world of godliness, there is no question of 

comparison. Everyone is unique, but surrendered, dedicated to the same truth from different 

angles. It needs a tremendous capacity of understanding, and that understanding has not to be 

of the mind, it has to be of meditation. 

gj xq# vf}rh; gS fcYdqy ,d ,ojsLV dh rjg dgha nwj [kM+k gS flrkjksa dks Nw jgk gS — vdsykA 

dHkh Hkh nks xq#vksa dh rqyuk u djsaA Lokeh dh nqfu;k esa rqyuk Bhd ugha gSA rqyuk eu-mUeq[k gS 

;g ckSf)d gS vkSj xq# dh vuqHkwfr eu ls ijs gS ;g vkè;kfRed gSA vkRek dh nqfu;k esa Hkfä dh 

nqfu;k esa rqyuk dk dksbZ loky gh ugha gSA gj dksbZ vf}rh; gS ysfdu vyx-vyx dks.kksa ls ,d 

gh lR; ds fy, lefiZr lefiZr gSA bls le>us dh ,d tcjnLr {kerk dh t:jr gS vkSj ;g 

le> eu dh ugha gksuh pkfg, ;g è;ku dh gksuh pkfg,A 

 

3 Thoughts are like dirt, Thoughts, desires, imaginations, memories — all are forms of dirt. 

Because of them, the purity of the mind is lost. Because of them, the capacity to reflect, the 

mirror-like quality of the mind is lost. Continuous cleaning is needed. So, meditation is not 

something that you do once and forget about, because each moment of life you go on 

gathering dust. Meditation is like a daily bath. It is not something that once you have done it, 

you are finished. It should become like a natural thing, as you go to sleep, as you take a bath, 

meditation should become a natural part of your life. 
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fopkj xanxh dh rjg gSa] fopkj] bPNk,a] dYiuk,a] ;knsa & lHkh xanxh ds :I gSaA buds dkj.k eu 

dh ifo=rk u"V gks tkrh gSA muds dkj.k] çfrfcafcr djus dh {kerk] eu dh niZ.k tSlh xq.koÙkk 

[kks tkrh gSA fujarj lQkbZ dh t:jr gSA rks] è;ku dksbZ ,slh pht ugha gS ftls vki ,d ckj 

djrs gSa vkSj Hkwy tkrs gSa] D;ksafd thou ds çR;sd {k.k esa vki èkwy Qkadrs pys tkrs gSaA è;ku 

nSfud Luku ds leku gSA ,slk ugha gS fd ,d ckj dj ysus ds ckn vki lekIr gks tkrs gSaA ;g 

,d çk—frd pht dh rjg gks tkuk pkfg,] tSls gh vki lks tkrs gSa] tSls gh vki Luku djrs gSa] 

è;ku vkids thou dk ,d LokHkkfod fgLlk cu tkuk pkfg,A 
 

 

4 Look at life: everywhere there is a contradiction. But nothing is wrong in contradiction, it is 

just because it is unbearable for your logical mind. If you attain a mystic insight, it becomes 

beautiful. Really, beauty cannot exist without it. If you cannot hate the same person, you love 

there will be no tension in your love. It will be a dead thing. There will be no polarity; 

everything will go stale…In the morning you love, by the afternoon you are filled with hate. 

You have moved to the valley; you have moved to the initial position where you were before 

you fell into love — now you are again individuals.  

 

thou dks ns[kks % gj txg ,d fojksèkkHkkl gSA ysfdu fojksèkkHkkl esa dqN Hkh xyr ugha gS] ;g flQZ 

blfy, gS D;ksafd ;g vkids rkfdZd fnekx ds fy, vlguh; gSA ;fn rqe ,d jgL;oknh varnZ̀f"V 

dks çkIr dj ysrs gks] rks og lqanj gks tkrh gSA okLro esa] lqanjrk blds fcuk ekStwn ugha gks 

ldrhA ;fn vki ,d gh O;fä ls ?k`.kk ugha dj ldrs] rks vki çse djrs gSa] vkids çse esa dksbZ 

ruko ugha gksxkA ;g ejh gqbZ ckr gksxhA dksbZ èkzqork ugha gksxh( lc dqN cklh gks tk,xk--- lqcg 

rqe I;kj djrs gks] nksigj rd rqe uQjr ls Hkj tkrs gksA rqe ?kkVh esa pys x, gks( vki ml 

çkjafHkd fLFkfr esa vk x, gSa tgka vki I;kj esa iM+us ls igys Fks & vc vki fQj ls O;fä gSaA 

 
 

5 To be an individual is also beautiful because it is freedom. To be in the valley is also 

beautiful because it is relaxation. To be in the dark valley is soothing, it helps you to regain 

balance. Then you are ready again to go to the peak; by the evening you are again in love. 

This is a process of coming apart, then coming together — and again and again. When you 

fall in love again after a hateful moment it is a new dawn. If there is no change, life is static. 

If you cannot move to the opposite everything will go stale and it will become boring… 

 ,d O;fä gksuk Hkh lqanj gS D;ksafd ;g Lora=rk gSA ?kkVh esa gksuk Hkh [kwclwjr gS D;ksafd ;g lqdwu 

nsrk gSA vaèksjh ?kkVh esa jguk lq[knk;d gS] ;g vkidks larqyu gkfly djus esa enn djrk gSA rc 

rqe fQj ls f'k[kj ij tkus ds fy, rS;kj gksrs gks( 'kke rd rqe fQj ls I;kj esa gksA ;g vyx 

gksus] fQj ,d lkFk vkus dh çfØ;k gS & vkSj ckj&ckjA tc vki ,d ?k̀f.kr {k.k ds ckn fQj ls 

I;kj esa iM+ tkrs gSa rks ;g ,d u;k Hkksj gksrk gSA ;fn dksbZ ifjorZu ugha gS] rks thou fLFkj gSA 

;fn vki foijhr fn'kk esa ugha tk ldrs rks lc dqN cklh gks tk,xk vkSj ;g mckÅ gks tk,xk--- 
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6 A mystery school teaches how to live. Its whole science is the art of living. Naturally, it 

includes many things, because life is multi-dimensional. But you must understand the first 

step: being totally receptive, open. People are like closed houses — you cannot find even a 

single window open; no fresh breeze passes through those houses. Roses are standing outside 

but cannot release their fragrance into the house. The sun comes every day, knocks on the 

doors, and goes back; the doors are absolutely deaf. They are not available for fresh air, fresh 

rays, fresh perfumes, for anything.  
 

 ,d feLVªh Ldwy fl[kkrk gS fd dSls thuk gSA bldk iwjk foKku thus dh dyk gSA LokHkkfod :I 

ls] blesa dbZ phtsa 'kkfey gSa] D;ksafd thou cgqvk;keh gSA ysfdu vkidks igyk dne le>uk gksxk% 

iwjh rjg xzg.k'khy gksuk] [kqyk gksukA yksx can ?kjksa dh rjg gSa &rqe ,d Hkh f[kM+dh [kqyh ugha ik 

ldrs( mu ?kjksa ls dksbZ rkth gok ugha xqtjrhA xqykc ckgj [kM+s gSa ysfdu ?kj esa viuh [kq'kcw ugha 

NksM+ ldrsA lwjt gj fnu vkrk gS] njokt+k [kV[kVkrk gS] vkSj okil pyk tkrk gS( njokts 

fcYdqy cgjs gSaA os rkth gok] rkth fdj.kksa] rktk b=] ;k fdlh Hkh pht ds fy, miyCèk ugha gSaA 

 
 

7 Sportsmanship can be conceptualized as an enduring and relatively stable characteristic or 

disposition such that individuals differ in the way they are generally expected to behave in 

sports situations. In general, sportsmanship refers to virtues such as fairness, self-control, 

courage, and persistence, and has been associated with interpersonal concepts of treating 

others and being treated fairly, maintaining self-control if dealing with others, and respect for 

both authority and opponents. Sportsmanship is also looked at as being the way one reacts to 

a sport/player. 

 

 LiksV~lZeSuf'ki dh voèkkj.kk ,d LFkk;h vkSj vis{kk—r fLFkj fo'ks"krk ;k LoHkko ds :i esa dh tk 

ldrh gS] tSls fd O;fä [ksy dh fLFkfr;ksa esa O;ogkj djus ds rjhds esa fHkUu gksrs gSaA lkekU; rkSj 

ij] LiksV~lZeSuf'ki fu"i{krk] vkRe&fu;a=.k] lkgl vkSj –<+rk tSls xq.kksa dks lanfHkZr djrh gS] vkSj 

nwljksa ds lkFk O;ogkj djus vkSj mfpr O;ogkj djus dh ikjLifjd voèkkj.kkvksa ls tqM+h gqbZ gS] 

nwljksa ds lkFk O;ogkj djrs le; vkRe&fu;a=.k cuk, j[kuk] vkSj vfèkdkj vkSj nksuksa ds fy, 

lEekuA fojksfèk LiksV~lZeSuf'ki dks fdlh [ksy@f[kykM+h ds çfr çfrfØ;k djus ds rjhds ds :i esa 

Hkh ns[kk tkrk gSA 

 

8 It is important to remember that self-image is the most important possession of all human 

beings. It is the way we view and regard ourselves in our own eyes and in the eyes of others. 

As self-conscious beings, we are acutely aware of our image and constantly work towards 

protecting it from any damage. We also seek approval from others about our own self-image. 

We feel distraught if we sense that there is even a slight threat to our self-image because our 

character is the essence of our lives. 

;g ;kn j[kuk egRoiw.kZ gS fd vkRe&Nfo lHkh euq";ksa dk lcls egRoiw.kZ vfèkdkj gSA ;g og 

rjhdk gS ftlls ge [kqn dks viuh ut+j esa vkSj nwljksa dh ut+j esa ns[krs gSaA vkRe&tkx:d 
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çkf.k;ksa ds :i esa] ge viuh Nfo ds ckjs esa iwjh rjg tkx:d gSa vkSj bls fdlh Hkh {kfr ls cpkus 

ds fy, yxkrkj dke djrs gSaA ge viuh Lo;a dh Nfo ds ckjs esa nwljksa ls vuqeksnu Hkh ekaxrs gSaA 

ge O;kdqy eglwl djrs gSa ;fn gesa yxrk gS fd gekjh Lo;a dh Nfo ds fy, FkksM+k lk Hkh [krjk 

gS D;ksafd gekjk pfj= gekjs thou dk lkj gSA 

 

9 The Indian Army is the land-based branch and the largest component of the Indian Armed 

Forces. The President of India is the Supreme Commander of the Indian Army, and it is 

commanded by the Chief of Army Staff (COAS), who is a four-star general. Two officers 

have been conferred with the rank of field marshal, a five-star rank, which is a ceremonial 

position of great honour. The Indian Army originated from the armies of the East India 

Company, which eventually became the British Indian Army, and the armies of the princely 

states, which finally became the national army after independence. The units and regiments 

of the Indian Army have diverse histories. 

