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1. # T Gl g 3R FEM (I Can and | Will)

@

SH 916 & 3 # A foleel 3687 U &lar

* I HE HT §H TAUA H F 3G A W AgRA glidel ol oA

o FHSIT Fr ST W@l FT FIT Agcd 3R 3 Ifhar H FIT HfSASAT 3= aTell ¢
* IS WG FT HTeA faeard S|

O

3T Sieet Y &THAAT e d Hged ol § |

S8 U A §H 3N dIEa T Yihar HT T el & FT HOIGR clich Slleldl | U= S@T gram &
qu)a?r«somuﬁmﬁmmmwﬁmaﬁ%-wmmﬁaaa@ﬁamm
gAY od ¢ 3R SIERUT W AR 8Ad el o 87 Hell HA? 3AhT Theldl Hl B{ET ¢ - @s¥ 3R
TR 3ara | & o 3736 d@s & forw I8 IeaT 39eUeT | deR i iford 3R g Ssd R

s‘-‘rwmfmmﬁé’? ﬁwmmmﬁ?ﬁé? 3T Ha F=r W@

They Give

You Posi ve Confidence o
Feedback 100%
I ) ¥ Confidence
They
Respect nckionis
Your
Contribu on
_ o% |
" : < - -
" Know nothing Experlence Expert
Results S
Knowledge in field
Affect Results ( f(nowledgg in field ))
Others SN
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Warmth

Grammar

Vocabulary
Articulation

!
Developmental
Process

e
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! Listened to how parents and elders spoke. @

L.FIT 3T & I & f 39a g997 & 379« Listened to stories.

YT ST $T DET OT? FAE F 3T At Leta\rnt while playing .Wlth friends in
childhood. It was spoken in the area where

& WY - 39T AHeJHAq aifed | & H IS we lived in my childhood.
T 3 id & g— Heard elders use and tried to imitate them.
2 Watched TV and movies.

2.38 ¢ & fqU aw FEt @ SR | o FF TAf@d 'Communication’ &I g €, 3R $o HifEs
@rmaﬂﬁmﬁlmsﬂﬁmﬁm@%mﬁﬁamﬁm%lwmm
T &Y e = ¢ |

/“‘ @
Spoken form b Wri en form

a,
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3.?~’IIT3-TI'C|'mmmg?w%ﬁmmmﬁmﬁmﬁ@moblemsa?%-

3eT problems T Tel i 3T 3o Solel T Uehell & | S activity STel & AT - §H ISl H1 3egra o
IRFH X @ &1 3o Fr T activities &7 36T & hi FIET| TG TR S ersg 7 FHSIAT ES 379

q g
Shyness Fear Lack of confidence
Fear of being made fun of | English is difficult Fear of making mistakes Lack of mo va on

e =

-

< . O,

2.0 o

39ar gRUTA W g7 3eTel A & e 399 g gy |

4.31e ST & Woel AT @t # 379 HleT dr 7207 kil & G &1 ofer & ardy g2 & @ar skills goF
S 3T el e @rer 7 At B

Ride a bicycle Ride a two wheeler Drive a car

Travel alone from my town/ Use a smartphone Chat on WhatsApp
village to the city by bus

Created a Facebook account See videos on YouTube from the | Create memes
smartphone
Book movie ckets online Watch cricket matches online Download apps from google play

Teh 3T ¥ T 3T |@el A &Y S g A A HH @ FA AT aegt W R A g
Gurukul Pvt. I.T.l. Manglam City, Kalwar Road, Jaipur




3t wmar | [E)

5. 379 AT &1 74T skills T ARG FAT HROT FAT A2 3H FAT A QT HROT FoA S 379 T 39ged

Mo va on

Confidence

Purpose

Interest

Effort

Curiosity

Happiness

Pres ge

You will no ce that all of you have cked almost all the reasons.

What does this show? It shows that you are mo vated and can learn many new things.

Did you no ce that you had to read in English and type English le ers when you wanted to download apps,
create Facebook account, download WhatsApp and chat using WhatsApp, store contacts in your mobile, etc.?

®

Uh IR A o1 § U ggd fdedle df3d, 3o % EOR # UgY| Iegiel ALAE 3N IEh @Al &
9T, H g W AT ST €1 AR T, 9T g @ ST Agorar & @y §e ® A1 3eeia Ge N
& gaft &l YAl &Y, AY A AN AT IS N ATHATRT g1 TRl o T FoAldT FHoT H |
38 Ud, dRedl 0 AT W 9f3d & & 0, 9 9fsd 38 siig #H A| 3ogiel gisd o @l H € & TH
U STeT | i3 FRIeeey, 30| 3Meud 3R 61 # foevel WUeg, SehT A §I97 & & |

3aTel feeT, S 9fsd eRaR & 3, a9 @Rl & drr fob dfsd & AT - defey | 9fsd A Ig a1d
FHR HI|

IRES o SERAT HR HhaT T TART, ‘ST ol AR A gl §, A A 3Tl A $IWT & dleld ©
'TH FEl A H g Al § fh A 9 1 FAT Hged g &l $H9 Ig o W@ Ao § 6 g
3R gl &1 A @ §H FIS M 76T 91 TR ¢

6. afaT, 3@ ol § 3 Folfadl oX S g& 3 St & Aol &1 39a TAAT 3R e & A
T g el & g fATWT| gol Th & 31w o g7 Gt &1 TG &, 3GTEX0T & Ak WX 3Mush fow
foar S g g

-

Shyness Try to talk to your friends o en.

Share your feelings.

Iden fy your strengths and be confident.
Mingle with people.

Prac se what you want to say.

Improve your vocabulary in the ES class.
Learn how to introduce yourself to people
you are going to meet for the first me.
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@] 37T FTERAT

7.39 S § S goll 1 HUA Sliaed A 3R HNl ufdU Ge Fo oed d g1 @R B g gell H
A T 3T U g%, 'Hglel IR TATeT H HIW I TG HfelT FAT-FAT JIF HET| o FI, &7 g -
4 newspaper 9eTT ogj #gle - 3 33si fhed S@aT|

One week One month One year

8. 3197 career 3 SNaeT H USRI hd-shd IS Slcled T TTIHAT Y3 |

a

FAT IR [T § - -9 39 3736 & AT s drear
3Q-JF YT TcATIATT FSa?

KWLTTE H QU v Ha oar A@r 92 &7 397 fod|

©

* 3T HIGeAT 3T 81 Hgol 81 Hehell &, [oTclalr sl 3T9eh fIv 3(9ell HoT siell sSiofelr HEer o
o 3G AW FH 3T arell SEm3 Y 9R fRAT ST ohar B
o AT Foeaf 7 3T & 3H ITAET F AT F @ ST GhaT gl

X 3R ITSENS H Aok 3T dlell 3MH aEI3T & AT HT el & G a8y - eI @ S gl oA
39T S A € forae gl
h ps://bangkok.unesco.org/content/mother-tongue-based-mul lingual-educa on-key-quality-educa on h

ps://study.com/academy/lesson/factors-affec ng-second-language-acquisi on.html

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur




2. 2reg, fAATOT (Word Building)

®

$H UG & 37d H §A e 3682T qU & ¢
o grsal T fAffesT AT F FFsiar

* SIeidl naming, action 3 describing 2real r
* AT F 3k 3UANT & AR Ygalerer

O

7SI ersar dr o IH AT @Y & - naming (F7TH), action (fhT), describing (TAAWOT) 3R pronoun
(ﬂ—cj'ﬂ'lﬂ) Naming words fTor&T safad, ar aEq 1 A FdId &1 Action words & & SIeld & fob &aTm §'3-1T
IR Fe | Describing words HEAl Eh_i?T, Y, TP EFJI‘% FT guleT g’l Pronoun &I & naming words
Y FIE STAATA FX Tohl ¢

a’-fwmam/mar—ﬁé? ﬁwmm/amé? e A F=r @

a. Naming words name — Din?sh Din?s.h is a supervisor.
Devi Devi is a company secretary.
Dinesh, Devi place — CuZack CuZack is in the eastern region.
Indore Indore is an industrial city.
Chennai, Mumbai thing — nut Thread the nut and the bolt.
screw Tighten the screw.
nut, screw
electricity Electricity is necessary for running a machine.
idea — electricity, heat heat Heat is a form of energy.
b. Ac on words solder Solder the rods properly.
soldered Mani has soldered the wires to the circuit board.
solder — soldered
clean Clean the shopfloor regularly.
clean — cleaned cleaned They have cleaned the junc on box.

| Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur
O i D
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3T Jredr

c. Describing words
colour —red, blue
shape —round, flat
size — big, small
qguan ty — many, few
feel — smooth, rough
sound — loud, low

d. Pronouns

red The red wire has to be soldered.

blue The keys are kept inside the blue box.

round Some of the round hooks are mounted on the wall.
flat Always keep the laptop on a flat surface.

big The big laptops are not used anymore.

small There are many small pins fixed on the board.
many A factory has many buildings.

few A few supervisors went to meet the Manager.
smooth The instrument has a smooth finish.

rough The sand paper has a rough side.

loud The engine makes a loud noise when it is switched on.
low The suc on motor has low noise levels.

Common pronouns are he, she, you, me, |, we, they, us, this, these.

He Kumar is pas ng the s ckers on the box. He is busy.

She Kajol is walking. She wanted to be in the site.

You You must fasten the safety belt while driving in highways.

me, | Give me the bundle. I will leave it in the stock room.

We We can use good quality stainless steel clamps.

They The steel rods have been packed. They have to be transported to the work site.
us We contacted the company. The managers informed us.

It Get the socket. It is needed to wind the wire around the terminal screw.

This This machine needs several components replaced.

these Keep these hooks in the small box.

1.5y & oy aEg3t 1 e A faf@u

Hammer
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2. Picture H ST IRAT SWIET &1 YgdTed! T A9 & a0 T & & HeP1-3769T S91ET I Jgdid

Thd g2 e fAw o arerdt A @ Y, 3R R s At
SR g, Siee Jgl STOR!
a. The bank is in the Main street. Shebs Biveat
b. Thereisa — in the First street. § m E -
c. The schoolis in the Z | =
d. The hospital is in the E 5 é
e. The is directly opposite to the Police Sta on. Central Avenue
f. Thereisa in the
g. The isin the
h. The is next to the
i. The is opposite to the
j. The is on the right hand side.
3.3 fopaT3 & ugdre 3R sar & a1 o -
push climb cut clean pull ex nguish (pu ng out fire)

L& 7

4.3 foram3it @ ggamet 3R oA Tl A1 fo -

connect welding install plumbing

7

5. %<1 aE3l AT IgH 3R geToht T AT fordd -

round, many, blue, brown, many, rough, small, smooth, shiny

a. box b.

6.5 faal & <& 3R A1 Ter a1 ford -

near, clean, beau ful, far, colourful, noisy, open, interested, pre v, dirty

stool C. nuts d. rocks
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3T gredr

7. Rerd w7 Y -

a. hit the ball so hard that the bat flew away from his hand.
(i) She (ii) They (iii) He (iv) It

b. | think enjoy playing outside with your friends.
(i) he (ii) she (iii) you (iv) 1

¢. The dog pulled out Tanya’s shoe before ran away.
(i) you (ii) 1 (iii) they (iv) it

d. enjoys going to the gym every morning.
()1 (ii) She (iii) They (iv) We

e. prefer walking home from the factory as all of us live in the same street.
(i) She (ii) He (iii) We (iv) It

f. is raining again.
(i) 1t (ii) She (iii) He (iv) We

g. applied crease on all the door hinges in her office.
(i) 1t (ii) She (iii) He (iv) We

h. You can have ice cream a er finish your dinner.
(i) we (ii) she (iii) you (iv) |

8.9¢, 3R N TU & e FIAH i -

she, he, it, they, his

Radha and John were marking a point on the wall. wanted to hit a nail to hang the calendar.

also wanted to hang the calendar immediately. has been lying on the table for a
very long me. John placed the nail on the mark. hit it with a small hammer. As the hammer was
small, Radha was worried that may miss the mark and hit finger. asked him

to be careful.