Hkkjrh; lsuk Hkwfe vkèkkfjr 'kk[kk gS vkSj Hkkjrh; l'kL= cyksa dk lcls cM+k ?kVd gSA Hkkjr dk 

jk"Vªifr Hkkjrh; lsuk dk lokZsPp dekaMj gksrk gS] vkSj bldh deku Fky lsukè;{k ¼COAS½ ds ikl 

gksrh gS] tks ,d pkj flrkjk tujy gksrk gSA nks vfèkdkfj;ksa dks QhYM ek'kZy ds in ls lEekfur 

fd;k x;k gS] ,d ikap flrkjk jSad] tks egku lEeku dh vkSipkfjd fLFkfr gSA Hkkjrh; lsuk dh 

mRifÙk bZLV bafM;k daiuh dh lsukvksa ls gqbZ] tks varr% fczfV'k Hkkjrh; lsuk vkSj fj;klrksa dh 

lsuk,¡ cu xbZa] tks varr% Lora=rk ds ckn jk"Vªh; lsuk cu xbZaA Hkkjrh; lsuk dh bdkb;ksa vkSj 

jsftesaVksa ds fofoèk bfrgkl gSaA 

 

10 Short stories can be a good choice when learning a language because they are...short. It's like 

reading a whole book in a few pages. You have all the excitement of a story in a book, but 

you only have to read 5,000 or 10,000 words. So, you can quite quickly finish the story and 

feel that you have achieved something. Short stories are published in magazines, in books of 

short stories, and on the Internet. 

Hkk"kk lh[krs le; y?kqdFkk,¡ ,d vPNk fodYi gks ldrh gSa D;ksafd os--- laf{kIr gksrh gSaA ;g dqN 

iUuksa esa iwjh fdrkc i<+us tSlk gSA ,d fdrkc esa dgkuh dk lkjk mRlkg vkids ikl gksrk gS] 

ysfdu vkidks dsoy 5]000 ;k 10]000 'kCnksa dks i<+uk gksrk gSA rks vki cgqr tYnh dgkuh [kRe 

dj ldrs gSa vkSj eglwl dj ldrs gSa fd vkius dqN gkfly dj fy;k gSA y?kq dFkk,¡ if=dkvksa 

esa] y?kq dFkkvksa dh iqLrdksa esa vkSj baVjusV ij çdkf'kr gksrh A 
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(b) Letter Writing Letters to Editors 
(On Various Social, National and International Issues) 

Letter to Editor: 

यह एक कार का प  होता है जो समय-समय पर लोग  के वारा एक समाचार प  या प का के स पादक को अपन े
व भ न कार के वचार, राय, शकायत, सुझाव इ या द को य त करने के लए लखा जाता है। 

एक स पादक को प  लखने म न न ल खत बात  का यान रखना चा हये: 

1.  अपना नाम, पता, ई-मेल का पता, फोन न बर इ या द को सबसे ऊपर देना नह ं भूल य क एक समाचार-प  
स पादक को इनक  आव यकता होती है। वह इसक  पूर  तरह से जाँच पड़ताल करने के बाद ह  कसी भी 
समाचार या व त य को अपन ेसमाचार-प  म थान देगा। 

2.  य द आप कसी प  या लेख का यु तर दे रहे ह तो इसे सीधा ह  कह। अपने प  के मु य भाग म लेख का 
नाम पहले ह  लख द। 

3.  अपनी बात को सं त म कहने का योस कर। अपने प  म सारपूण व बु म तापूण वचार  को ह  य त कर। 

4.  एक प  म न न ल खत ा प का अनुसरण करने का यास कर – 

 पहले पैरा म अपनी सम या बताय व उनके तरोध को सं त प म लखने का यास कर। 

 दसूरे पैरा म अपने ि टकोण के सहायक के प म कुछ वा य  को लखने का यास कर। 

 अंत म सारांश को जोरदार व बु म ता पूण लाइन के साथ समा त कर। 

5.  अपने पु  को दोबारा पढ़ ल य क एक प -स पादक उन प  क  उपे ा कर देता है िजनम याकरण स बंधी 

ु टया ँपाई जाती ह। यह प  स पादक के ऊपर एक बुरा भाव छोड़ता है। 

6.  यह भी याद रख क एक स  समाचार प  को बहुत सं या म प  ा त होत ेह, इस लए अपने प  का तर 
बनाये रखना चा हये। य द आप अपने प  को छपवाना ह  चाहत ेह तो आर भ म आप छोटे समाचार प  म 
यास कर सकत ेह। 

7.  य द आप अपना नाम नह ं छपवाना चाहत ेह तो इसे प ट प से लख द। आप ऐसे कसी नदश या ाथना को 
अलग पैर  म लख सकत ेह। जैसे – 

 “Please note: I do not want my full name to be published with this letter.” 

8.  चूँ क आपके प  को स पा दत कया जायेगा। अतः ल बी बहस म अपने वषय को डुबोने का यास न करके सीध े
ह  अपने मूल ब द ुपर आ जाना चा हये। कसी को आघात पहँुचाने वाल  भाषा का योग नह ं कर। ज रत से 
यादा भावुक होन ेक  को शश भी न कर।  

 नीच ेएक क पनी वारा एक समाचार स पादक को लख ेगये प  का नमूना दया जा रहा है िजसम क पनी से 
संबं धत छपी एक खबर का ख डन दया जा रहा है – 

Company Name or Letterhead 
Address 
City State, Pin 
Date 
Addressee Address 
City State Pin 
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Dear Sir 

In your March 1st issue of Daily News, you stated that our organization had been losing 
money ever since we launched our new product, Mixus, and we were on the brink of bankruptcy. 
The truth of the matter is that we have shown a profit in six out of the past eight quarters. In no way 
has Mixus been our downfall, as you imply. Our revenue for this product has been just slightly under 
our projections during this period of product introduction to our customers. 
As you are aware, such implications of impending bankruptcy directly affect our relationship with 
suppliers and distributors. We insist you immediately print a statement that corrects this 
misinformation. 

Yours faithfully 

 
——————- 

Guidelines and Alternate Phrases: 

अपनी ि थ त से अवगत कराइये – कसी मामले पर सहम त या असहम त या समाचार म कसी ु ट को दशाइये। 

I wholeheartedly agree with your position on……….. 

I, too, become disturbed by the report that says……. 

Your editorial statement on……is extremely premature. 

I disagree most definitely with… 

In an August 6 article entitled “Candid Shots,” you printed very dated statistics on our company with 
regard to………. 

कसी ु ट क  ि थ त म सह  सूचना दान क िजये। य द आप कसी मामले म ब कुल भ न वचार को कट करने 
क  सोच रहे ह तो अपना कारण बताइये तथा य द कोई आँकड़ ेह तो उनका ोत बताइये। 

Request a retraction, if necessary, for erroneous information. 

We demand a retraction in your next issue. 

In an upcoming issue, please give the correct source of published statistics and explain the conditions 
under which the survey was done. 

We expect an immediate decision about retracting your claim. 

In the next issue of your journal, we ask you to include our company among the other vendors listed 
as offering this service. 

We demand you correct this impression immediately with a statement to the effect that…… 

य द आप कसी समाचार से सहमत ह तो समाचार स पादक को उनके यास के लए ध यवाद द िजये। 

Thank you for your vitally important contributions on the issue. 

We appreciate your service to the community. 

We appreciate seeing such thought-provoking opinions carried in your paper. 

Your efforts may save a life. Thank you. 

We appreciate you for using your media spotlight so responsibly. 

www.teachergyan.com www.rajteacher.in



 

45 
 

Thank you for your concern as evidenced by your article on this disturbing trend. 

Thank you for putting the safety of the community above all. 

Thank you for expressing the issues so subtly and poignantly. 

You have done us all a great service today with this editorial. 

You have treated the situation responsibly and with sensitivity. We commend you. 

यहाँ पर आपक  सु वधा के लए कुछ प  दये जा रहे ह िजनको देखकर अ य प  लखने का भी अ यास कर कर 
सकत ेह। 

Examples of Letters to Editors 

Q. 1: Write a letter to the editor of a newspaper about the frequent breakdown of the water supply 
in your locality. 

Ans: 

Radha Nagar, Ajmer 

May 20, 2021 

The Editor 
The Dainik Bhaskar, Jaipur 

Subject: Frequent breakdown of the water supply 

Sir 

 We shall be highly obliged if you kindly publish in your esteemed journal our complaint 
against the Municipal Committee about the frequent breakdown of the water supply in our locality. 
In spite of several complaints and reminders, there has been no improvement in the water supply 
system. It is the same as it was in the beginning. Water is supplied for only a few hours and the time 
of supply is not fixed. The supply stops at any time. The amount is so small that it is hardly sufficient 
for drinking purposes. We hope that the Municipal Committee will immediately improve the water 
supply in this locality. 

 
Yours faithfully 

Hari Prasad 

(Word - meanings: esteemed – ति ठत, frequent – बार – बार, breakdown – यवधान, reminders – 

मरणप ) 

Q. 2: We can read the news about atrocities against women everywhere. Write a letter to the editor 
of the Hindustan Times expressing your views. You are Sharad Chand from Jhalawar. 

Ans.: 

2-A-9 Housing Board Colony, Jhalawar 

19 March 2021 

The Editor 
Hindustan Times, Jhalawar 

Subject:  Atrocities committed against women 

Dear Sir 

www.teachergyan.com www.rajteacher.in



 

46 
 

 We all are pained to read news about atrocities committed against women. Have we lost our 
respect for womenfolk? It is all the more distressful to see these events occurring everywhere. Is this 
an indication of no freedom or independence for women as is available for others? Equality in terms 
of gender is provided by the Indian Constitution. These events could harm the development of Indian 
society. The law keepers need to be more sensitive about their social responsibilities. The doors of 
such wicked actions must be punished severely. Let us work towards a peaceful and progressive 
society, so that, men and women can live in equality. 

 
Thanking you 

 
Yours faithfully 

Sharad Chand 

(Word-meanings: atrocity – अ याचार, distressful – परेशान करने वाला, indication – संकेत, constitution 

– सं वधान, progressive- ग तशील) 

Q. 3: Write a letter to the Editor of the Nav Bharat Times on the reckless driving of minibuses in 
Jaipur. 

Ans: 

215 Mansarovar, Jaipur 

16 March, 2021 

The Editor 
Nav Bharat Times, Jaipur 

Subject: Reckless driving of minibuses 

Dear Sir 

 It is high time that proper steps should be taken to put a stop to the reckless driving of mini. 
buses on the busiest and thickly populated roads. Yesterday, an old man had a narrow escape from 
being run over by a minibus. Such reckless driving causes fatal accidents when someone tries to 
cross the roads. It is often noted that the police take no notice of offenders, so minibus accidents 
occur almost daily. The traffic police should be strict in enforcing the rules and regulations for them. 
 

Yours faithfully 

Amit Lohar 

(Word-meanings: reckless – अ धाधुंध, thickly – घने, had a narrow escape – बाल-बाल बच,े fatal – घातक, 

run over – कुचलना, offenders – अपराधी, occur – होना, strict – कठोर, enforcing= लागू करना) 

Q. 4: Recently you have read the news on “Ban on the use of plastic bags in Rajasthan”. Write a 
letter to the editor of the Rajasthan Patrika to publish your views. Imagine that you are Kavita 
from Jaipur. 

Ans: 

19 Anand Vihar 
Mansarovar, Jaipur 

21 August 2021 
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The Editor 
Rajasthan Patrika, Jaipur 

Subject: Ban on the use of plastic bags 

Dear Sir 

I am very pleased to read the news that recently Rajasthan State Government has banned 
plastic bag manufacturing, storing & distributing Companies. Along with it, whoever is indulging in 
the production and use of polythene bags, will be penalized for 30,000/- and 6 months of 
imprisonment. It will be very helpful in keeping the environment clean. The biggest problem with 
the plastic bags which are used for the packing of milk, oil, salt, etc. is that they are dirtying the 
environment, and the second, plastic is not biodegradable. When thrown, it chokes the drainages; 
when burnt, it emits poisonous gases. Thus, the ban on plastic will be helpful in protecting our 
environment in many ways. I think that it should be banned throughout the country by the Indian 
Government. 

 
Yours faithfully 

Kavita 

(Word-meanings: indulge – ल त होना, discourage – हतो सा हतकारना, biodegradable – पयावरण को बचाने 

वाले, emit – उ सिजत करना) 

Q. 5:  Your residential area is facing sanitation problem as well as bad roads and drainage 
problems. Write a letter to the Editor of a local newspaper complaining about it. You are 
Varun/Rita.  

Ans: 

4 Shivaji Colony, Jaisalmer 

6 August 20– 

The Editor 
Rajasthan Patrika, Jaisalmer 

Subject: Regarding sanitation, bad roads and drainage problems 

Dear Sir 

Through the columns of your esteemed newspaper, I want to draw the attention of the 
Municipal Authorities of Jaisalmer regarding sanitation, bad roads and drainage problems of our 
residential area. Roads in our residential area are very dirty. The sweepers do not clean the roads 
regularly. The drainage system is quite defective. Dirty water flows on the road. There are heaps of 
dirt everywhere. Due to many potholes (pits) on the road, it is full of dirty water. Many residents of 
this area are suffering from a number of diseases. This is a great problem for school going children 
who pass on this road. They cannot ride their bikes and bicycle safely. Will the authorities concerned 
do something to improve the sanitation as well as bad roads and resolve drainage problems? 

 
Yours faithfully 

Varun 

(Word-meanings: esteemed – ति ठत, sanitation – साफ-सफाई, drainage – पानी आ द क  नकासी क  णाल , 

resolve – हल करना) 
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Q. 6: Imagine that you are Prachi Mehta from Rajgarh. Write a letter to the Editor of ‘The India 
Today’ expressing your resentment on the attack on your privacy by mobile companies. 

Ans: 

R.K. Puram, Rajgarh 

26 January 20– 

The Editor 
India Today, Delhi 

Subject: Regarding the attack on privacy by mobile companies 

Dear Sir 

 Our privacy is indeed at risk due to the aggressive telemarketing fostered and supported by 
mobile service providers. I cannot understand why mobile companies ask for 90 days to activate a 
DND (Do Not Disturb) when a SIM is activated within three days of purchase. I have a Reliance 
mobile connection. I activated DNC (Do Not Call) this December. I was free from unwanted calls 
just for a month. After that, the whole barrage of calls and messages began again. Now, I have to 
apply afresh. It will take 90 days to be activated again. I think that the spam SMS senders should be 
penalised. Only then we might see a stop to this menace. 

 
Yours faithfully 

Prachi Mehta 

(Word-meanings: aggressive – आ ामक, fostered – संव धत, barrage – बौछार, spam – अवां छत, 

telemarketing – टेल फोन के मा यम से व ापन, the menace – क ट द व तु, penalise – दि डत करना) 

Q. 7: Imagine that you are Ravi Verma from Jaipur. Write a letter to the Editor of Dainik Nav Jyoti 
on keeping Jaipur clean. 

Ans: 

25 Jamaica Nagar, Jaipur 

24 March 2021 

The Editor 
Dainik Nav Jyoti, Jaipur 

Subject: Keep City clean 

Dear Sir 

 I have been reading so much in the newspapers about keeping Jaipur clean, but I have just 
one question to ask. Where are the dustbins? A busy place like- Sindhi Camp bus stand has no proper 
dustbins. There are no dustbins on the roads. Major roads like – MI Road and other such busy roads 
have no dustbins. It is the time for the Jaipur authorities to do something in this matter. I am sure that 
Jaipur means will use dustbins if they are easily accessible. We should be practical and realistic 
when we talk about a clean Jaipur. So, now it is wake up time when we get together to keep our city 
neat and clean. 

 
Yours faithfully 
Ravi Verma 

(Word-meanings: accessible – पहंुच के यो य, absolutely – पूर  तरह, realistic – यथाथवाद ) 
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Q. 8: Imagine that you are Pooja Sharma from Jhalawar. You have seen a photograph of some 
bikers on the front page of Dainik Sawera with three riders on each and splashing water filled 
on the road due to heavy rain. Write a letter to the Editor expressing your objection on such 
pictures being published. 

Ans: 

23 Indra Vihar Colony 
Opposite Govt Hospital, Jhalawar 

14 December 2021 

The Editor 
Dainik Sawera, Jaipur 

Subject: Expressing objection on indecent pictures 

Dear Sir 

I absolutely disagree with the picture published on the front page of your leading newspaper. 
Though it is good to have good rain my objection is regarding the photograph. It showed some bikers 
driving very fast on the road filled with water. They were splashing water on the pedestrians. There 
were three riders on each bike. This is an open violation of traffic rules. Again, they were not 
wearing helmets. It is also a violation. It is wrong to splash water on pedestrians. A leading 
newspaper like yours should not publish such pictures. 

 
Yours faithfully 
Pooja Sharma 

(Word-meanings: splashing–उड़ाना, उछालना, pedestrians–पैदल चलने वाले लोग, violation–उ लंघन) 

Q. 9: Write a letter to the Editor of Nav Jyoti regarding the nuisance of stray cattle on the roads. 

Ans: 

155 Krishna Nagar, Kota 

12 January 20– 

The Editor 
Nav Jyoti, Kota 

Subject: The nuisance of stray cattle on the roads 

Dear Sir 

 Through the columns of your esteemed newspaper, I want to draw the attention of the 
Municipal Authorities of Kota to the nuisance of stray cattle on the roads. Many people rear cattle 
but they let them stray onto the roads during day time. Apart from being unhygienic, many times 
cattle squat on the pavements and sometimes even in the middle of the roads. This causes a hazard to 
the public. It is hoped that the Municipal Authorities would take immediate steps to do away with 
this nuisance. 

Yours faithfully 
Nimita Jain 

(Word-meanings: esteemed – स मा नत, a nuisance – बड़ी परेशानी, stray – आवारा, rear – पालना, squat – 

बैठना, pavements – फुटपाथ, hazard – खतरा, unhygienic – अ वा य कर, do away with this nuisance – इस 

परेशानी से छुटकारा पाना) 
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Q. 10:  Imagine that you are Ved Prakash from Ajmer. Write a letter to the Editor of ‘Jan Jagaran’ 
expressing your suggestion on expensive marriage ceremonies. 

Ans: 

306 Alwar Gate, Ajmer 

26 February 20– 

The Editor 
Jan Jagran, Jaipur 

Subject: Views on expensive marriage ceremonies 

Dear Sir 

 The marriage ceremony is an important ceremony, but today it is becoming very expensive. 
Parents spend their income on hard labour and savings of years on band, light-decoration, tent etc in 
a few hours. If they give this money to their son or daughter, their future life will be much better. 
The question is “Does a person from society go to ask the poor whether he has taken food or not?” 
Nobody comes for help. Then why there is such ostentation in society? 

 
Yours faithfully 

 
Ved Prakash 

(Word-meanings: ostentation – आड बर, तड़क – भड़क) 
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(a) Letter Writing Official Letters

(For making enquiries, registering complaints, asking for and giving information etc.)

Official Letters 

यान द – Official Letters सं त 
यान द: 

1.  Official Letters म अनौपचा रक
लखत ेह। 

2.  इसके प चात ्बायी ंओर ह  ा त

3.  प  लखने का उ े य या है? 

4.  इसके प चात ्अ भवादन का श द

5.  फर Official Letters क  मु य

6.  अंत म, बायी ंओर ह  धानाचाय
अ धका रय  को स बो धत प

7.  इसके नीच े लखने वाले के ह ता र
ारं भक व ेअि तम भाग के च लत

Persons Salutation

(a) To Teachers: Sir or Madam

(b) To Officers: Sir or Madam

 

Official Letters का आदश ा प 
 

 

(a) Letter Writing Official Letters

(For making enquiries, registering complaints, asking for and giving information etc.)

 तथा वन  भाषा म लख ेजात ेह। इन प  के वषय

अनौपचा रक प  क  ह  भाँ त ऊपर बाँयी ओर प  लखने वाले 

ा त करन ेवाले को पद तथा पता लखा जाता है। 

? इस लए Subject भी इसी म म आगे लखत ेह। 

श द Sir यो Madam लखा जाता है। 

मु य बात (Main body) लखी जाती ह। 

धानाचाय, क ा यापक आ द को स बो धत ाथना-प  म Yours obediently 

प  म Yours faithfully से स बो धत कया जाता है। 

ह ता र कये जात ेह व नाम लखा जाता है। ारि भक
च लत तर के न नां कत ह – 

Salutation ( ारि भक अ भवादन) Subscription 

Sir or Madam Yours obediently

Sir or Madam Yours faithfully
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(a) Letter Writing Official Letters 

(For making enquiries, registering complaints, asking for and giving information etc.) 

वषय म न न ल खत बात  पर 

 का पता व उसके नीच ेतार ख 

Yours obediently से तथा अ य 

ारि भक अ भवादन और ाथना-प  के 

Subscription (प -समाि त) 

Yours obediently 

Yours faithfully 
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(i) Making Enquiries 

Q. 1: You are Prem Mohan residing at 12, Naya Bazar, Ajmer. Write a letter to the Postmaster 
inquiring about a money order which you sent but it has not been received by your brother. 

Ans: 

12 Naya Bazar, Ajmer 

15 November 2021 

The Postmaster 
The City Post Office, Ajmer 

Subject: Missing money order 

Sir 

 I sent a money order of 1000/- to my younger brother Radha Mohan Sharma, 127- Adarsh 
Nagar, Jaipur on 15 October 20–. A month has passed but the money order has not been yet received. 

 So, I request you to look into the matter and do the needful immediately. 

Thanking you 

Yours faithfully 
 
Prem Mohan 

[Word-meanings: destination = ग त य, received = ा त कया] 

(ii) Registering Complaints 

Q. 2:  Imagine that you are Raghunandan Pathak from Bikaner. Write a letter to the Subdivisional 
Officer, B.S.N.L., Bikaner, regarding frequent telephone-disorders in your locality. 