9. ST I YgdTel 3T 3T Aol forg -

workshop
equipment
tool

hazard
accident
injury
compressor
material
employee
organiza on
firm

danger

install
manufacture
touch
supply
injure
fill

drain
protect
repair
clean
connect

measure

he

she

we
they
us
her

him

me
this

these

automo ve
organiza onal
hazardous
sanitary
skilled
dangerous
harmful
healthy

injurious
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10. ASET T UgATT 3R 3hr o qdqTT -

container cylindrical fill dry it
pungent nitrogen dropped we us
energy ght SO liquids he
develop hea ng drew they vapour /
Naming words AcBon words
_ Pronouns
Describing words
~ N

KwLaTE & T av da = dr@r g2 &1 397 ol |

©

« QeGT I IR AUNGT # S7eT ST § - naming, action, describing opronoun-
« Pronoun &I noun & T T A7 AT ST Gohar gl
* lea] @Y 3aTh 3UANT ¥ UgAAT ST FoheT &l

©

Extension (optional)

3T FoId 3R Thol H few@ar arellr @l a&g3i & 3Eeh 1A A vh foeed =7

h ps://www.youtube.com/watch?v=0-6q-siuMik&Ilist=PLh7K1tEhkxFOUqPX5Yi-0zEsKJZFhzw-
g h ps://www.youtube.com/watch?v=UejW-WQpujs&t=44s

h ps://www.youtube.com/watch?v=0T9xMqvjdLk

h ps://www.youtube.com/watch?v=pt-cjNaErxl h
ps://www.youtube.com/watch?v=nkjKPhleQ5E
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3. AU 2rsg (Naming words)

3 9IS & 3 H §H e 36T R H

* naming words T Jgdlelel ofd1aT

* objects 3R 3% HEI ST TgATIar

» gFESET fF 9 YR UF naming word & faffiest 317 g dhd &1

O

Naming Words% AR 31 9 et &t - aer, serel, ARy - & & €1 37 A/ S & &7 naming
words Fgd &1 Naming words &I SIeTelT 3R 3¢ UYgdTI=IT 3<IehI appropriate noun & &Y a5 ST
gar gl

ﬁwm/am?ﬁi? ﬁwmmﬁﬁé 3T A FI7r drEre

a. Things around us
Home — wall, door, window, clock, bulb, stove, chair, bed
Classroom — chair, table, bench, desk, blackboard, fan, light, chalk piece, pen, notebook
Playground — bat, ball, ring, skipping rope, net, discuss, javelin, gloves, s ck
b. People
Common — police, teacher, conductor, minister, trainer, trainee
Specific — Rahim, Lekha, Sidhu, Paulman, Praveen, Harsha, Kaif, Girija
c. Places
Countries — India, Srilanka, Nepal, Belgium, Thailand, Poland, Denmark, Norway
States —Telangana, Sikkim, Maharastra, Rajasthan, Kerala, Andhra Pradesh
Ci es — Chennai, Mumbai, Kolkata, Srinagar, Jaipur, Lucknow, Bengaluru
Towns — Chandrapur, Silguri, Trichy, Mandhya, Davangere, Shillong
Locali es — Karol Bagh, Cantonment, Velacherry, Matunga, Kailash Nagar
d. ideas

combus on, conduc on, radia on, electrolysis, fomenta on, symposium, conference
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tape measure (2M)
u lity carve tool

screwdrivers 6°100(-)

test pen
screwdrivers 6°100(+
blow case

6°combina on pliers

safety hammer

PVC insula on tape

1- ReFd FaeT 1Y -

(lips, hand, fingers, head, eye, shoulder, ear, elbow, knee, toe, leg, foot, nose)

2. 391 3@ Y G AWT | -9 TYT | g7 SHIET G 3R Flefdlt ae&qu [Helal? 3k 3t ar
fafae

Place Names of things

Home

Classroom

Library

Bus stand

Grocery store

Mobile shop

Cinema theatre
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3. 9fT Wold &1 feU 1T 37&RT & Y& g arel Asal &l TR 3eht FET AN 7 forweT 1 SegroTey
3R Wolell HRFH

Le ers

Names

Places

Things

Animals

Birds

Hyder Ali

Hyderabad

Hammer

Hyena

Humming bird

4.

&Y T T ATH 9T -

Roots

Branch

Leaf

Trunk

Stem

Petal
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5. 31&RT T TE S[@ell H IR, T 2rse; FATC| Ig Tl AT 3oT FEG3HT & 8, ST THIS H oA el g -

(peeler, cu er, water purifier, induc on stove, microwave, refrigerator, blender, mixie, steamer, electric ke le,
ro maker, slicer, juicer, grinder, coffee filter)

criekeocor rice cooker utctre
fecofe treilf eplere
ximie Iceris
crmiovewa rngidre
frgreietroar ndutonicit voes
ednbelr taewr uprifeir
uiejcr msteare

ro kamer leec rc etlkte

5. Ig AR 3ok IFER A 3Td & - Jgdled AR oI a1 ford -

a. | aid in removing d. I am used
for checkin
nuts and bolts. 8
) voltage for
b. | help to insert or troubleshoo ng
remove screws. and diagnosing
c. | help in protec ng electrical
the part being components.
removed without e. | replace the
damaging it. basic light bulb

used for working
underneath an

auto.
7.205¢ 3N 38% QG 31 & AT -
a. pole —a band on a finger / something circular in shape
b. pound — a genre of music / a stone
c. ring — North or South ends of earth’s axis/a long metal or wood piece
d. right —a season / coiled metal
e. rock — unit of weight / to beat
f. rose — flat piece of wood / to get into a vehicle, plane or ship
g. spring — correct / direc on opposite of le
h. board —tohavego enup/ aflower
i. tender —to grow red/ a part of a wheel
j. re —in good health / a source for water in the ground
k. well — gentle / offer of money
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@J 37 FTERAT

8.0 Usal & Th & 3 31T gid &1 g7 ersal & @l 71 gfew

a. bark —atree’s outer layer / the sound f. express —
the dog makes .
g. fair —
b. bat—
. h. kind —
c. bright -
d. circular - - lie -
e. current— J- match -

9.few gu faT & fSae off o &, 3 A1\ fafe -

KWL TE # fr v A Far f@r 2 &1 3a¢ d|

©

* naming words & ST, &, 51918 3R faaR &1 = gl &
* 57 T Aigg @ §A AR, aF, T8 AR ARt A ugae ara §
o FIM-FIN Tk s S cATFT /| TEGIHT ScAMe HT A g1 Fohell &

©

https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/v introduc on-to-
nouns-the-parts-of-speech-grammar-khan-academy

https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/e/ iden fying-nouns

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur .
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4. ARG reg - T AR Fgads
(Naming Words - Singular and Plural)

SH 9IS & 3Hd H A [T 36828 U ST

* ST @ plural (SEIT) FH FAd ¢

* plural 3R singular (Thaaal) & HaAX P AN

* 3Uged plural 3R singular AaT T for@er 1 33TrE ALl

O

'*’J%'Fﬁ'mm%ﬁ?namingwordmalﬁ,aﬁ,mmaﬂﬂmmgl ﬂﬁ{ﬁ?ﬂﬁ@?ﬂ'
389 SST naming word & singular gelTdl gl 3R Ife dgd |r Eﬂf_[(r g df 98 Usq plural & ®F H 31T
%’I IRFR , singular words-s, -es, -ie s 0T plural ST ST g’l F-FeT fhdr e FI singular or plural
® TH ET I ¢

Naming word

in singular in plural

a’-fwmam/mar—ﬁé? ﬁwmm/amﬁrg“’? e A F=r @

a. Plurals formed by adding -s
substance - substances
component - components
ingredient - ingredients
object - objects
girl - girls

b. Plurals formed by adding -es
(for naming words ending in ‘s, x, sh, or ch, z’, add -es to form plurals.)

lens - lenses
box - boxes
brush - brushes
torch - torches
quiz quizzes
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3T gredr

c. Plurals formed by adding -ies a er removing ‘y’

lady - ladies
body - bodies
carry - carries
bury - buries
fairy - fairies

d. Naming words with the same singular and plural forms
equipment - equipment
furniture - furniture
species - species
sheep - sheep
aircra - aircra

1- ereel T 9 3R ggare - plural €, ar singular\

O

\
“’ SHOULDER(S)

HAND(S)

FINGER(S)

FOOT (FEET)

Naming words — Singular

Naming words — Plural

Naming words — Singular

Naming words — Plural

nut nuts needle needles e
P g —
-
=
electrician electricians carpenter
masons tailors
hammer hammers «q plumber « plumbers
i ,‘i&\\ 4
welder welders nurse nurses
pipe fi er pipe fi ers appren ce '| appren ces

—ty)
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3T Jredr

g

2. ¢l H f&F I naming words T STAT | STAY & fohd TR plural Gl T AT gl g1 LAsar
& S 9fgu]

Noun - singular

Noun +s

Noun + es

No change

solvent

solvents

torch

torches

furniture

furniture

brush

brushes

pump

pumps

bush

bushes

apparatus

apparatuses

equipment

equipment

building

buildings

screwdriver

screwdrivers

lathe

lathes

bench

benches

plug

plugs

nut

nuts

glass

glasses

clutch

clutches

bolt

bolts

B.ERH'EEHﬁ'%Ug'UQIET*EﬁpIuraI form @1 faf@T -

Singular

Singular+s

Singular+ es

Singular + ies

No change

plug

bench

housefly

furniture

bush

story

nail

equipment

machine

baby

tool

candy
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sheep

aircra

buzz

bury

switch

4, U AsET & singular AT plural form AT | 3gEI0T @, THST -

piece piece materials
switch stock
screws tex le
box goods
cliff yard
signs items
bushes gear
cons tuent hardware
elements kit
things machine
notes par cular
details watch
document evidence
ideas facts
papers bus

5.9g UG grid 7 & FE Y § - So6 goUl

CIRCUIT CLAMPS COMPONENT
DEVICES EQUIPMENT FACTORY
FASTEN MAGNET OVERALLS
PRECAUTION ROLL SUSPENSION
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F M
Q N
E D
P X
G K
F I

Y Q
E G
L R
S P
C P
N T

6. ersar T TEr Aol ggate ( singular T plural ) 3R 3@ faf@w -

tool tools
machine machines
hammer hammers
plier pliers
lathe lathes
glove gloves
helmet helmets
screw screws
mechanic mechanics
switch switches
box boxes
industry industries
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3G Gredr

7. singular NEAKCIIRGED plural form I AT | 3eEor cEa, QTHE';T -

Singular Plural
plug\ clutches
clutch \ classes
banana \\ roses
class \ apparatuses
machine \'plugs
team bananas
brush machines
rose brushes
apparatus teams

KwLaTE # T av A = dr@r g2 &1 397 o |

* naming great dat h eld - plural o singular.