Ans: 

27, Kote Gate, Bikaner 

18 March 20– 

The Sub-Divisional Officer 
B.S.N.L., Bikaner 

Subject: Frequent telephone disorder 

Sir 

 I would like to bring to your kind notice that the telephones in our locality are generally lying 
dead. This causes much inconvenience to the residents of this area. Broad-band users have to suffer a 
lot. Many times, the complaints are attended to but the repair of faults is temporary. 

 I hope you would take steps to redress our grievances. 

Thanking you 

Yours faithfully 

Raghunandan Pathak 

[Word-meanings: locality= ब ती, मुह ला,residents= नवासी,are lying dead= खराब पड़ े रहत े

ह,inconvenience= असु वधा,grievances= शकायत ,disorder= खराबी,redress= सुधारना] 
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Q. 3: Write a letter of complaint to the Additional District Magistrate (Civil Supplies) of your 
district about the scarcity of sugar and kerosene oil at the fair price shop. 

Ans: 

27 Krishna Nagar, Dausa 

11 March 2021 

The Additional District Magistrate (Civil Supplies) 

Subject: Scarcity of sugar and kerosene oil at the fair price shop. 

Sir 

 I would like to bring to your kind notice that the working of the dealer of the fair price shop 
of our locality is very unsatisfactory. Generally, it is said that the main articles like sugar and 
kerosene oil are out of stock. The residents of the locality have lodged complaints against the dealer 
but nothing has happened yet. 

 You are, therefore, requested to take effective steps to remove our difficulties. 

 
With thanks 
Yours faithfully 

 
Lal Gautam 

[Word-meanings: scarcity= कमी, fair price shop= उ चत मू य क  दकूान, unsatisfactory= अस तोषजनक, 

generally= साधारणतया, kerosene oil= म ी का तेल, out of stock= माल न होना, lodged = दज कराई, effective 

steps = भावशाल  कदम] 

Q. 4: Write a letter to the Collector of your district complaining about the irregular supply of 
electricity in your town.  

Ans: 

The District Collector, Banswara 

20 January 2021 

Subject: Irregular Supply of Electricity 
Sir 

 I want to bring to your kind notice towards the plight of the citizens of Banswara city in 
general and students in particular. From the last two months, there has been an irregular supply of 
electricity. The electrical engineer says that excessive load is the main cause of irregular supply of 
electricity. This irregular supply of electricity disrupts the studies of the students. The housewives 
complain that none of their kitchen appliances functions properly. 

 I humbly request you to find a solution to this pressing problem of Banswara city. 

Thanking you 

Yours faithfully 

Satish Gupta 

[Word-meanings: plight= ददुशा, disrupts= बाधा डालती है] 
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Q. 5: Imagine that you are Harish, living in the hostel of your school in Kota. Write an official 
letter to the Collector of your district complaining against the use of loudspeakers during 
examination days. 

Ans: 

Narayan Hostel 
Kotdi Road, Kota 

15 February 2021 

The District Collector, 
Kota 

Subject: To ban the use of loudspeakers  

Dear Sir 

 I am a student of the senior secondary class. I want to bring to your kind notice that it is our 
exam time. The students cannot concentrate on their studies because some people in my locality use 
loudspeakers since morning till late at night. We can neither study nor sleep well due to the 
unbearable volume of sound. 

 I hope the district administration will impose a total ban on the use of loudspeakers till the 
end of our examination. 

 Please look into the matter and do the needful. 

Thanks 
Yours faithfully 
Harish 

[Word-meanings: concentrate = यान केि त करना, loudspeaker = व न व ता रक थ , unbearable = 

असहनीय, administration = शासन, impose a total ban = पूण तबंध लगाना] 

Q. 6: You are Deepti Shah / Deepak Shah of Station Road, Alwar. Write a letter to the Municipal 
Commissioner of Alwar complaining about the poor condition of roads in Alwar and asking 
for their improvement. 

Ans: 

12 Station Road, Alwar 

7 November 20– 

The Municipal Commissioner 
Subject: The poor condition of roads 

Dear Sir 

 It is a matter of regret that in today’s era of Air Bus and Air Taxi, our area is even devoid of 
well-built roads. The roads are full of pits. These pits are not visible. There is a great problem for 
school going children who cannot manage to ride their bicycles safely through such streets. The rainy 
season worsens the situation by causing water logging of these pits. The waterlogged places become 
a breeding hub of mosquitoes which invites malaria, dengue, etc. Despite the numerous efforts of the 
people living here, nothing fruitful has emerged. 

 I hope you will look into the matter at the earliest and do something constructive about it. 

Yours faithfully 
Deepti Shah 

[Word-meanings : era = समय (युग), waterlogged places = पानी भरे थान, debarred = वं चत,hub = के , 

worsens = अ धक खराब करना, pits= ग डे, breeding= जनन, constructive= रचना मक] 
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Q. 7: Write a letter of complaint to the Station House Officer, Police Station, Bhilwara about the 
increasing incidents of chain snatching and eve-teasing and request him to take strict 
measures to curb the menace. You are Shruti of Swaroop Nagar, Bhilwara. 

Ans: 

120/B Swaroop Nagar, Bhilwara 

15 October 2021 

The Station House Officer 
Police Station, Bhilwara 

Subject: Frequent chain snatching and eve-teasing 

Dear Sir 

 Our region has been under a continuous grip of chain snatchers and eve teasers. Three 
incidents in the last two months took place where miscreants came on the bikes and snatched a chain 
of an old woman going by a rickshaw, another case was with a working lady entering her office and 
the third case was of a college girl. Every time the complaint was registered but the snatchers are still 
out of the bars. 

 On the other hand, the incidents of eve-teasing have suddenly increased as nowadays groups 
of teasers can be frequently spotted at the road corners, bus-stops, girls’ colleges. All this is very 
scary for the girls. This can only be curbed by strict action. I request you to pay attention to our 
problem and resolve it. 

Yours faithfully 

Shruti 

[Word-meanings: snatchers = छ नने वाले, grip = पकड़, miscreants = गैर सामािजक त व, vulgar = भ े, scary= 

डरावना, curb = नयं ण रखना, eve-teasing= छेड़छाड़ करना, out of the bars= पकड़ से दरू, block= रोकना,  बंद 

करना, resolve = हवा नकालना, menace = खतम] 

Q.8: As Shailabh / Surbhi of Avas Vikas Colony, Churu writes a complaint letter to the CMO of 
Distt Churu about the dissatisfactory condition and working of the City Hospital. 

Ans: 

4,  Avas Vikas Colony, Churu 

20 October 2021 

Chief Medical  
Officer District Hospital Churu 

Subject: The dissatisfactory situation of the City Hospital 

Dear Sir 

The City Hospital has always been a blessing to the citizens of the city. It has played an 
excellent role in the health services for the welfare of the people. But for some time, doctors are not 
available on time. Patients return hopelessly, emergencies go unattended, the X-ray machine is lying 
dead. The rich can go to the private hospitals but what to say about the poor who cannot afford these 
facilities. 

The situation seeks your personal attention and appropriate action. 

Yours faithfully 
Shailabh/Surbhi 

[Word-meanings: blessing= आशीवाद, वरदान, excellent= बहुत अ छा, welfare = भलाई, hopelessly= 

नराशापूवक, unattended= बना देखभाल के, lying dead= खराब पड़ी, afford= खच वहन करना, seek= अनुरोध करना] 
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Q. 9: Your school building is in a very miserable condition. Heavy rains have caused severe 
damage to it. Write a letter to the Collector of your district to take necessary action to get it 
repaired as early as possible. 

Ans: 

Govt Higher Secondary School 
Sikar 

30 August 2021 

The Collector District – Sikar 

Subject: Complaining against the miserable condition of the school building 

Dear Sir 

 Respectfully, I want to bring to your kind attention that the condition of our school building 
is miserable. It is an old structure. It has already been in bad condition. The plaster of walls has come 
off. It drips when it rains. The floors of the rooms have ditches. The heavy rain of this season has 
caused much more severe damage to the building. It is humbly requested that you look into the 
matter and sanction a fund for the necessary repairing of the building as per the allowed grant. 

 Thanks 

Yours faithfully 

Anupam 
(Monitor-12 A) 

[word-meanings: miserable= दयनीय, drips = टपकना, ditches = ग ढे, severe = अ य धक, sanction = वीकृत 

करना, fund = रा श, grant = अनुदान] 

Q. 10: Write a letter to the principal of your school complaining about the bad behaviour of the 
librarian of your school.  

Ans: 

Shivalik Hostel 
Govt Senior Secondary School, Sikar 

August 19, 2021 

The Principal 
Govt Senior Secondary School Sikar 

Sir 

 I want to bring to your kind notice that the behaviour of our librarian, Mr Radha Raman is not 
good towards the students. Whenever we go to the library for any work, he behaves badly. Neither he 
listens to our problems nor he responds to our queries satisfactorily. If we ask him for anything, he 
starts shouting at us. He is very lazy in maintaining records. He does not keep books in order. I 
request you to look into the matter and do the needful. 

Thanking you 
Yours obediently 
Vipin Goyal 
(Monitor-XII B) 
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(a) Letter Writing Business Letters 

(For making enquiries, registering complaints, asking for and giving information, placing orders and 
sending replies.) 

Letter-Writing 
Letter-writing (प -लेखन) भाव-अ भ यि त (expression) क  एक मह वपूण कला है। यह अपने वचार  व भावनाओं को 
कट करन ेका उ तम मा यम है। सामा यतया एक अ छे प  म न न ल खत बात  का होना अ त आव यक है: 

1.  प  का उ े य मि त क म प ट होना चा हए। 

2.  प  म सरल भाषा का योग करना चा हए। 

3.  सभी ब दओु ंको एक ह  अनु छेद (paragraph) म नह ं लखना चा हए। प  के सभी ब दओु ंपर यवि थत 
तथा प ट ढंग से काश डालना चा हए। अलग-अलग ब दओु ंके लए अलग-अलग अनु छेद  का योग करना 
चा हए।  

4.  सुलेख का यान रखना अ त आव यक है। सु दर लेखन का प  के ा तकता पर बहुत अ छा भाव पड़ता है। 

 

Business Letters 

(For making enquiries, registering complaints, asking for and giving information, placing orders and 
sending replies) 

यापा रक प  के अ तगत उन सभी प  को सि म लत कया जाता है जो एक ाहक वारा एक यापार  या 
यावसा यक सं थान को, एक यापार  वारा या एक यावसा यक सं थान वारा दसूरे यापार , यावसा यक सं थान 
अथवा कसी ाहक को लख ेजात ेह। 

एक अ छे यापा रक प  म न न ल खत गुण होने चा हये। 

1.  यापा रक प  पूणतः प ट होना चा हये। जो भी बात कह  जाये वह इतनी प ट होनी चा हये क प  पाने वाला 
एक बार पढ़कर भल -भाँ त समझ सके, ता क अनाव यक समय न ट न हो। 

2. प  सं त होना चा हये। 

3.  प  लखने वाल  फम का नाम व पता प  म बायी ंओर लखकर उसके नीचे,प  लखने क  तार ख लखनी 
चा हए । 

4.  िजस फम को प  लखा जाता है, उसका पता प  म बायी ंओर लखा जाता है। 

5.  य द कसी यि त को प  लखा जा रहा है तो उसके नाम से पूव Mr/Shri लखा जाता है। य द कसी फम को 
प  लखा जा रहा हो तो उसके पूव Messers या M/s लखत ेह। 

6.  अ भवादन के नीच ेवाल  लाइन से प  का ार भ न न कार से होता है। 

 We are pleased to receive your letter No…………..dated………….. 