« Plural T T singular 2saT & &s, &es, 3K &ie FZHT T ST B
o frA-frelY ersg T plural d singular form T & 8IdT &

©

mﬁwlwlﬁmﬁﬂﬁﬁaﬁ}ffﬁwﬁqﬁamlWﬁa’faﬂﬂsingular%’mplural

https://www.youtube.com/watch?v=ETzngG8N3AU&t=84s

https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/v/ introduc on-to-

singular-and-plural-nouns-the-parts-of-speech-grammar-khan-academy

https://www.khanacademy.org/humani es/grammar/parts-of-speech-the-noun/grammar-nouns/e/plural-and-singular-

nouns
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5. fohardie ersg (Action Words)

SH U1 & 3 H &H oot 3¢8eT @ Hr

* action (TohaT) 2Ueal I ggaTer

* activity Pl G@HT, LT action G I IgATT HY

* HHST FT action PI e dTel TTFd / a&] FI' naming word & FEIfST foham ST gl

O

Action Words

gg s Sl gAY 379EAT 3Uar afa [/ &1 avfa sxa &, 3=¢ &7 action word Sieia &1 I8 aifa [(fr
ARIRF (TeT=T, WIAAT) AT AIRAS (T, 9T Q&A1) & Thall gl 1§ g action 3R naming word &t
fAem & &, a9 & a1 & QU 3T FHST 3 A B

# FT A/ § 2 ﬁrwmmﬁr@mé? 3ot Hel FaT ar@r?

A E &%
Y owak ¢ run ri §it'down s'rﬁnd up ight R ellonhords
/
=2 &S @ S :2 g 4 to do to have tobe
“laugh qad play  listen cry think run has be

A% A B ? . o 2y listen have is
o 4 : ‘ : ‘uc:‘jr
: Ep > @En ﬁ speak had am

*=sing atch tv da

nce turn on turn of f
ok read was
ﬂ-\\ ‘ "x write are
write away cut fly

- connect were
> 1 -
= * « B % ’% s 3 -"k . 4 dance being

give Jjump

i 7 Jive
push pull c wait
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E) 37l JTeRAT

1.%ﬁ3ﬁ,3ﬂ?mﬁﬁ$ﬂmﬁﬁmactionwordﬂ'wm%lMﬂﬁﬁ'@'ﬂﬁ

action word del g ¢
(flow, play, teach, burn, fly, jog, install, dance, build, service, drive, weld, sow, li, s ch, plant, calculate, fall,
skate, repair)

2.7g g 38 Tell F BY §| 3¢ go el

BORE CONNECT FILE MEASURE
CLEAN DRILL FIX FIT

CuT ERECT CORRECT POSITION
JOIN LEVEL SLIDE PLUMB
SEW TILT PIERCE WORK
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H L J I W]|CJ|F|G|H]|W]|I AU I TR
KU |[B|LlL Il O | L|K|F[H|F[M|]I
O|A|E[X|[U[N|N|E|[R|W]U E[U I I
D[R I L L |G LIN|JV]|]O]|S|A]I T |D
P O[S I T | O|IN|JE]JE|W]|S|C|JU|T
S|ITA]JK|JH]|N|P|[C|G|E]|C L{UJ]E]|N]JL
E I BIA|[G|O]|T|P|L]|] T|R|A]JE]|C
WI|X|E|M]|]R]|N I {fO]J|]Q]|]O|E F|ID]|A
FIL[W[R|[U/|S E(T|[A]|B]|N I |W|S | T
C | I E|P|JA]|JL]|V]|]C]|]L]|Y LK ]|]Z]|L J
DC [T |S|K/{]J P E|X]E]J]O]JQ]|]Q] I F
TIR|K|JE]|JA|B|]K|J]R]J]O]|]Y|Z P|G]|D|P
L[ ufa|S|[V]|]R|[E]|D|R L{NJ|AJ|E/|F
E|C|R]|E I PITR|MI|E|T | E L[E]Q
P | J C|A[K|[O|[B|[T/|[K|[A]|] FIM|[X|S

3.dreFat H action word Y ;337{,3? W AT IRt

a. The instructor operates the machine.

b. Raghavgave meagi .

c. The workshop is clean.

d. Jenny has good communica on skills.

e. Michael appreciated the workers in the factory.
f. My dad delivered the parcel in me.

g. Mohammed drove to the beach yesterday morning.
h. The dog barked at the strangers.

i. They found a treasure in the garden.

j- Itis good to eat an apple every day.

k. She is an efficient worker.

I. Everyone worked towards development.

4. FT & U 1T action &I gga 3R 39gFd action word oG -
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E) 37l JTeRAT

If¢ naming word singular § df 388 38T action word 3T singular geT 3R af¢ naming word
plural & @ action word & 34T & & |

There is + singular noun There is a book on the desk. There isn't + singularnoun  There isn't a pen on the table.
There are + plural noun There are books onthedesk. ~ There aren't + pluralnoun  There aren't any pens here.
There is + uncountablenoun There is some milk inthefridge.  There isn't + uncountable noun There isn't any juice in the fridge.

»* T
X/ ye e

roots need
P
A has” —QTE w—
leaves green
wabad
plant needs Q PR
his sunlight - "{iﬂm”
_____________ can be-=~ -
flowers
5. Rerd ¥UmeT oY -

A The plumber (is/are) repairing the motor.
B Electricians (help/helps) to fix electrical problems.
C The carpenter (are/is) a very good craftsman.
D The mason (assist/assists) the site engineer.
E Assistant Surveyors (do/does) not work independently.
F  Zardosi work (looks/look) beau ful.
G Skilled cra smen (are/is) in great demand across the world.
H Knowledge and skill (are/is) the two important areas to focus on.
| Sachin Tendulkar (has/have) many world records in cricket.
J India (are/is) the largest democracy in the world.

6. ReFd T Y (action or state of being).

(helps, apply, erects, blows, repair, are, install, complained, cuts, are, is, work, is, grows, recruits)

1 Service mechanics washing machines.

2 Plumbers help to pipe lines and motors.

3 Tailors in demand in the exports sector.

4 Automobile service technicians in automobile companies in the manufacturing and

servicing departments.

]

Surface Mount Technology to mount components in electronic devices.

The carpenter wooden planks with a circular saw.
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4. ITl trainees for internship in industries.

5. BHEL ITl trainees for appren ce training.

6. The pipe fier scaffolds in the work site.

7. Hard hat a head protec on equipment.

8. There plenty of job opportuni es for ITI trainees.

9. Inthe current day scenario, knowledge of computers essen al for any job.

10.The conductor the whistle.

11.The farmer rice and sugarcane.

e Joseph and Margaret to the police about the the in their house.

7 Rea sue &1 -

a. The instructor the trainee to wear the appropriate PPE.

b. The electrician the motor.

c. The trainee the screw in the machine.

d. ITl trainees safety guidelines in the workshop.

e. There many short-term courses in the Handicra s sector.

f. NCVT cer ficate important to get good jobs.

g. Welders safety goggles to protect their eyes.

h. Scaffolds suppor ve to prevent accidents.

i. Tool box talks in worksites safe work environments.

j.  Entrepreneurs to create more jobs.

8 Rerd U= #¥ -

Nadia, a customer (comes/come) to a mobile showroom. She (looks/look) at

various models. She (like/likes) Samsung 8. She (ask/asks) the sales person the

cost of the phone. The sales person (tell/tells) her that the phone costs Rs. 10000. Nadia
(asks/ask) for models below Rs. 8000. The sales person (show/shows) Nokia

series and other basic models. The models (is/are) not a rac ve. They (are/is) very

ordinary. Nadia (request/requests) the salesperson the best price for Samsung 8. She also
(asks/ask) for any offers available. The sales person (inform/informs) her

that there (are/is) no discount. The shop (give/gives) a discount of 10 per cent for

cash purchases. Nadia (ask/asks) for a fresh piece. The sales person _ (give/gives) her a

fresh piece.

KWL ar¢ & feu av ‘da &1 f@@r 92 &1 307 oy -

©

« action word 3/@€ar IT Iifd /AT 1 [T = &

« If¢ naming word singular § d 39 SIST action word 87 singular g9
« afg naming word plural § ar action word &t plural =T

©

39T 3T - 9TF gleT dTel 3T action words &1 &f@T -

https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-verb/introduction-to-verbs/v/
introduc on-to-verbs-the-parts-of-speech-grammar

https://www.youtube.com/watch?v=d41RalZEsfo
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6. fhard& 2reg - @TeT (Action words - Tenses)

SH UG & 3d # A foleeT 36897 U T

* ST foF 8 ersg g ST TRl & T action fohd THI Gfed gam

* SEI HA ATSA (present), dA (past) 3R AT (progressive) FHRT H action word FHT T FeerdT
* present & action word ¥ past & TRafdd ST

O

Tense G & T arerd # 5@ weem & @=h & W ¢, 98 &9 ufed g8 - #fasy &, o & &
qoH Al o Use 3N g W gt F ST A ¢, 3R T 3 S gfed g g g el
Hﬁ?ﬁ@%?ﬁpresent%ﬁﬁﬂwgﬁpastﬁl

ﬁwm/srra—cﬁé? ﬁwmmﬁﬁ{? T Hay Fr W@ ?

PRESENT TENSE
~ Acon that is happening now and
acon in progress — Present Tense Happening now
| eat the apple.

| am ea®©ng the apple.

PAST TENSE

Action completedis past Tense * Happened in the past

¥

L 4 | ate the apple.
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a. Simple Present Tense

Generally True

The sun sets in the west.

Permanent situaions

~ She works at a hospital. —

Uses of the
Simple Present
Tense

Future Timetables
The train leaves at 10 a.m.

Habits

Simple Present Tense Acton Words
I like fruits. like

A plumber fixes the broken pipes. fixes

| agree with the boss. agree

Metals conduct electricity. conduct

b. Simple Past Tense

-

Regular or Irregular ac on words

X

Simple Past

=

\Past

Present

>

Future/

i. T action words 1 ‘ed’ SSHT present & past H gRafda faar s @ehar & |

Spelling Rules

Most action words +ed repairs -> repaired
action words ending in — e +d increase -> increased
action words ending in —y Dropy + ied Apply -> applied

action words ending in a

Double the lasts

Transmit -> transmitted

vowel + consonant

letter + ed
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E) 373l HETT

ii. $T Asel H ed QI T, dfeh Iaaerr A iii. S Ascl & past H deolel HT el TS
spelling & ¢l ST & 39T 8T &
Present Tense | Past Tense
- - Present Tense | Past Tense

build built -

- do did
rise rose

- buy bought
give gave

- go went
drive drove

4. %5 T8 o Ase § Sl Feeld & ALl - 3o1%h past 3R present & YR TH & &

Present Tense Past Tense

fit fit

put put

shed shed

spread spread

bet bet

hit hit

shut shut

broadcast broadcast

set set
Action 'y ‘

/k (W

Present Tense |ex nguish sweep climb cut clean
Past Tense ex nguished swept climbed cut cleaned

1.1 fCU 1T present tense & Ascl HI 37 IUJF past tense H RS -

Present tense (happening now) |Past tense (completed sometime ago)
load hunted

come soldered

fit kept

solder cut

keep fied

hunt loaded

cut came
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2. ¥ I I8 AT -

Down

1. Present tense of inspected.

Past tense of supply

8. Present tense of applied

The electrician the wires to the plug.

The carpenter the nail with a hammer

]

B
w0

o [ |

o] |

LTI

HEEEE

Across

o | to my friend this morning
2. Past tense of shut
4. The room is against cold.

9. My friend me a gi yesterday

10. Past tense of make

Progressive tenses% i1 €T SW AT de sH HIC Téﬁ' Eﬂ?ﬁ' %’ 38T [9aXT action word & Progress
tense 9 F AT ST & TR oY e &1 A §9 &7 & fAT Fad -ing 9T @laT &

Acton

Acton Word

Acton in
progress
(-ing)

repairing

cooking

soldering

a. Present progressive tense

Sl geATT IdHAT H °c T ¢ 3¢ present progressive tense &
gaFd Far Srar g, Rt off s & ggt am /is / are 3R §1¢

H -ing SIS &7 & a8 present progressive T &I of oIl ¢ |

| am studying for my exam.

| am fixing the broken chair.

The AC Mechanic is cleaning the Air Condi oner.

The clerk is typing a le er.

The so ware engineers are working on the new so ware.

The fire fighters are spraying water on the building.

... means right now,
he is walking, as we

“He is walking.” speak

F N

v

Past Now Future
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E) 37l JTeRAT

B. PAST PROGRESSIVE TENSE

d gcAIT ST past & $T TAI dh g TEr o7 3% Past progressive T #Heg & cTFd ad g, ST
TIT was/were +ing & gldT & |

\ When my mother called, | was playing in the garden.

Past Contnuous ) o
I | was mending the punctured tyre, when it rained.
(was/were) + (ac on word + ing.)_-]
& The electrician was checking the fuse, when the power went off.
/,‘ \ When the principal came, the teacher was wri ng on the board.
| : > When | went, they were packing their bags.

Qast Present Future/ The builders were wai ng for the blueprint of the building.

5. A QU areg afgu it erse present progressive g 3oTeh o Y@T Wifdw g ST 2reg past progressive
€ 3eIh 3UX el 9MST |

Acton Acton words in Present Acton words in Past Progressive
Progressive

a. l am installing Windows 10 in my |d. | was installing new so ware in

laptop. my laptop yesterday.
INSTALL b. Jothi _|$|nstaII|ng anappin her ‘ o ‘
mobile. e. They were installing firefox in

c. They are installing an virus in all the office systems.

A the computers.

4. QIRIT &7 39 /AT TR W §od d¢o 1§ 8, 39T &I TAX gHPT 91T T 39 Uar T R W} & |
3CTEX0T GEHT HHA -

Turn off the power. My father is turning off the power.
Allow the bulb to cool. He is allowing the bulb to cool.
Twist the old bulb in the an clockwise direc on. Heis the old bulb in the
an clockwise direc on.
Remove the bulb from the socket. He the bulb from the socket.
Push the new bulb gently into the socket. He
Turn the bulb in the clockwise direc on. He
Switch on the power. He
Dispose the old bulb. He
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o 39 3oql dIFAl dI past progressive #H ey -

My father _ turning off the power.

He  allowing the bulb to cool.

He was the old bulb in the an clockwise direc on.
He the bulb from the socket.

He

He

He

He

KWL ar¢ & fer ot ‘da &1 di@r v &1 331 fow -

©

1. Tense garT gA action word & ©fed gl 1 FAT A Thd ¢ present T past ar tense gid &, T
fihelgrel ©e W& & 3R o g ¢ |

* Progressive tense 3¢ HEAT3 &I hed FA § Sl TAHAT AT el H Ted w |

©

https://youtu.be/faUvT7zfsyk
https://youtu.be/-PhygbvnoCg
https://www.youtube.com/watch?v=-PhygbvnoCg
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7. G5 A WY ( Ricall )

1. Sending emails to communicate informa on is a form of
a. spoken communica on b. written communica on c. oral communica on d. voice communica on
2. Which one of the following is not a challenge in learning a language?
a. lack of vocabulary b. lack of confidence c. lack of mo va on d. lack of companion
6. Which of the following statements is true?
Using mother-tongue to learn English can be helpful.
Mother-tongue interference is bad.
English cannot be learnt through one’s mother-tongue.
You should not use mother tongue while learning English.
4. Of the strategies listed below, which one can help you in se ng a goal to learn English?
a. planning short-term for a week b. planning short-term for a month
c. planning short-term for a week, a month and a year d. you can do it without any planning

5. What is the first step in learning a language?

a. planning b. setting a goal c. s cking to the plan d. buying books
6. What can one do to overcome shyness?

a. Try to talk to friends o en. b. Share feelings.

c. lden fy strengths and be confident. d. Avoid mee ng friends.

7. We read and type in English whenever we
a. book ckets for trains or movies b. go out to the beach c. workin lathe d. measure objects
4. Developing one’s vocabulary can be done through
a. reading newspapers b. watching related videos c. listening to talks d. all of the above

5. words state the name of a person, place, thing or an idea.

a. Naming words b. Ac on words c. Describing words d. Pronouns
2. Which words describe a state, an ac on and when it happened?
Naming words b. Ac on words c. Describing words d. Pronouns
3. Which words describe naming words according to colour, shape, size, quan ty, feel, sound?
Naming words b. Ac on words c. Describing words d. Pronouns

4, are words used in the place of naming words.

Naming words b. Ac on words c. Describing words d. Pronouns

5. Choose the describing word in the sentence “The instrument has a smooth finish”.

a. the b. instrument c. smooth d. finish
14.‘Kumaris pas ngs ckers on the box. He is busy.” The pronoun here is

a. Kumar b. pas ng c. box d. He
15.Find the odd word in the following op ons.

a. Plumber b. Welder c. Fixing d. Fitter
16.‘Round, many, blue, rough, brown’ are examples of

a. naming words b. ac on words c. describing words d. pronouns
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17.‘Sara is late today. ___ must have missed the bus.” Which word will complete the sentence?
a. He b. Her c. She d. It

18. ‘Organiza onal, hazardous, sanitary, skilled’ are examples of
a. naming words b. ac on words c. describing words d. pronouns

19.  words are used to refer persons, places, things or ideas.
a. Naming b. Describing c.Acon d. Pronouns

20.Pick the naming word that refers to a place.

a. Truth b. Gujarat c. Feel d. They
21.Pick the naming word that refers to an idea.

a. Harry b. Tester c. Honesty d. Chennai
22.Pick the naming word that refers to a thing.

a. Screw-driver b. Swim c. Susan d. Switzerland
23.Which word is an odd one in the given list?

a. Delhi b. Mumbai c. Kolkata d. Experiment
24.Which word is an odd one in the given list?

a. Equality b. Mumbai c. Gra tude d. Friendship
25.Which word is an odd one in the given list?

a. Mahatma Gandhi b. Vallabhai Patel c. Kolkata d. Pandit Nehru
26.Which word refers to both ‘a tree’s outer layer and the sound a dog makes’?

a. park b. bark c. barn d. bite
27.1 help to insert or remove screws. Who am I?

a. Hammer b. Screw-driver c. Ammeter d. Pipette
28.Screen, popcorn, projector, air condi oning are all words related to

a. cinema theatre b. school c. bus-stand d. police-sta on
29.To convert a singular noun into plural, which of the following rule cannot be used?

a. Singular noun +s b. Singular noun +es  c¢. Singular noun +ez d. Singular noun +ies
30.The plural noun for ‘furniture’ is

a. furnitures b. furnituries c. furniturez d. furniture
31.The plural form for ‘equipment’ is

a. equipment b. equipments C. equipmentes d. equipmen es
32.The singular form of ‘lenses’ is

a. lens b. len c. lense d. lenses
33.The plural form of ‘quiz’ is

a. quizzez b. quizes C. quizzes d. quiziz
34.The plural form of ‘lady’ is

a. ladys b. ladies c. lady d. ladiez
35.The plural form of ‘tool’ is

a. tool b. tooles c. tools d. toolls
36.The singular form of ‘devices’ is

a. devic b. device c. devices d. devicies
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37.The plural for ‘apparatus’ is

a. apparatus b. apparatuses c. apparatusses d. apparatusies
38.The plural form of ‘laboratory’ is

a. laboratorys b. lab c. laboratories d. laboratores
39.1den fy the ac  on word in this sentence — ‘They wrote the exam.’

a. wrote b. exam c. they d. the

40.Which is the ac on word in the sentence — ‘The buildings are tall.’

a. the b. buildings c.are d. tall

41.Complete the sentence with the appropriate ac on word. ‘The plumber is the tap.’
a. figh ng b. fitting c. flowing d. freeing

42.Complete the sentence with the appropriate ac on word. ‘The metal too hot to handle.’
a.is b. are c. were d. be

43.Complete the sentence with the appropriate ac on word. ‘The screw by him.’
a. was fixed b. are fixed c. were fixed d. was fixing

44.Complete the sentence with the appropriate ac on word. ‘The company him for his talent.’
a. recruit b. recruited . was recruited d. are recruing

e Complete the sentence with the appropriate ac on word. ‘Surface Mount Technology  used to mount
components in electronic devices.’
a.is b. are c. were d. none of the above

e Complete the sentence with the appropriate ac on word. ‘The instructor the trainees to
wear appropriate PPE.
a. pleased b. warned c. said d. warning

47. Complete the sentence with the appropriate ac on word. ‘Where ___ the tools?’
a.is b. are c. have d. has

e Complete the sentence with the appropriate ac on word. ‘The trainees to a end the

seminar without fail.’

a. are said b. were said c. were asked d. is asked
49.The announcement yesterday was unnecessary.

a.make b. is making c. made d. was making
50.The electrical wires and it is dangerous.

a. is hanging b. are hanging c. hanged d. hang
51.The watchman __ all the laboratories every day.

a. lock b. is locking c. locked d. was locking
52.Plas cs to be processed before its industrial use.

a. need b. is needing c. needed d. was needing
53.The new appren ces for the training last week.

a. join b. joined €. was joining d. are joining
54.The new machine well when compared to the old.

a. is working b. will worked c. was working d. work
55.The trainees useful industry-specific skills.

a. learned b. was learning c. learning d. learns
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56.The trainees their course successfully last month.

a. complete b. completed c. are comple ng d. was comple ng
57.Experts new techniques in welding metals for construc on these days.

a. recommends b. recommending c. are recommending d. will recommended
58.The plumber __ the taps only now.

a. fit b. are fitting c. is fitting d. was fitting
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8. 2rsGl &l Ul (Describing words)

SH UG & 37d H A et 3682T U ar

* AR, TT 3R FT FH qUIT FA dTel Al HI TN

* 3R, TT 3§ & IMUR 9T Asal HT qoled il

» T8 ToesT # fAfde=T describing (TAAYOT) Qreai FHT 3T/ HaT|

O

Describing word 4 naming words & §R & 3iR SERY (¥4, W1, 3R, 31fe) 3 &1

ﬁwamawam?ﬁ{? ﬁwmmﬂm—cﬁﬁ? e A a7 daEr?
= '
- A
Low, High
oﬂ'Size >
- Small A
Me_dil@
CROSS PEEN BALL-PEEN STRAIGHT PEEN Yellow Helmet
HAMMER HAMMER HAMMER

1. =t Fr cEeHT, T avla d fAemeT| ST T describing words ®I 379k forw 373 osaT foham I &

Danger
construc on work
in progress
- ’ \[¢)
unauthorised
access
‘ / smoking
- B on site

a. wet floor b. electrical shock c. safety signs d. reflec ve jacket e.sharp tools

reflec ve jacket
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2.5 & AT To e @ STAA! AT P @R, TET describing word T T HIfod 3R Rad Ta=1 HRT -

a. He put the d. The plumber has fixed

pumps. (blue/white)

plug in the socket.

(small/big)

b. He is ghtening e. Wires of
the screw with
a colours are seen in the
screwdriver. (big/ picture. (many/one)
small)

c. The f. The young man was

rings are on the pink walking on the

cloth. (round/square)

pavement. (smooth/
broken)

* AUP A e F dR H T & AT describing words T 3TNET fhar § o7 Weal AT qgdlel &, QT
v T #/ faf@u)

easy-going \
/ N
\ N

popular
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4. 319 U HECHIT WIS W Aelor ¢ 3 39t o &ar g1 &y 7 fGu arw geam suaor &
SRR 39 FHEARAT A TS|

(personal protec ve equipment, gloves, hard hat, head protec on, ear protec on equipment, nose mask,
loud noises, reflec ve jacket, goggles, leather shoes, safety, injury, accidents,)
o The man in the picture is wearing a yellow
Z_\ He is wearing green
His hands are protected with green
His head is protected from injury with a

(®

The man in the green shirt has arrived for work at the construc on site.
He is wearing a yellow
His shoes are in colour.

His ears are protected with the help of é

» @

His hands are protected with

He is wearing for nose protec on.
His eyes are protected by the he wears.
The protects his head from

O -

‘lu

5.ge #T Ui &¥el & TIT $S describing words IfAT| Ig Wee TUhT he-hIdT, TT-8Y, IT AR T

/
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6. AT & U 31T describing words I THSTHT - 3eg ool H T QU! g g &l fol@d 7T 38 AR

J et | alive ﬁ‘l‘ p E Q
F dead &
——3
-

alive X dead X Q bright dark
coId hot

X X V. X &
correct incorrect &J slow fast

clean d|rty

right wrong

A :
; g - dry
X X ' damp stralght
before curly
X X
z qwet
X X loud '

% healthy 5|ck

well . , open

X X new:"t’ smooth rxickty
L A0

X X A
young old

7. mu describing words dks vafdr djsa tks vkids fy, mfpr gSaA

am extrermely
at all ' ‘ talkaOve

What are you like ?