 Thanks, for your letter No…………… dated…………….. 

 With reference to your letter No……….. dated………… 

 Please refer to your letter No……….. dated … 

 I shall be much obliged if you send me… 
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 Please despatch as early as possible………. 

7.  प  समा त होन ेके प चात ्दसूर  लाइन म बायी ंओर ायः Yours faithfully लखा जाता है। 

8.  इसके प चात ्भेजने वाले के ह ता र होत ेह। य द प  कसी फम के वारा लखा जाता है तो उसका वामी उस 
पर ह ता र नह ं करता है। यह काय कसी अ य के वारा कया जाता है। अतः ऐसी ि थ त म फम के नाम के 

पूव For श द लखा जाता है, उसके नीच ेह ता र कये जात ेह। नीच ेह ता रकता का पद लखा जाता है। 

9.  जो व तु मँगवाई जा रह  है उसका आव यक ववरण तथा सं या अव य ह  लख ता क कोई म पैदा ना हो। 

10.  आपके वारा भुगतान कस मा यम से कया जायेगा, यह भी अव य लख। 47991-Cheque, Draft, Money 
Transfer (RTGS/NEFT), etc. 

11. 

प  िजसको लखा जा रहा है। Address Salutation Subscription 

(i) एक यापार  को Mr/Shri Mr R. K. Sharma 7-M.G. Road, Jaipur Dear Sir Yours faithfully 

(ii) एक फम को M/s Nirmala Sports Home Mount Road, Chennai Dear Sirs Yours faithfully 

 

Business Letters 
Format 

 

 

  

www.teachergyan.com www.rajteacher.in



 

59 
 

(i)   Making Enquiries 

Q.1:  As the proprietor of Kitty Garment Showroom, write a letter to M/s Amba & Brothers 
inquiring about the range of children’s wear and variety they provide. Invent all the necessary 
details. 

Ans: 

Kitty Garment Showroom, 
Mohan Nagar, Sriganganagar 

14th November 2021 

The Manager 
M/s Amba and Brothers 
Nai Sarak, New Delhi 

Subject: Information about the Children’s wear 

Sir 

 We have opened a new showroom for children’s wear and are aware of the glory of your 
esteemed name. We also want to associate with you and flourish in the field. Thus, provide us with 
the details of your range and variety in the mentioned category. Also, favour us by enlightening us 
on the following: 

 Discounts you offer on a new business relation 

 Usual concessions 

 Mode of payment and transport 

 Transport and delivery charges 

 Provision of the unsold wear and nature of the seasonal wear 

 Any specific information you want to convey to us 
Looking forward to a positive response. 

Yours faithfully 

Raja Chaudhary 
(Proprietor) 

[Word-meanings: range = एक ह  कार क  व भ न व तुएँ, mentioned= व णत, favour= अनु ह करना, 
enlightening= अपे त जानकार  देना, provision = भ व य क  ि थ तय  से नपटने क  तैयार ] 

Q.2: You are Naina of Bhilwara. Write a letter to the Manager, Shagun Garden, Jodhpur to find 
out the rates for conducting the wedding reception of your sister on the lawns, enquiring 
about the catering cost per head, service and decoration charges and advance to be paid. 
(Business letter) 

Ans: 

9 B.R.C. Vyas Nagar 
Ajmer Road, Bhilwara 

22 August 2021 

The Manager 
Shagun Garden, Jodhpur 

Subject: Rates for conducting the wedding reception 
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Dear Sir  

 We want to conduct our sister’s wedding reception on the lawns of your garden on the 
evening of 23 September 20–. There will be around two hundred guests including children. We may 
also need four rooms. You have to arrange for the decoration, catering and service for the wedding. 

 Kindly furnish the following details regarding the function: 

1. The catering cost per head  

2.  Service charges  

3.  Decoration charges  

4. Room charges  

5.  Amount of advance money to be paid.  

6. Any other relevant information 

Kindly reply at the earliest. 

Thanking you 

Yours faithfully 

Naina 

[Word-Meanings: wedding reception= शाद  वागत समारोह, decoration= सजावट] 

Q.3: You are Sameer, the Tour Incharge of Senior Secondary School, Ajmer. You are planning to 
organize a tour to a place of historical importance during the summer break. Write a letter to 
the National Travel Agency, Ajmer enquiring about the charges, facilities and all other 
necessary details. (Business letter)  

Ans: 

Pratap Senior Secondary School 
Ajmer 

20 May 2021 

The Manager 
The National Travel Agency, Ajmer 

Subject: Enquiry about the charges and facilities of a tour 

Dear Sir 
Pratap Senior Secondary School, Ajmer is planning a three-day tour to a place of historical 

importance during the summer break. The students of class XI and XII are planning to visit Delhi. 
There are 180 students in all. Six teachers and three peons will also accompany us. 

Kindly, furnish the following details regarding the charges and facilities you provide: 

1. How will you accommodate us?  

2.  Number of rooms and their total charges 

3.  Arrangement of breakfast, lunch and dinner and the charges per head 

4.  Arrangement of four luxury buses and their charges 

Yours faithfully 
Sameer 
(Tour Incharge) 

[Word-meaning: accommodate= ठहरने क  यव था करना] 
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Q. 4: You are Mohan/Mohini of Class XII. You are responsible for conducting a farewell party. 
Write a letter to the Manager, Ashoka Hotel, Sindhi Camp, Jaipur to make an enquiry about 
the rates to use their hall for the party. You study in Jawahar Sr. Sec. School, Chaura Rasta, 
Jaipur. 

Ans: 

Jawahar Sr. Sec. School 
Chaura Rasta, Jaipur 

02 February 2021 

The Manager 
Ashoka Hotel 
Sindhi Camp, Jaipur 

Subject: Enquiry about charges of the hall for conducting a farewell party 

Sir 

 Our school wishes to organize a farewell party in your hall (party). There are 156 students 
altogether for this purpose. We will have the party on 11 February 20– from 4 p.m. to 7 p.m. I would 
like to request you to send me the necessary details like – charges, advance required and 
confirmation regarding booking. 

 

Thanking you 

Yours faithfully 
Mohan / Mohini 

Q. 5: Write a letter asking for the settlement of an overdue account. This letter will be sent from 
wholesaler to retailer. (Business letter) 

Ans: 

Radha Prakashan 
New Block, Jodhpur 

15 August 2021 

M/s Narayan Book Depot 
13 Mohini, Banswara 

Subject: Overdue account settlement 

Dear Sir 

  You have not paid attention to our bill for 5,00,000 which had been pending since long. We 
have sent three reminders earlier but no reply has come from your side. We request you to settle this 
account without further delay. Your failure in settling account will compel us to take legal steps to 
recover the due amount. We hope you will do the needful. 

 
Yours faithfully 

For Radha Prakashan 
Neetesh Agrawal 
(Manager) 

[Word-meanings: settlement= समाधान, overdue= बकाया] 
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(ii) Registering Complaints 

Q.6: You took delivery of six cases of crockery from Kota. Out of six cases, one case was 
delivered to you broken and the contents were found damaged. Write a letter to the Claims 
Superintendent, West-Central Railway, Jabalpur about the loss and request him to accept 
your claim. 

Ans: 

14/A Lal Darwaza, Kota 

February 22, 2021 

The Claims Superintendent 
West-Central Railway, Jabalpur 

Dear Sir 

 We received six cases containing crockery despatched to us by Bawa Glass Factory, Delhi on 
February 15, 20– against R/R No. 720307. One of the six cases was broken and the contents were 
found to have been severely damaged. The invoice value of this case is 1500/- (One thousand five 
hundred only). We are enclosing the invoice in the original. We hope that our claim will be admitted 
and an early payment will be arranged to oblige us. 

Hoping to hear favourably from you soon. 

Yours faithfully 

 
For Rana Crockery 
Ram Mohan 
(Manager) 

 

Q.7: Write a letter of complaint to a defective watch company about the watch received from 
them. 

Ans: 

18, Katra Mahesh Das, Deeg 

September 10, 2021 

The Niren Watch Company 
149 Banerjee Road, Kolkata 

Subject: A complaint regarding a defective watch 

Dear Sir 

 I am sorry to state that the watch sent by you last month by V.P.P. is not working properly. It 
stops very often. The parcel was received intact. Hence, I think there is some mechanical defect in 
the watch. I am sending the watch, invoice and guarantee-card back to you and I request you to 
replace it by another thoroughly checked watch. 

 
Yours faithfully 

 
Prakash Gupta 
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Q.8: You are Anoop living at 7, Adarsh Nagar, Churu. You purchased a washing machine from a 
dealer. Write a letter for its replacement.  

Ans: 

7 Adarsh Nagar, Churu 

13 October 2021 

M/s Tulip Appliances 
M.G. Road, Jaipur 

Subject: Complaint regarding the defective washing machine 

Dear Sir 

 I bought a washing machine from your showroom with a warranty of 2 years. But only 8 
months have passed by and it has started troubling me. For a month its dryer has not been 
functioning properly while the system creates a loud noise during the washing of clothes. It gave me 
an electric shock when I switched it on yesterday. I hope you will understand the urgency of the 
situation and send a technician to rectify these defects or replace it soon. 

Yours faithfully 

Anoop 

Q. 9: Write a reminder to a customer to whom your firm supplied goods on credit and who has not 
paid the money yet. A letter which was sent previously demanding payment remains 
unrealised. (Business letter) 

Ans: 

M/s Jaggimal Kirorimal 
M. G. Road, Dholpur 

March 14, 2021 

M/s Amar Trading Company 
47 Station Road,Ajmer 

Subject: Outstanding Payment 

Dear Sir 

 We are sorry to note that a customer of your goodwill has not noticed our previous letter 
dated February 5, 20– for the settlement of our account. 

Maybe, it might escape from your knowledge. 

 We request you to remit us a sum of 20,000/- (Twenty thousand only) standing against you at 
your earliest. 