< notatall  notvery a bit quite very extremely>

o ’ = =
; \Q 3 fap
A % R A5 ‘iﬁ »
o ( Js »
rable
Hard-working lazy Messy Shy Touchy
1
l 4 r e A
o z ‘ ) 3 o X o~
A F 255, P
' T
. ST 1 if }:,,,.r;,‘- Intelligent
enerous eltis Easy-going Bossy Quiet T Clever
Flexible Talka ve
40 s, =
= :..’ 3 91& =
LS ; F?‘ :
i > Ihnd'
Good-tempered Caring Stubborn
Bad-tempered Polite Rude Helpful Mean
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8. &=y IS U describing words i&T 71T §, St RAfFe YR F vehicles AT JUTT R g1 & IMar & T
& & 39 describing word ford |

(c SIZE (O SHAPE \(  COOUR
heavy, light, big, small, round, square, straight, pink, red, orange, black,
li le, ny, tall, short, fat, triangular, oval, sleek, yellowish, blue, dark,
thin, skeletal, giant, long, blobby, flat, ellip cal, green, purple, white,

s underweight, wide A crooked, wavy J K& grey, brown A

U P WN -
oA wN e
P WON
U WN

1 1 1 1
2 2 2 2
3 3 3 3
4 4 4 4
5 5 5 5
9 11

1 1 1. 1
2 2 2. 2
3 3 3. 3
4 4 4. 4
5 5 5. 5

KwLarE & fRu av 'dF =7 dr@r geT &1 39T |

Describing words §H naming words F TR H ISR Sd &1 3ART JA[T SR, T, &Y, LIGEE]] E',Fqlﬁ( &
forT foram Srar 1

e fqaRor & @y aeg3t w1 qoie war sy g

©

39 3MH-U1E 39 forder off 3eR R § 3 ausT §a18Y, describing words T Heg & 379«
FATH P 3og TgAAS HT AT QTS|

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-
001&hspart=trp&p=khan+academy+adjec ves+youtube#id=1&vid=2c0aeda5122336be056eeeb996a
c8bdc&ac on=click
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9. FEG3T T guiey aRaer 3N gfshar

(Describing objects, Surroundings and Processes)

$H 916 & 3d # §H e 3¢eeq QU S ¢

* 1 3R HRT F qUTT el & o At ereal a1 gAeT Hear

* 3T &Gl I STl S AT o & HFI I SASeA &l HIHA P & - linking words
* linking words i #eg & UH Ufshar &1 quid 0|

O

Describe a1 &I 31 gIAT § T gH hael sl T Aeg & fondll gfehd, aq o1 S9Ig &1 QT aoie &
3ol 37 PIAT W HAGRA AT el & ToIT TYH eTeal 7 HSR 3 aifee, 3R v IR ek ot
qﬁa—mwgﬁ?ﬁ%‘?qﬁo—mmstepsﬁWM%,WMWmemmwﬁ
1T g1 TEr Aear AT Ace A & g fhar ufshar 1 adih T Er ol R Tohd &1

a’-fwmm/mar—ﬁé? ﬁwmmﬂmﬁrﬁ? T Ha F=am ArEr 92

Words/phrases used for

Describing objects Describing surroundings

cylindrical, flat, long, short, big, small, sharp, [opposite, near, far, in front of, behind,

blunt, circular, spiral, square, rectangular, straight, at the end of, at the crossroads, cold,
triangular, round, narrow, broad, green, hot, unsafe, dark, nearby, close, busy, safe,

red, rough, smooth, tough, ripe, adjustable, dangerous, at half a kilometre ...
horizontal, ver cal, heavy, light, tall, colourful,
so, thick, thin ...

Linking words are one or more words that
are used to show some logical connec on Pattern of descriptve sentences
between the steps in a process or descrip on.

There is/are ...
Firstly, secondly, thirdly, next, later, then, a /

They are ...
er that, a er a while, finally, lastly, in the end, It isy
at last, in the beginning, now, ... It ha';

‘And’” and ‘then” are common linking words. It consists of ...
They are useful to give a series of instruc ons. It is made of ...

It is used for ...
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a. Describing objects:

Your Friend You

Is this a 31-inch large rain shower set?
It looks amazing! Describe its features.

Yes, it is.

It is made of 304 stainless steel. It has an LED rectangle recessed
ceiling-mount with 600x800 mm.

It also has four adjustable jet nozzles for power mist massage.
The LED overhead shower and temperature display help to select
the best water temperature.

It is operated with a remote.

Inspector You

Did you see any car pass this way?

Yes. There were many cars.

Did any orange car leave your service
centre fi een minutes ago?

Yes, there was one! It was a Solaris Orange
Mini Cooper! A four-seater conver ble! It

stopped here to check air pressure in its
tyres.

How many people were there in the car? | There was only one person. It was the

driver.

Can you give any other details like the car
number?

Sorry. | didn’t note it down, but the car
was from Pondicherry. | saw PY on the
number plate.

b. Describing surroundings:

My factory is situated opposite to a wharf. A wharf is a structure built on the shore of a stream or harbour.
The vessels lie at rest and load or unload things there. There is a hospital near the factory. There is a petrol sta
on in the area at half a kilometer distance. It is a busy place. There are many traffic signals on the way.

This is a warehouse where goods are stored. There are five workers who are busy with their jobs. There are
pallets, machines, loads and a forkli. The surrounding is unsafe. There are eight hazards listed in the picture.
First, there is rubbish on the ground. Second, there are unsecured chemicals in cylindrical containers. Then,
the machine guard is open. The next hazard is the water leak from the drain. A worker carrying load is walking
towards it. Then, the pallets with loads are blocking the exit. The loads are not stacked properly. The forkli is
stacked in such a way that the driver cannot see anything.

~

WAREHOUSE e
Person waking in "\
6 front of forklift 1 &
My
o chemicals
4 ‘, o ¢

>

1Watuﬂoor' =
= 4 |(slips/trips) |

Maching
guarding lifted
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c. Describing Processes:
Process of making Mango Milkshake First, \

take a blending jar or a juice jar. Then, put

the ripe mango slices into the jar. Next,

add some ice cubes and sugar. '
After that, pour boiled chilled milk into it. :

Finally, close the lid and blend it well for 2-3 minutes. . - M @
Now, pour it into serving glasses. l Y o 7

1.Ru v qola & afgr 3R 38 3TgEd Y @ AfEA RBE 1w 3gERr A @y, gAt

Help Box

spade, shovel, plumb bob, fan, wrench, wheel barrow, rake,
wrench, speed square

Sr.No. | Descripton Object

1 an agricultural implement with teeth
for gathering cut grass or hay

2 an implement with a long handle with a .
grip at the top and a flat iron blade S e

narrower than a shovel for digging BN 3

3 a box for conveying a load, supported at o
one end by wheels and li ed and pushed at /
the other by two horizontal sha s

+—

blades a ached to it and revolving with a
central hub to produce a current of air J

5 a tool has a bar of metal with fixed or
adjustable jaws for gripping and turning or
twis ng the head of a bolt, a nut or a pipe

6 an implement consis ng of a broad iron
blade or scoop an ached to a long handle

for taking up, removing or throwing loose
ma er like earth, snow or coal
\

4 a device consis ng of a series of vanes or (>
¥
-~

7 a triangular shaped metal square with

1/4” spaced notches to facilitate scribing

lines and plain grada ons for reading d
8 a weight, usually with a pointed p at the

bo om, suspended from a string and used
as a ver cal reference line or plumb-line
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2. describing words 31X describing aTeFAT & pattern &l HHASIHT - RFT TART HI| Objects

Objects Descripton
a.ltis aTile Saw. It of a wire, a tough blade or chain with a
hard toothed edge. It is for cutting materials like wood and

ceramic.

b. There are blade shapes in the picture. The first one is a
Typical blade shaped shaped blade. It is used for making a square trench. The
next one is a shaped blade which is for making
a round trench. The one has a tapering form. While the
first two are used for digging, the last one is for various
purposes. The blades are of iron.

équare Round point Taper

3. & Flord & a&g & Sar describing word #r faf@w -

Object Shape Size Colour Material Use

Doughnut round Small brown Maida Snack

TV

Mud pot

Bed

Water bo le

Tool box

Speed square

Water heater

Hammer

Washing
machine

Microwave
oven

Induc on
stove

Needle

Bobbin
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4.8X a&q 1 Ta&gd auel (describing aTer) fIf@T| 3EgROT g, HHST

Object Descripton

Doughnut Example: It is round in shape and small in size. It is brown in colour. It is made
of flour. It is used as a snack.

TV

Mud pot

Bed It is rectangular in shape and big in size. It is white in colour. It is made of
co on. Itis used for sleeping.

Water bo le

Tool box

Speed square

water heater

Hammer

Washing machine

Microwave oven

Induc on stove

Needle
Bobbin
5. R & Ru atv weei & Feg A, Rea T k|
| am working in a hotel as . It is at the centre of the city. It is situated on the main road near
the . The hotel is in a tall building. It of floors. There are important places
around the hotel. There is an near the hotel, where planes often take off and land.
many pine trees behind the hotel. There is a at the end of the crossroads. is
a railway sta on located at 1 km distance. There a big at a walkable distance from the traffic
signal. My friend is working as a store keeper in the warehouse which is my hotel.
” HOTEL ooy
w-&C- — o L a4 AT
s A
/ /ﬂ >
o NP

N

?s&. -
WAREHOUSE y

FACTORY

Sn
N '

POLICE STATIO
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6. feu v Ay & q@a city Fg @1 fFaer AT -

e g =

AIRPORT

D>

[ WAREHOUSE

BANK
The city centre is surrounded by many .Thereis a
opposite the .Thereis a
behind the .Thereisa near the signal. The Police sta on is

. The house is just opposite the

7. linking words bl 39T I silk worms SideT 1A HT [aaxor fof@u]
A tiny black
caterpillar hatches

out of its egg.

The caterpillar eats
mulberry leaves
and rows bigger

The female moth lays
many tiny eggs.

The adult moths
mate with veach F—
other. "_.\“ ‘

= ;‘( EGG
f oo STLKWORM

and igger. It goes
through 4 molts.

-~
-
"

LARVA
The pupa changes e
info a moth. The @~ X~ LIFE CYCLE L
moth comes out of
the cocoon. | ——

. \ PUPA r4

The caterpillar

.
e ‘ ( N spins a cocoon or

silk threads around itself.

People unwind the silk Inside the cocoon, the
thread from the cocoons caterpillar changes into a pupa.
to weave into silk cloth.

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur




3 @merar | E)

8. T & @A 3iR linking words & 39IRT & T 3doil & Sildeielel T TdaruT faf@u|

=

'._P \ ’ ?\, : ’.:_ EI
i 9 *& )
! =

Adult Moth

The catepillar =
changes into a . Female moth
pupa inside the = Cocoon Eggs lays many 8ny

cocoon. B eges.

\ Larva
Caterpillars feed on mulberry leaves for about 3 to 4 weeks. Each of
them then spins a cocoon around itself.

N

First, the lays many . After some me, comes out of it. , they feed on
leaves for about 3 to 4 weeks. , each of them then spins a around itself. During
that me, the changesintoa inside the cocoon. , an adult moth appears.

9. Apple Tes A st Fr AT Af@T| 3mger T =
Milk shake & 3GTEXUT &I 3ol HITAT |

Ingredients

Apple (peeled and cut into small pieces)
Milk (boiled and chilled)

Sugar

Ice cubes
First,

KwLaTE # T av A o= dr@r 92 &1 397 ol |

- el o avg @1 faaRor 3Ed IR SR T @ g g

- AT JehR & TaeRoT former & ToIT g a&qg3i & o T & Haollehel el giall &, T el R el
T GfRdT &I TUSC §T & FHSIT gl gl

« linking words T #Feg T gH frdY ot Ufehar 3rrar Ader T a& ord aredr a ddhd gl

©

Visit https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-01&hspart=trp&p=process+of
+installing+solar+panels+videos&guccounter=1#id=4&vid=8a3002f62e6715bd254f858659552fa2&ac on=click
h ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=process+of+inst
alling+solar+panels+videos#id=1&vid=48cca5151093ce361c5059a9583f14cc&ac on=click
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10. ITH (Pronouns)

®

SH 916 & 3 H &F o1 38T U &l

* Pronouns (FdTd) & 39TTeT 3R 3T hdT &I AT
* Pronouns &T 3718 &al

* Pronouns T 39ged 393N Ygaleial|

O

Pronouns T #E & gH naming words Pl TR-IR Gl & Fad %\:I

ﬁwm/am?ﬁé? ﬁwmmﬁﬁév 3T H FIr d@r

N

cest
Q@?\,a. <No, n

Pronoun Noun
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Raghu and Rahim are school friends. Raghu met Rahim in the bus stop yesterday.