 

Yours faithfully 

For Jaggimal Kirorimal 
B. P. Sharma 
(Proprietor) 

[Word-meanings: goodwill = या त, previous = पूव के, escaped = कसी बात पर यान न जाना, standing= 

पहले जैसा रहना, remit = कसी यि त को भुगतान करना] 
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Q. 10: You have placed an order for few books with Mohan Pustak Mandir, Chaura Rasta, Jaipur. 
You have not received the books to date. Write a letter to them complaining about the non-
compliance of your order. You are Satish Gupta residing in Ram Nagar Colony, Churu. 
(Business letter) 

Ans: 

Ram Nagar Colony, Churu 

20 January 2021 

M/s Mohan Pustak Mandir 
19 Chaura Rasta, Jaipur 

Subject: Non-compliance of order 

Dear Sir 

 I placed an order for few books with you on 1 January 2021. I have already sent you a money 
order No. 677777 dated 1 January 20– for the required amount. I regret to say that the books have 
not been received to date. This non-compliance of the order has disturbed me. The books ordered are 
very urgently needed. These were the books on English Grammar that will help me to prepare for 
RAS entrance exam. Since the books have not reached me, my studies are getting disturbed. 
Kindly, despatch the books as early as possible. If they are not received within a week, the order will 
stand cancelled. 

 
I would appreciate your immediate attention to this matter. 

 

Yours faithfully 
Satish Gupta 
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GRAMMAR 

Topics 

1. Clauses (noun clauses, Adverb clauses, Relative clauses) 

2. Synthesis  

3. Phrasal verbs (break, bring ,carry, come get,put turn) 

4. Preposition of motion , time space and mental attitude  

1. Clauses (noun clauses, Adverb, clauses, Relative clauses) 

Q.1  combine the following pairs of sentences using the word given in the brackets. 

1. It is important .You get up early (that) 

2. There is a belief . A serpent is a god (that) 

3. You help others .You will be loved .(if) 

4. Follow  traffic rules .You’ll meet an accident (otherwise) 

5. I got up. The sun rose .(when) 

6. I was studying . My sister was playing .(while) 

7. Dinesh is an I.P.S. His father is a farmer.(whose) 

8. This is Radha .Her son is a doctor (whose) 

9. I want to know .You a bused the old man. (Why)  

10. The general------------was killed by a strong bullet in the early stage was my friend. (who) 

11. Hel page India  Support project--------------enable. Older people to remain independent . 

(which) 

12. The agency says --------------they have supported a number of projects . (that whose) 

13. She is Sure -------------(that/where) he will make a mistake. 

14. For Delhites the day begins with --------------newspaper serve to them. (what/when) 

15. Paul Getty ----------was a billionaire was a master at two things –making money and 

collecting art .(how / when ) 

16. Mithun asked sushant -------------(how/when)he had spent the holiday of Basant panchmi . 

17. The shirt -----------(who /which)is very beautiful. Where did you buy it from? 

18.  ----------------(when/where )you finish your work you can go and enjoy the match. 

19. This is the boy ---------------------(which/whose) Father teaches us English . 

20. The school award the students -------------top their classes. (who /which) 

 

2. Synthesis 

1. Do as directed in brackets . 

I Sohna cannot dance. Mohini cannot dance. 

(combine into one Simple Sentence) 

II I have a friend .He is true .He is loyal. 

(combine into one Simple Sentence) 
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III You are telling a lie .It is known to all.  

(combine into complex Sentence) 

IV I met an old man .He was very poor. 

(combine into complex Sentence) 

V He is strict .He is severe . 

(combine into compound Sentence) 

VI Moon  is shining stare are shining. 

(combine into compound Sentence) 

VII He has an old car .He wants to sell it. 

(combine into simple Sentence) 

VIII I went to the Market. Mohan also went with me. 

(combine into simple Sentence) 

IX You are a thief . it is known to to all. 

(combine into complex Sentence) 

X Ram is a dull boy .Every teacher knows it. 

(combine into complex Sentence) 

(2)  Do as directed (combine with the word of brackets) 

1.  The sun rose. The fog disappeared.(and) 

2. She works in a factory,She manages her household. (both---and) 

3.  she is illiterate. Her sister are illiterate.(as well as) 

4.  kalidas was a poet. Kalidas was a dramatist. (not only –but also) 

5.  sit here properly. Go away (either-or) 

6.  HE is not a dishonest boy. HE is not a liar. (nither-nor) 

7.  she must weep. She will die. (or) 

8.  She is pretty. She is not proud. (but) 

9.  HE abused me.I Forgave him.(yet) 

10.  You are honest. You are respected.(there fore) 

  

www.teachergyan.com www.rajteacher.in



 

67 
 

3. Phrasal verbs 

1.  Yesterday the engine of the mewar express-------------- (break) 

2.  Dengu ------------------in my city last year. (break) 

3.  The prisoner --------------------from the jail. (break) 

4.  He suddenly ----------------in the middle of his speech. (break) 

5.  After the death of his father he was ---------------------by his uncle. (bring) 

6.  the storm --------------------many trees. (bring) 

7.  Please ---------------------all library books by the end of the month. (bring) 

8.  A soldier has to -------------------orders of his officer. (carry) 

9. His labor and honesty -------------------through all this difficulties. (carry)  

10.  When India won the match, the whole nation got -------------- (carry) 

11.  The function ------------next Monday. (come) 

12.  The patient will ---------------round soon.(come) 

13.  The custom --------------with the Mughal rule.(come) 

14.  A good student--------------early in the morning.(get) 

15.  He has  ---------------back his house .(get) 

16.  She is always ------------me.(get) 

17.  The terrorism should be -------------(put) 

18.  -----------the light please.(put) 

19.  noun can say what will ----------tomorrow.(turn) 

20.  I will soon -----------------this matter. (turn) 

4. Prepositions (motion/time/space) 

1. fill in the blanks with appropriate prepositions. 

1.  He arrived-----------Wednesday morning. 

2.  Cut the apple ----------a knife. 

3.  He lives ----------------a big bungalow near the lake . 

4.  Stuti is good ---------------biology.  
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5.  can you do something ---------------------me.? 

6.  He is fond -------------oranges. 

7.  please pay attention --------------your students. 

8.  He is jumped ---------------the river. 

9.  I invited you to come ---------------------dinner tomorrow. 

10.  it has been raining ---------------morning. 

(2) fill in the blanks with appropriate. prepositions from the brackets. 

1 He started --------------seven in the morning.(at/on/for) 

2 The school time changes 1st October .(for/in/from) 

3 It is ten minutes to twelve ------------my watch.(in/on/by) 

4 Please translate this .passage------------------English. (in/into/by) 

5 One day I passed -------------a dense forest.(through/from/in) 

6 Mamta suffered because ------------asthma. (from/of /with) 

7 Steel is made ---------iron .(of/from/by) 

8 Please come to me-------------4 p.m.and 6 p.m.(on/at/between) 

9 I congratulate on her--------------------her success. (at/for/on) 

10 He invited me ----------dinner at 9.00p.m.(on/at/to) 
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SECTION-C 

4.   Text Books Flamingo –Prose 

1.  Read the flowing passage and Ans the question given below:  6×1=6 

After that Christmas eve at Ramsjo passed just as it always had .The stranger did not cause any 

trouble because he did nothing but sleep.The whole forenoon he lay on the sofa in one of guest 

rooms and slept at one stretch .At noon they woke him up so that he could have his share of the 

good. Christmas fare ,but after that he slept again. It seemed as though for many years he had not 

been able to sleep as quietly and safely as hear at Ramsjo. 

In the evening, when the Christmas tree was lighted ,they woke him up again and he stood for 

a while in the drawing room ,blinking as though the candlelight hurt him but after that he 

disappeared again .Two hours later he was aroused once more. He then had to go down into the 

dining room and eat the Christmas fish and porridge.  

Q.1  Why did the stranger not cause any trouble? 

Q.2  When was the Christmas tree lighted?  

Q.3  Why did he blink in the drawing room? 

Q.4  Why did he go down the drawing room ? 

Q.5   Find the word from the passage which means noiselessly. 

Q.6  Find the word from the passage which is opposite to ‘some’. 

Ans. 1  the stranger did not cause any trouble as he did nothing but sleep. 

Ans.2  The Christmas tree was lighted in the evening . 

Ans.3  He blinked in the drawing room as though the candle light hurt him. 

Ans. 4  He went down the drawing room to eat the Christmas fish and porridge. 

Ans.5  quietly  

Ans.6  many 

2.  Read the flowing passage and Ans the question given below:  6×1=6                                                                                          

Event justified Gandhi’s position within a few years the British planters abandoned their 

estates, which reverted to the peasants. Indigo share crapping disappeared.Gandhi never contented 

himself with large political or economic solution. He saw the culture and social backwardness in the 

champaran village and wanted to do something about it immediately. He appealed for teachers. 

Mahadev desai and Narhari parikh two young men who had just joined Gandhi as disciples and their 

wives volunteered for the work. Several more came from Bombay. Poona and other distant parts of 

the land. Devdas Gandhi’s youngest son , arrived from the ashram   and so did    Mrs.Gandhi primary 

schools were opened in six villages.Kasturbai taught the asharm rules on personal cleanliness and 

community sanitation . 
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Q.1  what happened within a few years ? 

Q.2 What did Gandhi see in the champaran villages ? 

Q.3  Write the name of the young men who had joined Gandhi as disciples. 

Q.4  what did Kasturbai teach ? 

Q.5  Find the word from the passage which means returned . 

Q.6  Find the word from the passage which is opposite to ‘near’. 

Ans 

1 Within a few years the British planters abandoned  their estates which reverted to the 
peasants . 

2 Gandhi saw the cultural and social backwardness in the champaran villages . 

3 Mahadev Desai and Narhari parikh joinded Gandhi as disciples. 

4 Kasturbai taught the ashram rules on personal cleanliness and community sanitation . 

5 Reverted  

6 Distant  

 
3.  Read the flowing passage and Ans the question given below:   

Mukesh’s family is among them.None of them know that it is illegal for children like him to 

work in the glass furnaces with high temperatures,in dingy cells without air and light that the law,if 

enforced of the hot furnaces where they slog their daylight hours often losing the brightness of their 

eyes. Mukesh’s eyes beam as he volunteers to take me home which he proudly says is being rebuilt 

we homes that remains hovels with crumbling walls wobbly doors,no windows,crowded with 

families of humans and animals co-existing in a primeval state. 

Questions: 

1 What is the occupation of Mukesh’s family? 

2 What is illegal for children? 

3 What would happen if the law was enforced strictly? 

4 What are the living conditions of the area where Mukesh’s lives? 

5 Find the word from the passage which means dark and dirty. 

6 Find the word from the passage which is opposite to modern. 

Anss 

1 Mukesh’s family is engaged in the work of bangle making. 

2 It is illegal for children to work in the glass furnaces with high temperatures. 

3 If law is enforced strictly, it could get around 20000 children out of the hot furnaces. 

4 The area has stinking lanes choked with garbage homes that remain hovels with crumbling 
walls crowded with families of humans and animals. 

5 Dingy 

6 Primeval  
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4.  Read the flowing passage and Ans the question given below:  

This went on until July. But  I was still not satisfied. I was not sure that all the terror had left 

so I went to Lake went worth in new Hampshire lived off a dock at Triggs  Island and swam two 

miles across the lake to stamp Act Island. I swam the crawl beast stroke side stroke and back stroke 

only once did the terror return when I was in the middle of the lake I put my face under and saw 

nothing but bottomless water. The old sensation returned in miniature I laughed and said ‘well Mr. 

terror what  do you think you can do to  me?” It fled and  I swam on. 

Questions 

1 Why was the narrator still not satisfied? 

2 Where did the narrator go to make sure that he was free from terror? 

3 Which strokes did the narrator practice? 

4 Which happened when the narrator was in the middle of the lake? 

5 Find the word from the passage which is the synonyms of ‘little amount’. 

6 Find the word from the passage which is the antonym of ‘above’. 

Anss 

1 The narrator was still not satisfied because he was not sure that the terror had left him. 

2 The narrator went to lake went worth in new Hampshire for swimming and ward off the fear 
of water. 

3 The narrator practiced the crawl , breast stroke side stoke and bake stroke. 

4 When the narrator was in the middle of the lake his terror retuned in a small a mount. 

5 Miniature 

6 Under 

 
Long Ans type questions (one out of two) 

                                                            4 marks in about 80 words 
1 Give a character sketch of M Hamel. (The Last Lesson) 
Ans.  M Hamel had been a devoted French teacher for 40 years.He was a strict disciple narian  and  

his great ruler. However he was a respectable man.On the last day of school many villagers 

who had been taught by him at some point of time came to attend his last lesson. He  gives 

great importance to learning French and considers it to be the most beautiful language of the 

world. He loves his profession from the bottom of his heart and holds a deep sense of respect 

for the mother tongue the latest order of the Prussian conquerors upsets him.He has to leave 

the place forever and feels heartbroken. His performance during the last lesson is exemplary. 

He has a logical mind and can analyse problems and deduce the reasons responsible for 

them.He is a great patriot To sum up,M. Hamel is an ideal teacher. 
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Q.2  Describe the life of rag-pickers in Seemapuri. (last spring)  

Ans  Seemapuri is situated on the periphery of  Delhi. Those who live squatters form Bangladesh 

About the thousand rag pickers live here in structures of mud with roofs of tin and 

tarpaulin.They do not have sewage drainage or running water. All though they have no 

identity they have ration cards and have their names in voters list children grow up in these 

hutments and help their parents in their survival. Rag –picking is the only way for survival in 

Seema puri.Garbage to them is gold.people  here live in utter poverty doesn’t allow then to 

live a hygienic and healthy life even small children work as rag pickers  in the midst  of 

danger of a number of diseases. 

Q.3  The peddler believed that the whole world is a rattrap .How  did he himself get caught 

in the same? 

Ans.  The peddler came up with a theory that the whole world is a rattrap and that all the luxuries 

are merely baits.It gave him great pleasure to think of the world this way.One night he took 

shelter in the house of an old and lonely crofter who was very generous.The crofter gave the 

peddler a meal,talked to him and even showed him the thirty kronors he had earned because  

of his cow. Tempted by the money the peddler stole the money and headed towards a forest 

the dense forest was like a maze and he soon got lost realizing that the money was bait and 

now he himself was trapped in a rattrap The peddler walked and walked but himself had 

become a part of forest.Thus he himself had become a part of his theory. 

Q.4  Why is Champaran episode considered to be the beginning of the Indian struggle for 

independence? (Indigo) 

Ans.  When a report came to Gandhi  that a peasant had been maltreated in a nearby village,he 

started out to see him.but the police stopped him and  served him a notice to leave 

Champaran immediately.It decided not to obey the British Then he was summoned to the 

court. Hearing this peasants came to Motihari in large number to supports their Champion. 

Now Gandhi ji declared that gathering in thousands around the courthouse was the beginning 

of their liberation from fear of the British.Thus Champaran episode was considered to be the 

beginning of the Indian struggle for independence. 

 

Short Ans type questions ( 20-25 words ) 2×2=4 

Q.1  What did Franz notice that unusual about the school that day? 

Ans.  There used to be a great hustle and  bustle in the school on normal days but that day there was 

silence all about the school. No noise of the opening  and closing  of desks and of lessons 

being repeated loudly in unison could be heard. 

Q.2  Is saheb happy working at the tea stall? Explain                            (lost spring) 

Ans.  Although saheb gets 800 rupees and all his meals yet he is not happy working at the tea stall 

for now he is no more the master of his own he is a servant. He seems to say that it is better to 

reign in hell than to serve in heaven. 
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Q.3  How is Mukesh attitude to his situation different from that of his family? 

Ans.  Mukesh comes from a family of bangle makers. Unlike his family, he does not want to cling 

to bangle making. He wants to be the master of his own. He wants to become a motor 

mechanic. 

Q.4  Why was the Y.M C.A pool safe? (deep water) 

Ans.  The Y.M C.A pool was safe as it was only two or three feet deep at the shallow end, and nine 

feet deep at the other one. 

Q.5  How did the crofter welcome the peddler? 

Ans.  As soon as the peddler knocked at the door of the crofter to ask shelter for the night, the 

crofter opened the door and welcome him warmly. He gave him supper. 

Q.6  How did British landlords compel poor peasants? (Indigo) 

Ans .  British landlords compelled poor peasants to plant 15 percent of their holding with indigo and 

surrender the entire indigo harvest as rent. 

Q.7  Why did Franz not want to go to  school that day? 

Ans.  Franz didnot want to go to school that day because his teacher had asked to prepare a lesson 

on participles but he knew nothing about them. 

Q.8  Why was Douglas determined to get over has fear of water? 

Ans.  Douglas had a terrible experience which had developed in him a fear of water. He was  

determined to get over his fear of water because it ruined his fishing trips and deprived him 

of the joy of boating and swimming. 

Q.9  What did the peddler do for his livelihood? (The Pattrap) 

Ans.  He used to sell small rattraps for his livelihood. but as it was it was not a profitable business 

he often stole things as well as begged for his livelihood. 

Q.10  Who was Rajkumar Shukla? Why did he request Gandhi ji to go to Champaran? (Indigo ) 

Ans. Rajkumar Shukla was an illiterate poor farmer of Champaran. He requested Gandhi to help 

the sharecroppers of his area. 
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SECTION-C 
 

VISTAS 
MCQ- 

1. According to the narrator Grand Central Station has- 

(a) one level  (b) Two Level  

(c) three level  (d) no level       ans. c 

2. What was the name of the newspaper when he saw at the stack of papers? 

(a) the Indian Express  (b) The World  

(c) The Times  (d) The News Week  ans. b 

3.  how much money the narrator withdraws from the bank- 

(a)300 dollars  (b) 400 dollars  

(c) 500 dollars  (d) 600 Dollars  ans. a 

4.  what is the name of the narrator of the story- 

(a) Louisa  (b) Fames  

(c) Sam  (d) Charley  ans. d 

5. The ten days old child enunciated said- 

(a) Ram  (b) O brave king  

(c) O wise prophets  (d) O wise men  ans. c 

6.  The crown prince was brought up by- 

(a) an English nanny  (b) an Indian dhai ma  

(c) a nurse  (d) a common woman   ans. a 

7.  How many tigers killed by the king within 10 years? 

(a) 75  (b)80  

(c)86  (d)70  ans. d 

8. The name of Sadao’s wife is- 

(a) Hana  (b) Julie  

(c) Elizabeth  (d) Maria  ans. a 

9.  where did Sadao and Hana keep the man in their house? 

(a) Servant quarter  (b) Hospital  

(c) His father’s room  (d) in passage  ans. c 

10. What was the messenger wearing? 

(a) Official uniform  (b) Warm clothes  

(c) Woolen clothes  (d) Civil drees  ans. a 
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11. why do the children come to Mr. Lamb’s Garden? 

(a) for listening stories  (b) for pears and apples  

(c) for games  (d) for entertainment  ans. b 

12.  Kids shout at Mr. Lamb as- 

(a) Mr. Lamb  (b) fatty Lamb  

(c) Lame-Lamb  (d) Old Lamb  ans. c 

13.  What was there behind the trees? 

(a) a big garden  (b) a large pond  

(c) a big forest  (d) a bee hive  ans. d 

14.  What were there in the room of Mr. Lamb? 

(a) apples  (b) hey  

(c) books  (d) curtains  ans. c 

15. Derry’s face was burnt by- 

(a) acid  (b) fire  

(c) candle  (d) electricity  ans. a 

16.  Mr. Lamb used the crab apples for making- 

(a) salad  (b) jam  

(c) juice  (d) jelly  ans. d 

17. How was the day on the land of apples? 

(a) rainy  (b) very cold  

(c) very hot  (d) beautiful  ans. b 

18.  Girls were eating with- 

(a) hands  (b) spoons  

(c) knife and fork  (d) none of the above  ans. c 

19  Zitkala Sa huddled herself in- 

(a) room  (b) bathroom  

(c) dark corner  (d) gallery  ans. c 

20.  What was cooked in front of the temple? 

(a) Diwali Offerings  (b) Holi offering  

(c) Pongal offerings  (d) all  ans. c 

21. What thing made great impact on the narrator? 

(a) Anna’s words  (b) Anna’s plan’s  

(c) Anna’s attitude  (d) Anna’s love  ans. a 
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22. People can throw away indignities if they- 

(a) work hard  (b) study and make progress  

(c) grow crops on the land  (d) learn languages  ans. b 

23. Elder brother has come home for- 

(a) study  (b) holidays  

(c) marriage  (d) festival  ans. b 

24. What did the elder extend him? 

(a) honey  (b) money  

(c) pocket  (d) cotton  ans. c 

25. The memory of the big man made the narrator to- 

(a) feel sad  (b) to laugh  

(c) to feel funny  (d) none of the above  ans. b 

 

SHORT ANS TYPE QUESTIONS 

The Third Level 

Q.1  Why do the people in the modern world want to escape? 

Ans.  The people in the modern world want to escape because the world is full of insecurity, war, 
fear and full of worry. They cannot live among these conditions. 

Q.2  How many levels, according to the narrator the Grand Central Station has? 

Ans.  According to the narrator Grand Central Station has three levels. 

Q.3  How was Charley, the narrator? 

Ans.  The narrator, Charley was a 31 years old man, wearing a tan gabardine suit and a straw hat 
with a fancy band. 

Q.4  What was the hobby of Charley? 

Ans.  The Charley’s hobby was stamp collection. He compared it with his grandfather and 
President Roosevelt. 

Q.5  Who was Sam? 

Ans.   Sam was friend of Charley. He was a psychiatrist who was very much infected with the 
thoughts of Charley about Galesburg. 

Q.6  What was the cause of fleeing Charley from the third level? 

Ans.  When the clerk threatened Charley that he would get him arrested as he was trying to cheat 
him. So, Charley fled from the third level. 
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The Tiger King 

Q.7 What did the astrologers say about the death of the tiger king? 

Ans.  The astrologers said that the child was born in the hour of the bull. The bull and the tigers are 
enemies; therefore, the death of king would come from tigers. 

Q.8  what type of princess the tiger king wants to marry? 