Raghu and Rahim are school friends. He met Rahim in the bus stop yesterday.

We use pronouns to make clear whom or what we are talking about.

a. Singular, Plural

Descrip©on

Singular

Plural

The person speaking

The person spoken to

you

The person or things being spoken

A 0 ¢ ok

about 1 Ay av : g 1 -
Nt ) | g
I J Lhd i
ne ghe it they
b. Different pronouns
Singular Plural
When the acon is me us
done to the person you you
him/her/it them

c. Examples

~ THIS IS A HAMMER. THAT IS A WRENCH.

© THESE ARE TOOLS.

THOSE ARE TOOLS.

|

The falling brick hit me.

The falling bricks hit us.

The falling bricks hit him/her.
The falling bricks hit them.
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This is my hammer.

This hammer is mine.

This is her hammer.

This hammer is hers.

Is this your hammer?

Is this hammer yours?

Is this their hammer?

Is this hammer theirs?

1. &3 F F& pronoun & fAemsy -

w

they

7

he

we you

she

2. @ifhd fRY 1T naming word T 39 pronoun # Feel &, 3ETeX0T STH FHS -

Tenali wants a samosa.

| know Nancy.

Tenali wants it.

| know

| know .

L

sowor |

Vimal sold the bike.

The cream is on her face.

Kishore has a spare tyre.

Vimal sold .

is on her face.

Kishore has ___.

XX

2 q
258 5

Treat others well.

This is a family.

All work together happily.

are all one family.

work together happily.

Treat others the way ___want to
A BA

be treated.
Q phelald,

J ‘}'"‘“&‘:11’. :

The trainees had a teacher. The
teacher was Mr. Karim.

had a teacher. was Mr.
Karim.
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3. This / that / these / those &1 39319T T Rad TATT AT -

a.
1Isa
b.
C.
1sa
d.

4. 3UFF pronoun ¥ R T $1X, SigT 3MMaeSh g1 dgl capital 31&R &1 FANT Y

I el me ___know Ramesh.
7 Ramesh knows .

we us ____know Ramesh.
Ramesh knows .

you you

know Ramesh.

Ramesh knows .

he him ____knows Ramesh.
Ramesh knows .

she her ____knows Ramesh.
Ramesh knows .

they them know Ramesh.
v ' ' ' Ramesh knows .
lhh’l‘
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5. TEr 3 A -
a. Is that table the Supervisor’'s? ( Yes, it is he. / Yes, it is his. / Yes, it is him.)
b. Those toolkits belong to the company. (They are them. / They are their. / They are theirs.)
c. Is that Prem and Kumar’s package? (No, it isn’t theirs. / No, it isn’t their. / No, it isn’t them.)
d. The equipment belong to us. (They are us. / They are our. / They are ours.)
e. Is that Krishna’s helmet. (Yes, it is he. / Yes, it is his. / Yes, it is him.)

6. T&r pronoun ¥ RaFd TU Y -

a. This is my spanner, not your spanner.

This spanner is mine, not yours.

b. I didn’t have my manual so Sanjay lent me his book.
| didn’t have my manual, so Sanjay lentme

c. Your car is a lot faster than my car.

Your caris a lot faster than

d. You have borrowed my toolkit. Please return it.

Please return toolkit at once.

e. This wrench belongs to me. You can use it.

This wrench is but you can use it.

f. This bike belongs to me. That bike belongs to you.

This bikeis

g. This shop is owned by Rahul and Raja.

This shop is

h. This is my pen. Where is your pen?

This is my pen. Whereis___ ?

i. The shoes are on the table. The shoes belong to Mohan.
The shoes belong to Mohan. It is

7. TEr pronoun ¥ R&Fd TUT & -

Lakshmi and Abitha are siblings. One day returned from school. _ were very hungry. _ wanted
to eat something. __ saw a cat in the kitchen. was drinking the milk mother had kept for .
Lakshmiran out screaming.  wasscared. _ was always afraid of cats. Abitha was a brave girl.
was not afraid of anything.  shooed the cat away. ___ ran out. Lakshmi saw the cat running out.
came back into the kitchen. ___ praised Abitha for __ courage. Lakshmi thanked .

KWL T1¢ & fou v A F=ar dr@r 92T &1 331 g |

©

« Pronouns @I naming words & TUTl 9 91T fRaT ST TehaT &

« Pronouns & #T naming words T RE singular or plural form ga g
» 3chT BYLITT naming words tot atent staat felis fanell udt

©

Look at the objects around you at home or in the ITI. Make a list of the objects. Describe them. Remember to
use pronouns when you refer to the object the second me.

https://youtu.be/nkjKPhleQ5E
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11. [T Keg &1 9RTT (Introduction to Punctuation)

®

SH 916 & 3 # A et 36828 U N

* HT Punctuation (TaT# fRiEsT) sl gg=meidl (capital 787X, qUITaRr#, 3reifamar 3nfe )
* Punctuation & #Hgcd I ITeT

o STgr oY 31TaTSaT &Y, 98T TEr Punctuation T FAVT =T G|

O

Punctuation, 98 e gld & St frdl arerar & 3/a &, 37741 339 & @ de & A% H 9 Jd gl
Capital letter (3T&TX), full stop (CJ'\U‘fﬁTFFl'), question mark (&FaTel &) @ comm (Hﬁﬁ?ﬂ? ) punctuation & PO

T 3ETEX0T ¢
Capital letter ToRET 8 arery hr LR3I #H 97T §1 Full stop or question mark AT & 37 H ofdIdT gl

Comma AT & & HEN AT Teh & FaT T & a3 & A1F & A o g

ﬁwm/am?fr{? ﬁwmmﬁr@ﬁi? T H =T AEr 2

O

| think we
should take a
break, for just
a second.

PUNCTUATIO®ON <
SN

What are
you guys talking
about?

I think we should
stop all together.
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Punctuaton mark Use Example
used to begin a sentence Rain destroyed the crops.
Capital letter A-2 used for names of persons, Rahim, Bengaluru,
places, things, idea Computer, Welding
used at the end of a complete
Full Stop or Period B He completed all his work.
sentence

used to separate parts of a June 26, 2019.
date or a sentence

mm
= a It can also be used to separate | We bought nuts, bolts,
items in a list. screws and nails.
used to end a sentence that .
Ques on Mark What is the date today?
asks a que.
begins a sentence, names . .
. 8 . The race was won by Rahul in Mumbai. He
Capital letter of persons, places, things, . -
) received a car for winning.
idea
Full Sto Do not use water on electrical equipment.
P ends sentences Workplace safety is very important.
How should the ladder be posi oned?
Ques on Mark ends ques ons o )
When is it safe to climb on the ladder?
Use switches, sockets and plugs only when they
Comma separates parts of a are in good condi on.
sentence or itemsin a list | Keep the workshop floor, staircases and other
surfaces clean.

1. F{& punctuation =gl @I Jgar=iaR, Rad ¥ ¥ -

| begin a sentence.
| am called the

I think we | complete the sentence.
should | am called the

stop
altogether.

el I ask ques ons.
are you I am called the
guys
\’qhout?
hink | am used to make a list.
should
take a | am called the

break.
fora
second.

S
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2. 31 arerat & 3 #F full stop 71&T & agf 38 wemsv -

a. Plog work is started after the field work is over.

o

The survey is plotted on the drawing sheet with a suitable scale

It should be plotted always in the North direc on, so that the top of the drawing sheet represents North
The base line is drawn first

Intermediate sta ons are marked on the base line.

The triangles are checked by check lines.
For plotting offsets, mark the changes of the points along the chain.
. The plotting of offsets should be con nued according to the field book.

Smo o oo

i. The heading should be written at the top of the drawing sheet

j- The map should not have any dimensions

3. it &l 9fev @ @@l punctuation Fr T3 HIG -

Do you know what happened in the mee ng yesterday ( . ? ) All the workers were called for a mee ng (., )
The chief engineer Ramesh convened the mee ng (, . ) He spoke about the safety measures that have to be
followed in the factory ( ? . ) The employees gave their sugges ons to improve safety in the company (, .)
The chief engineer stated the problems (, . ) analysed them (, . ) heard employee’s sugges ons and gave
recommenda ons ( ? . ) He also distributed goggles, masks ( , . ) gloves and shoes to the workers ( ., )Will
you come for the next mee ng ( ?, ) It is on August 29, 2019.

4. arFat & gfew g @@ punctuation &1 TId ST -

a. The welder used goggles to protect his eyes 12
b. The mason wears a helmet for head protec on in the construc on site

c. There are various hazards that can cause injury and accidents i
d. How does one protect the feet from injury in the worksite RIE;
e. Is there any site engineer here [?
f. A skilled electrician should always strive to cul vate safe working habits -1[?
g. Are safety guidelines followed to avoid accidents |2
h. Why should you stand on a wooden stool -2
i. What kind of footwear should Kumar wear to the mechanical workshop - |7
j- It was a terrible accident -7

5. afew 3R full stop # Y@ifea HfFT ¥ comma W) T s -

It is very important to be aware of condi ons that may cause a fire emergency. It may endanger the safety
of occupants in the workplace. The major causes of fire in the workplace include overloaded electrical
outlets and extension cords, misuse of space heaters, mishandling of flammables, improper storage of
combus bles and improper disposal of smoking materials. Implemen ng fire preven on measures is
important to ensure one’s personal safety and the safety of others. The most important thing to remember
is that fire occurs when three things come together at the same me — fuel, oxygen and an igni on source.
One of the methods to prevent fires is to keep these elements safely stored in different loca ons. This will
ensure that they do not come into contact.

6. AT F gfew 3R 3A% 3id F T@E punctuation Fr AT NG -
a. Did the manager replace the damaged tools yesterday
b. The inspector checked the electrical connec ons
c. The engine was stopped by Mahesh
d. Does Rahim always wear safety shoes

e. All must keep the floor clean and clear
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f. Can the craftsmen clear the work area

g. Who repaired the machine

h. Have they started the machine after moun ng the workpiece securely
i. The workmen follow safety procedures j. Where has the plumber

gone
7. arerdt @1 afgr 3R FE punctuation T AT FIA U 3o AR QT |

a. | can write simple sentences

b. Can | go to the classroom

c. It is safe to wear goggles during welding

d. Are you coming to the workshop

e. What is the name of your company

f. Please repair the engine

g. How much money do you want

h. Does it happen today

i. It was a useful programme

j. All the trainees completed their training in Ahmedabad

8. ST 3maegehar g agr full stop 3r2rar comma &1 g3eT Hfe |
a. | bought apples mangoes and grapes from the shop.
b. The box is full of nuts bolts screws and nails
c. She has pens papers manuals and a few tools.
d. The job got over on June 16 2019
e. Welders plumbers fi ers and engineers were called for a mee ng.
f.The company will work on 6th 7th 11th and 12th of this month
g. The exam is on December 7 2019
h. There are ten days le for the conference
i. Keep away from acids gas cylinders and fire.
j- They are offering training in embroidery skills

9. greFdt T AfeT IR FE punctuation T T FIA U 3o AR QT |

a. unsafe working prac ces result in loss of life material and money.