Ans.  The tiger king wanted to marry the princess with a large number of tiger population to fulfill 
his desire of killing hundred tigers. 

Q.9  how did the maharaja manage to retain his kingdom? 

Ans.  Maharaja sent 50 diamond rings to the wife of British officer of three lakh rupees to retain his 
kingdom. 

Q.10  How was prince Jun because he had a burnt g Jung Bahadur brought up? 

Ans.  Prince Jung Jung Bahadur drank up milk of an English cow. An English nanny looked after 
him. He was taught by an English man. He saw English films. 

The Enemy 

Q.11  What was Sadao’s achievement as a doctor? 

Ans.  Sadao was a dutiful dedicated doctor. He was a famous surgeon and expert in his art. Even 
General believed him that he can operate him successfully. 

Q .12  Why could Sadao not handover the soldier to the police? 

Ans.  Sadao could not handover the soldier to the police because the doctor inside him prevented to 
do so. 

Q .13  Who were the gardener and Yumi? 

Ans.   Gardener and Yumi were the servants of the house. They were angry at their master Sadao 
and his wife Hana’s generosity for enemy. 

Q.14. Who was the man treated by Sadao? 

Ans.  The man was an American prisoner of the war. He was washed out to the front of Sadao’s 
house. He had a bullet wound in his back. He had run away from there. 

On the face of It 

Q. 15  Why did Derry enter Mr. Lamb’s garden? 

Ans.  Derry entered Mr. Lamb’s garden because he had a burnt face. He wanted to avoid people 
and liked to live alone. 

Q. 16  Why does Mr. Lamb not have any curtains in his house? 

Ans.  Mr. Lamb does not have any curtain in his house to be in contact with the world. He loves 
people and everything in the world made by God. 

Q. 17  Why did Derry get influenced by Mr. Lamb? 

Ans.  Derry got influenced by Mr. Lamb because he inspired him to face the world and love it. He 
also tells him to stop feeling sad what people say about him. He should remain cheerful. 
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Q. 18 What example does Mr. Lamb give to avoid inferiority complex in Derry’s mind? 

Ans.  Mr. Lamb gives an example of ‘a flower’ and ‘a weed’. He says that both are important at 
their places. 

Q .19 Why does Mr. Lamb have a tin leg? 

Ans.  Mr. Lamb’s one leg was blown off in the war, so he uses an artificial tin leg for walking. 

Memories of Childhood 

Q. 20 What did Zitkala-Sa notice about the Indian girls in the school? 

Ans.  Zitkala-Sa noticed the girls marching into the dining room. They were in stiff shoes and 
closely clinging dresses. Small girls wore sleeved aprons and shingled hair. 

Q. 21  Why did Zitkala-Sa want to resist the cutting of her hair? 

Ans.  Zitkala-Sa had long and beautiful hair according to her culture. Long hair symbolizes 
bravery. Those who have short hair they are coward. 

Q. 22  Who gave the warning about the cutting of hair to the narrator? 

Ans.  Jude win, the friend of Zitkala-Sa gave the warning. 

Q. 23  What does the title ‘We Too are Human Beings ’suggest? 

Ans.  This title tells us about untouchables who are as human as the people of upper caste. It 
suggests to abolish end social inequality and untouchability. 

Q. 24  Why did Bama take more time from her school to home? 

Ans.  Bama used to take half an hour for 10 minutes. She used to watch all the entertaining 
novelties and oddities in the street, shops and market. 

Q. 25 What made the narrator double up and shriek with laugher? 

Ans.  When the narrator saw that an elder man was carrying a small packet. 

Q. 26  What was inside the packet?  

Ans.  There was VADAI in the packet. 

Q. 27  What advice did Annan offer Bama? 

Ans.  Annan adviced Bama to study with care and hard work. The people come to her and attach 
only when she will have the quality and intelligent. 

LONG ANS TYPE QUESTIONS 

Q.1  What is the third level for Charley in your opinion? (The Third Level) 

Ans.  as we think the third level was nothing but an invention of Charley’s own mind. Life is full of 
ordeals in the modern world. Everywhere we see fear, war, worries and stress. So, Charley 
wants an escape into a wishful world. This world of third level (his thought) was made of 
fancy and romance. There was a good old world of 1894 with wooden gates, derby hats, 
beards and sideburns. Most of the people are not satisfied with their present. Considering old 
days better they want to wander in past. It results they imagine what they want with them in 
an unconscious mind. 
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Q. 2  How did the prediction of astrologers prove true about the tiger king? (The Tiger King) 

Ans.  The prediction was that the king would be killed by a tiger, so the tiger king vowed to kill 
hundred tigers. He killed 99 tigers. The last 100th tiger was not killed by him, but Dewan 
didn’t tell him in fear of losing his job. On the birthday of his(king’s) son the tiger king gifted 
a small wooden tiger to him made by an unskilled carpenter. There were only silvers and it 
was made roughly. One of the silvers pierced to the king’s hand that infected the whole body 
and became the cause of his death. It was the real 100th tiger and the prediction of the 
astrologers proved true about the tiger king. 

Q.3  Was Sadao guilty?(The Enemy) 

Ans.  Sadao was not guilty or treacherous to his own country from the humanity point of view. He 
was a true doctor. When he saw a man who was very close death, he treated him. He risked 
his own life. He was full of hate for enemy but he couldn’t leave him in that bad condition. 
He and his wife Hana took care of him. He operated him. His services and duty were beyond 
the borders. Sadao was safeguard of humanity and pity in true sense. 

Q .4  What changes did Mr. Lamb bring into Derry’s attitude towards the life? (On the Face of It) 

Ans.  Mr. Lamb convinces Derry to live a happy and cheerful life. Derry’s face was burnt by acid. 
There was a deep scar not only on his face and mind as well. He never tries to mix up with 
people and remains isolated. Mr. Lamb tells Derry to cooperate other people. He should not 
mind what the people say about him. He should face life boldly. Whatever God has made, is 
equal. One must have beauty in the eyes.  Now Derry develops confidence in himself and 
starts life with a new thought. 

Q .5  How did one can achieve a respectable position in society?           (Memories of Childhood) 

Ans.  Learning is more important than all other aspects of life. If one works hard at his or her 
lessons then he will develop the power of thinking and intelligence. So only hard work at 
lessons can enable to get position in society. 

FLAMINGO (POETRY) 

MY MOTHER AT SIXTY-SIX 

Q .1  Where was the poetess going to and with whom? 

Ans.  The poetess was going to Cochin airport on a Friday morning with her mother. 

Q .2  Which familiar ache (pain) does the poetess feel every time from her childhood till now? 

Ans.  The poetess talks about her fear of losing her mother forever. She always felt this even in her 
childhood. 

Q .3  What promise does she make before parting? 

Ans.  She promises that she would see her (mother) soon. 

Q .4  Which imagery are used to describe the mother’s condition? 

Ans.  The poetess uses very apt images. Her mother’s face is “ashen” like that of “a corpse” and 
she is as sickly and pale as a “a late winter’s moon”. 

Q .5  What did the poetess do to overcome the fear of her separation from her mother? 

Ans.  First she looked out her face to divert her mind and in the last she smiled and smiled and 
smiled. 
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An elementary school in a slum 
Q .1 How do the slum school children look? 

Ans.  The slum school children look thin and weak in body with peeping bones. 

Q .2  The slum children are compared with- 

Ans.  The slum children are compared with ‘rootless weeds ‘. 

Q .3  Why did the poet says that Shakespeare is wicked and the map is a bad example for children? 

Ans.  Because the pictures and the maps show a prosperous, civilized and the world of riches, 
knowledge and love. Unfortunately, slums have none of these. 

Q .4  What tempt them to steal? 

Ans.  The ships (Riches), the sun(knowledge) and the love tempt them to steal or get it by wrong 
means. 

Q .5  what do the pictures of Shakespeare, Tyrolese valley and dawn show? 

Ans.  The picture of Shakespeare shows knowledge and Tyrolese valley and dawn show the natural 
beauty. 

Q .6  What does the poet expect the authorities? 

Ans.  The poet expects that the slum children should be given free access to books, good education, 
health and residence to make history. 

KEEPING QUIET 

Q .1  What does the poet suggest in the poem? 

Ans.  The poet suggests to keep still physically and mentally for a few seconds. 

Q .2  What can a complete silence/short pause do for us? 

Ans.  We can reevaluate our doings, understand ourselves and take corrective steps. 

Q .3  Why are we sad? 

Ans.  We are sad because we don’t understand ourselves and run after materialism. 

Q .4  Does the poet favour total inactivity? 

Ans.  No, the poet does not favour total inactivity. For him total inactivity is death, nothing to do 
with it. 

Q .5  What do fishermen, salt gatherers and war preparers normally do? 

Ans.  Fishermen kill whales in seas, salt gatherer gathers salt without caring about their injured 
hands and the war preparers invent weapons of war. 

Q .6  What does the earth teach us? 

Ans.  The earth appears dead in autumn but becomes full of life in spring. Similarly, when we are 
silent and still, we can plan for a meaningful future. 
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A THING OF BEAUTY 

Q. 1  List the things of beauty mentioned in the poem. 

Ans.  The sun, the moon, trees, daffodils, clear streams, musk rose, grandeur of the mighty dead 
and lovely tales are the things of beauty in the poem. 

Q .2  List the things that cause suffering and pain. 

Ans.  Despondence, death of noble natures, gloomy days, unhealthy and over darkened ways of 
human beings cause sufferings and pains. 

Q .3  How is a thing of a beauty a joy forever? 

Ans.  A thing of beauty is a joy forever because its loveliness increases always and it becomes a 
part of our memory forever.  

Q .4  How does a beautiful thing affect us?  

Q .5  What does a thing of beauty does for us? 

Ans.  It gives is an everlasting eternal joy, a quiet shelter, a sleep full of sweet dreams, health and 
soft breathing. It removes the pall of sadness from our soul. 

Q .6  How can one judge a thing of beauty? 

Ans.  A thing which gives eternal everlasting joy which is not momentarily, is a thing of beauty. 

AUNT JENNIFER’S TIGERS  

Q .1  What kind of the lady Aunt Jennifer was? 

Ans.  Aunt Jennifer was meek and timid lady. She lived in the terror of her husband. She was a 
woman of artistic talent. She made a life like embroidered tigers on a curtain. 

Q .2  What do the tigers represent in the poem? 

Ans.  The tiger represents beauty along with freedom, boldness, courage, gracefulness and a life of 
dignity and a life of dignity with self-respect. 

Q .3  What does the poetess want to say in the poem? 

Ans.  The poetess wants to say that a woman should live the life in this male dominated society like 
a tiger which is elated, proud and fearless. 

Q .4  Why is uncle’s wedding bond massive? 

Ans.  Uncle’s wedding bond is massive for her because of the unhappy marriage life with 
dominating cruel husband. 

Q .5  Why do you think Aunt has made tigers so different from herself? 

Ans.  Aunt has created tigers so different from herself  because she may have a suppressed desire to 
be like them. 
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