Unsafe working prac ces result in loss of life material and money.

b. when is it safe to remove or replace fuse
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c. what is the use of a micrometer

d. what will happen when kerosene comes into contact with fire

e. the company has opened its branch offices in mumbai kolkata bangalore and Shimla

f. remove fuse grips while working on dead circuits

g. turn an adjustable wrench towards the movable jaw.

h. don’t you have shoes to wear in the workshop

i. the training was conducted on February 24 2019 in delhi

j. the chest has cuttng pliers screwdrivers drilling machine hammer and nails in it

kwLarE & feu sv JS Far dr@r g & 39 g

©

e punctuation &Y ff aTFT FT TASE FAAT &
* Capital letter ST YT AT Y& el & Tow fomar Sirar §

o full stop oquestion mark — /T & 37d & TAT 8id & 3R comma - aFT & afder e &+ fenfaa

©

Punctuation #I & 3R #sieR activities & T @1 websites W S :
http://www.mcpshs.net/ourpages/auto/2014/5/28/30055908/Dear%20John%20Grammar%20Ac vity.doc
https://www.youtube.com/watch?v=B9bJaolHRp4

https://www.youtube.com/watch?v=WkOk2FLjMc

https://dic onary.cambridge.org/grammar/bri sh-grammar/wri ng/punctua on
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12. AT o YR - IRIT

(Kinds of Sentences - Introduction)

@

3H 916 & 3Hd A A et 3ceey QU W ¢
* IR YR & drdl H qgaiaw

* Declarative (&TYUT), interrogative (&dTeT), imperative (fder / ddra«it) @ exclamatory (3T2T¥) aTFAT ST

IEATH HAT

* faffesT YpR Tl 1 3UYFT HoasT H TheT |

O

Kinds of Sentences

Sentence (dTeFA) G T VAT Hehelol BIaT & o1 TG IT Folehd §H ST T A meaning HHS U1 & |
Sentence GART §H e, [T, 3RTY T HATAT <Tod FX Hhd ol FATAT, g HGWTH & b &7 TG

YR & dTerd &l JAET |

a‘-fwmam/mar—ﬁé ﬁwma@aﬂaﬁr—ﬁﬁ? I Ha a7 dr@r ?

Four Kinds of Sentences
Declara®ve Sentence — Makes a statement.

It ends with a period.

ImperaBve Sentence — Gives a command.
It ends with a period or exclama®on point.

InterrogaBve Sentence — Asks a quesBGon.
It ends with a ques©on mark.

G Exclamatory Sentence — Shows sudden or
strong feeling.

It ends with an exclama®on mark.
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a. Declara ve (Affirma ve) — A declara ve sentence makes a statement.
It is necessary to be qualified to do electrical work. ¥ES-

b. Interroga ve — An interroga ve sentence asks a queston. ,;é‘v l
There are 2 types of ques ons — Yes/No ques ons and Wh- ques ons i '.'0 ’

Yes/ No ques ons — The ac on word is brought to the beginning of the sentence.

It is necessary to be qualified to do electrical work. -
N

4 dsd it
/' ~ Where?
When?

Who can do electrical work? ;

Is it necessary to be qualified to do electrical work?

Wh- ques ons — The sentence begins with a queston word.

Who? \

Why?

¢. Exclamatory — An exclamatory sentence shows strong feeling.
Oh! how well qualified he is to do the work!
d. Impera ve — An impera ve sentence gives a command.

Qualify yourselves to do electrical work.

Interroga ve sentences
ask ques ons.

Asser ve sentences state
facts and beliefs.

Impera ve sentences
give commands or
instruc ons.

Exclamatory sentences
show strong feelings.

Welders use goggles and
gloves to protect their
eyes and hands.

Why should welders use
goggles and gloves?

How safe the welders
work using goggles and
gloves for eyes and
hands protec on!

Use goggles and gloves
to protect your eyes and
hands.

Who

iS a person

What

is a thing or an
action

When

is a time

Where Why How

is a place

is a reason
something happened

is a number or the
way something is done
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Interroga ve

Declara ve

Impera ve

Exclamatory

Use goggles and gloves
while doing welding

work. work.

It is necessary to be
qualified to do electrical

What a great height the
electrician is working at!

Is it necessary to be
qualified to do electrical
work?

2. T Fr T g @ AT T T a9 F T@lell T H @ -

synchronous Motor ’

___ Single Phase
Induc on Motor

~Three Phase
Induc on Motor

Green & Yellow Earth
_é_ Live
Blue <

Neutral

a. Choose the correct soldering
iron.

b. Know the different types of AC
motors.

c. Have you seen a metal tester?

518800808013

A .

d. Electrical wires used for
all electrical connec ons are
available in three colours.

e. How useful it is to have so
many types of screwdrivers!

f. What is the purpose of a face
shield?

3. gt &l ufeu R @ Al # sifav -

a. Extension cords with lamp guards should be used to protect against breakage.

b. Use extension cords with lamp guards to protect against breakage.

c. Can extension cords with lamp guards be used to protect against breakage?

d. What kind of extension cords help to protect against breakage?

e. How useful extension cords are!

Declara ve

Impera ve

Exclamatory

Interroga ve
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4. et @ 9feT T ST & &A1 30% FEr AN A T@r A g, ARG AGT ar 3ee der Aol A sifow -
a. Place the hot soldering irons in their stand. — Declara ve
b. What kind of screwdrivers should be used when working on electrical circuits? — Exclamatory
c. Is it alright to leave a switched ‘ON’ or heated soldering iron on a bench? — Interroga ve

d. It is important to discharge sta c voltage in HV lines/ equipment and capacitors before working on them.
— Imperave

e. Keep the tools in good condi on. — Declara ve
5. arFat dr Aol ggare -

a. You must avoid contact with energized electrical circuits.

b. Will you treat all electrical devices as if they are live or energized?

c. The power source is disconnected before servicing or repairing electrical equipment.

d. The electrician uses only tools and equipment with non-conduc ng handles when working on electrical
devices.

e. Never use metallic pencils when you work with electrical equipment.

f. Why should you minimize the use of electrical equipment in cold rooms?

g. Pratap’s hands are dry whenever he handles equipment that is plugged in.

h. Wear non-conduc ve gloves, protec ve clothes and shoes with insulated soles.

i. How efficient an electrician he is in fixing faults!

j. What will you do if water or a chemical is spilled on the equipment?

6. Gl HI HET Ao H STl TEY T TATSY -

a. fuses / in the circuit / Use only / correct capacity (Impera ve)

b. manage machines / we / how to / don’t know / our (Declara ve)

c. kind of a / what / machines is this? (Interroga ve)

d.to know / Is it important / how to / switch off / a circuit (Interroga ve)

e. all plugs/correctly wired/make sure/are (Impera ve)
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7. HH I AT IS g IS AT & ar 3TN THGRUT 3G &l TRy | How, where, what, which,

when & 91T & T e RST / Farel 3T -

a. Open the brake fluid reservoir in your bike.
is the brake fluid reservoir in the bike?

b. Check whether you have a safe level of hydraulic fluid.

____ tocheck the safe level of hydraulic fluid?

c. Check the chain wear, correct tension and rear wheel alignment.

___are the things to be checked on the chain of this bike?

d. Show me what checks you would make on the steering movement before using the bike.
do you want me to show you steering movement on this bike?

e. Show me how you would check that the brake lights are working.

lights do you want me to check?

KWL ¢ & fRu sv da Far fi@r g2 &1 391 g |

©

* HUA / BINOT (declarative) AT FIH ITH 1A &, W 3T o1 WA & AT g7 Tl G & areran
T SRANST FAT B B

* Interrogative el T FAeg ¥ §H Haldl Y& FHhd o
* Imperative I/l &1 Hee A g7 AT & Tha &1

©

https://www.youtube.com/watch?v=Id8r6NGXRts&t=34s

https://www.youtube.com/watch?v=kZkfZwTCed8&t=2s
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13. ATFAT I TGd H I hlal

(Practice in Framing Sentences)

@

$H UG & 37d H §H e 36820 W A

* Hol GhR & aATFAT T IATH Hal

* qIRdT T TAT & AU real T & W Sl WX
* YAl BN WET HWoll H STelel T IFAH HiA|

o

Sentence (ATE) 2TSGT HT Ueh VAT Heholel BT &, orad & fohar off a1 &I U e TS I &1 aral
F TH U 30 gER @ & - U, wed, Ay scarfel gt & 3T 39T & fov et @ g@dr
G H Gl 3aRTH g

ﬁwmfmmﬁi') ﬁwmmﬁmﬁi? 3T HA Far dr@n?

Type of Definition Punctuation Example
Sentence Mark
Declarative Telling Period I went to the
Sentence () game with my
friend.
Interrogative Asking Question Mark Where are you
Sentence (?) going on vacation?
Imperative Commanding Period Close the door.
Sentence (.
Exclamatory Exclaiming Exclamation Point  What a beautiful
Sentence day it is!
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1. ST T HET G H oA | 3GTGR0T ST, THS -
a. speak/ English /|

| speak English
b. the parcel / received / we

c. welding gun / welder / uses

d. love /1 / homemade food

e. the work / finished / |

2.27sc] I HET H@oll H oy | drerdl Y & &1 I el A T | 3eT60T ST, HHSH

a. as supervisor / worked / in BHEL / Peter

b. happy New Year / we / you / wish

c. gave / the Principal / the medal
d. immediately / want / money / they
e. yesterday /Sam /1 / at the theatre / met
Naming word Ac on Word (Verb) addi onal informa on
Peter worked in BHEL as supervisor.

3. geal &1 HEY AW H o AR ARy TSy -

him /call

it/ try

quiet / be

out / watch

straight / standup
move / don’t

don’t trip / be careful

the phone / answer / somebody

a er /drive / don’t / drinking

small pieces / into / cut / the onions
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4. ¥ eUsaT &7 AT FY, ™ F 310 aFT 10 -

walked to
touched
opened
pointed to
picked up
wrote on
put down
sat on
stood on
closed
moved

the door
the window
the book
the table
the casseZe
the board
the pen

the floor
the chair

5. AT UAsal FT YA FT, HWF T e aFT g0 T @ F & sentence H 3T 3R
punctuation T 3YITT Y| TfE ITTSTRAT & A 31T - alan/ the / some / a few FT 3TITT F Thd ol

|
we
he
she
it
they

am
is
are
was
were
like
ate
eat
walk
walked
work
worked

tall
lazy
smart
lunch
friendly
idlies
ro es
cakes
fast
slow
hard
beau ful
naughty

at work
in the canteen
in the factory
boy
girl
people
manager
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6. UGl activity H foRd arardt # naming words/action words &I I@ifehd Y|

KWL aE & R arv Ja o=ar d@@r e &1 331 ol

QSGT I HET HWell H NP aTFAl I AT T §| ATFdl T T Aderdd o TISC giar g, 319 Ig
Qe TE UPR T Hebfold T S| YT 91T 8l & W@l & fIT HET naming action words FHT FIT
ifaar g

©

https://www.khanacademy.org/humanities/grammar/syntax-sentences-and-clauses/introduction-to-
sentences/e/declara ve--interroga ve--and-impera ve-sentences
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14. @< I WY ( Recall )

1. Her hairis long and

a. curly b. happy c. slim d. late
2. He drives a bright red sports car. It’'s very
a. wild b. shallow c. fast d. tall
3. Today, the weather’s going to be
a. hopeful b. warm c. blue d. urgent
4. This house is and old.
a.young b. electric c. large d. fat
5. I’'m feeling really today.
a. late b. long c. happy d. round

6. The food at this supermarket is always .

a. gentle b. hopeful c. empty d. fresh
7. Which word is an adjec ve?

a. after b. pretty c. taste d. bank
8. Which word is an adjec ve?

a. dirty b. ran c. away d. boy
9. Which word is an adjec ve?

a. eat b. hot c. mend d. soup
10. Which word is an adjec ve?

a. beau ful b. park c. wave d. sea

11. Which of the following expressions can be used to make requests?
a. | hope b. Please repeat c. | believe d. Maybe

12. Which of the following expressions can be used to make an enquiry?

a. I'm sorry b. Canyoutellme..? c.lIsitso? d. Thank you
13. Which one of the following is a short response?

a. Oh, | see b. | have never thought about it thisway  c. Please repeat  d. Sorry
14. Which of the following phrases can be used to share informa on?

a. Thanks b. It is about ... c. Sorry d. I see
15. The phrase ‘Could you give me some idea of ..." is used for

a. Thanking someone b. Introducing someone c. Asking for informa on d. Giving informa on
16. What will be the response to the statement ‘How was class today?’

a. It was fine. We learned many new things b. Oh, | see c. Thankyou d.lIsitso?
17.What will you say if someone asks ‘How do you go to the library from here?’

a. Not coming b. Please take the next right and go straight.
c. I think I borrowed the book last week d. Yes, the library is open.

18. What will be the apt response for ‘I've got some news for you’?
a. What is it? b. 1 don’t know c. I'm thankful for this d. Where is it?
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19. Your friend wants you to accompany him for a job fair but you can’t go. How will you decline politely?

a. | am not coming. b. I don’t want to come. c. I’'msorry | can’t come. d. I will come.

20. Your instructor has asked you to inform the class to assemble in the workshop at 9 a.m. How will you
share this informa on with your class?
a. We all must goat 9 a.m. b. We need to assemble in the workshop

c. We need to assemble in the workshop at 9 a.m. d. We must go at 10 a.m.

21.Which of the following is used to begin a sentence?

a. Lower case letters b. Full stop c. Capital letters d. Comma

22.What punctua on marks can end a sentence?

a. Full stop and comma b. Comma and ques on mark c. Comma d. Full stop and ques on mark

23.The punctua on mark used to make a list is

a. period b. comma

c. ques on mark d. none of the above

24.Which punctua on mark is always curious and wants to know something?

25.

26.

27.

28.

29.

30.

31.

32.

a. Comma b. Ques on mark

Pick the correctly punctuated sentence.
a. The wrench is a useful instrument

c. The wrench is a useful instrument.
Pick the correctly punctuated

sentence. a. Where is the generator?
c. Where is the generator.

Pick the correctly punctuated sentence.
a. We need some more screws, nuts and bolts

c. We need some more screws, nuts and bolts.

Pick the correctly punctuated sentence.
a. The Ganges is a holy river
c. The Ganges is a holy river,

Pick the correctly punctuated
sentence. a. Who is the new instructor
c. Who is the new instructor?

Pick the correctly punctuated sentence.

a. The United States of America is near Canada
c. The United States of america is near Canada
A pencil is a

a. thin, long, wooden object used to write

c. thin, long, glass thing object to write

A collegeis a
a. ground with small buildings for playing

c. Full stop d. Capital Letter

b. the wrench is a useful instrument d.

the wrench is a useful, instrument.

b. where is the generator?
d. where is the Generator.

b. We need some more screws nuts and bolts d.

We need some more screws, nuts and bolts?

b. the Ganges is a holy river
d. The Ganges is a holy river.

b. who is the new instructor
d. who is the new instructor?

b. The United States of America is near Canada.

d. The united states of america is near Canada

b. thick, flat, wooden thing used to write d.

thick, short, metallic thing used to write

b. campus containing many buildings and big playgrounds where trainees learn

c. campus with many hospitals trea ng pa ents

d. ground with open spaces for birds and animals
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3. ASIMcardis
a. A big, heavy, round object inserted in mobile phones
b. A small, thin, rectangular object inserted in mobile phones
c. A small, round, thick object used in television
d. A small, thin, rectangular object inserted in transistors

34. Aneedleisa

a. thin, small object with a sharp point b. thick, big object with a blunt point

c. thin, small object with a blunt point d. thin, big object with a sharp point
35. A container truck is a

a. small, industrial vehicle used to carry goods b. large, industrial vehicle used to carry goods

c. large, passenger vehicle used to carry people d. small, industrial vehicle used to carry water
36. A helmetisa

a. hard, round protec ve gear b. so, long gear for motorists

c. hard, rectangular protec on wear d. so, triangular protec ve gear for motorists

37. Agodown is a
a. small, narrow space for walking b. large, open space for playing
c. large, empty space for storing goods d. small, busy place for selling goods

38. Anemailis a
a. chatting feature on phones without internet
b. virtual message exchanged between people using the internet
¢. mail posted in a post office
d. speed post sent through the post office

39. A computer keyboard is a
a. flat, square-shaped board with black and white keys b. circular board with numeric keys
c. flat, rectangular board with alphanumeric and special keys d. spherical object with colourful keys

40. Rearrange the words to form a sentence.

a. its best b. is simply c. science d. common sense at
i. abdc ii. dbac iii. bcda iv. cbda
41. Rearrange the words to form a sentence.
a. he came b. some sugar c. from her house d. to borrow
i. bcda ii. bcad iii. adbc iv. abcd
42. Rearrange the words to form a sentence.
a. | wanted b. to tell her c. to listen d. to me.
i. abcd ii. abdc iii. adbc iv. bcad
43. Rearrange the words to form a sentence.
a. The CEO b. made c. right decision d. the
i.abcd ii. abdc jii. acbd iv. bcda
44. Rearrange the words to form a sentence.
a. She wondered b. how €. was so rich d. he
i. abcd ii. abdc iii. acbd iv. bcda
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45. Rearrange the words to form a sentence.

a. She danced with joy b. that she had topped c. when she found out d. the board examina on
i. abcd ii. abdc iii. acbd iv. bcda
46. Rearrange the words to form a sentence.
a. She was b. looking for jobs c. browsing d. a website
i. abcd ii. abdc iii. acdb iv. bcda
47. Rearrange the words to form a sentence.
a. | was certain b. the management mee ng
c. be allowed to attend d. that subordinates would not
i. abcd ii. abdc iii. adcb iv. bcda
48. Rearrange the words to form a sentence.
a. The managing director b. in listening to her c. was not interested  d. explana on
i. abcd ii. abdc iii. acbd iv. bcda
49. Rearrange the words to form a sentence.
a. We were b. on an excursion c.to Goa d. going
i. adbc ii. abdc iii. acbd iv. bcda

50. Iden fy the correct sentence type. AC mechanics are in great demand now.

a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory
51. Iden fy the correct sentence type. Wear your safety gear while welding.

a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory
52. Iden fy the correct sentence type. You are hired.

a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory
53. Iden fy the correct sentence type. Did you apply for the appren ceship program?

a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory

e. Iden fy the correct sentence type. Can | accompany you to the job fair?

a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory

54. Iden fy the correct sentence type. Leave the room immediately.
a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory

55. Iden fy the correct sentence type. Is it safe to conduct the experiment here?

a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory
56. Iden fy the correct sentence type. Chennai is an upcoming technology hub.

a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory
57. Iden fy the correct sentence type. Use the appropriate machine tools for the job.

a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory

58. Iden fy the correct sentence type. The results are out.
a. Impera ve b. Declara ve c. Interroga ve d. Exclamatory
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15. 3TAACT 3R IRTT (Greetings and self-Introduction)

SH U1 & 3d H &A [oieeT 3¢8eT U i

* 3T ersal FT T HY STt 3TN Y §H oiEN T 3fAAecaT (greet) F & |

* formal (3iTaTR&) informal (31=TTaTRe) greetings T 3T STeiar

* Ta¥ IRET ST A |

a. Greetings (3TReige)

Greet (31THeiceT) YT, STA-H Y& FA HT Ueh G987 T i1 & | 67 o9 off foredly & e & o
?:‘»ﬁ"greet%l’?%F [ Greeting?ﬁwamm—mﬁW@ﬁ% I

b. Self-Introduction (IR=T)

§H ST o AT ol ¥ e € & 3% e 9@ & @lar § | Eeed 3R, Tad & an A
3UGF SRR &A1 & IReg &I el ¢ |

#H FIT SAT/STAN § 2 # T ST TTEAT/ETE § 2 3eT Her T A2
® ; .
) oo ( GREETNGS NENGUSH
el sv =afed, gt safea midday/noon midnight
?T:aTw:}lﬁ'qT ¥ Ao ¢ | m a1d- muAmMnuuu:l}:mmmumprmmwuvmu‘ngwnﬁumm
AT T et A g qhell § morning aftemoon  evening " hight )
o FfET ar gerey GOOD GOOD* 2=
st 2t e o MORNING AFTERNOON EVENING o trnne
* oIt T FFART FAT a7 / |
+ 3 e @ ﬁtlFlFIT TS £ 47en-SiT /imy \ V sunset night
g &g § Hi informe = Hello * GOOD is only used when you leave,

Common greetings foranytimeofday. ~ NIGHT say goodbye, ovgotoba.. ‘
/

o AT FE-HfAAT T AT
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Expressions When to use For whom to use
Good morning/Good a ernoon/ |in a formal situa on e colleagues
Good evening ¢ business clients

e formal rela onships

Good Morning/a ernoon/ in a formal situa on, if you know [e new neighbours
evening Mr. or Ms. the person already e superiors at office

* members of official team
Good morning/a ernoon/ with a group of people at a ¢ mee ng for the first me
evening everyone formal mee ng
Hello. How do you do? while mee ngsomeone for the

first me, business mee ng.

Nice to meet you. / Pleased to in a formal situa on when you

meet you. meet someone for the first me

How are you? to start a conversa on in a formal
mee ng

b. 3RS greeting ST YA dd &I & o9 &8 &3 &, gH-37 9l ¥ 3rar Ba-set @ Boa &
g AfAcdeeet & 3aaRerdar 77 g, 3R 0T greeting 3™ RAffe ypR & f&ar a1 TFhar &1

GREETINGS and RESPONSES
- Hello
- Hi
- How are you doing?
- How have you been?

- How are things going? ‘
Informal Responses

- Hello/Hi

-Hi

- Fine, thanks and you? Kelly
- 6reat, thanks

Informal closings ‘
- I have to go now, bye

- I'll see you later/around, bye ’ 6.

- Have a nice day, bye

C. Self-Introduction (falu) ST g fFdT & Aed &, d9 3o 39 IR H AT 9pR $r FTeRr Sd & -
EHART TH, §ART TSell-ade, 8N course &1 ATH, AN JhE &1 TH, gARY TRAT 3nfe!

&

»‘ »\[»\[

My name is George.

I am from Goa.

| am a residen al electrician.

| inspect electrical components for safety.
| like installing wiring and ligh ng at home.

| find my job exci ng and interes ng.
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Expressions Formal /

informal Used to greet ...

Response

Hi, how are you?

Good morning.

Hello!

How have you been?

How are things?

How do you do?

9 Greeting T Tgr o &7 sifow]

Expressions

Formal

Informal
% R’» )

Hi, how’s life?

How are you?

Y

Good evening, Jerry.

Hey, come and join us.

| am Sa sh from Ranchi.

Hello, this is Janaki from Nagpur.

Hey, it’s long me since we met.

My name is Ranjith.

7 activity B U AT & AU HRC| TG A IR TS, 7 39 87 @1 aR=g giav| @relr &= &

39 AT 1 o= o fafEw |

lam
| come from
My fatheris a

My mother is
| have

I like

| want to become
My aim is

(name)

(village/town/city)

(father’s job)

(mother’s job)

(brothers and sisters)
(actor, food, game, music)
(businessman, fi er, welder)
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12. 3GTEXUT Yo, IRTT &l 3791 diferd| 3R R 38T IR & ReFdaeaa R, 39« @y faf@u)

Hi. My name is
Deepak | come from
a big family. I am .
the only child in &1 _
the  family. I have 3 n
aunts, 6 cousins. My

mother is not tall. She has short
hair and green s.

My mother is a typist. She is

My name is Kirana.

Let me introduce

my family first. |

live with my dad,

my mother and

my elder sister. We

live in Chhattisgarh. My dad is self-
employed. My mother is a housewife.
My sister is 20 years old and works in

Hi. My name is
Deepak. |come

from a big family.
| am the only childm
inthe family. |

have3 aunts, 6
cousins. She is very kind and | like

her. | miss my mother when we
are not together.

very kind. I like her. a bank.

| am Thara.l am 17 years old. | live with my family.
Our family has four persons. | have e
a younger brother. My mother is a /V
teacher in a primary school. My father

is a government employee. My brother\
is a trainee reading in class 7. We live
in Baroda. | am also a trainee. | am
training in welding in ITI. | just passed
from my school.

Let me introduce about my family first. | live in a small
but nice village with my family. In
my family, there five members, my
two brothers, my parents and me. i

My father is a farmer. My mother

is a housewife. My elder brother ‘
works for a company. My younger

brother is a motor mechanic. | am

Shekar training in secretarial prac ce in Pusa ITl in
Delhi.

-~

My name is

(father, mother, brother, sister, work, study, like, tall, short, happy, small)

| live with my family in

There are
| have

members in my

My in

My brother

.39 AT & 39ar 9= ST - 5§ IR 39 aR=T F 39 39 TR & R F &Y 919

(chocolates, ice-cream, movies, colour, bike, car, city, food, games)
lam
I like to eat during summer.

| like watching/playing

My favourite colour is

| like driving

| like to visit

| like to eat

for lunch/dinner.
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3. IE activity Toh AT & AT FEA gl AT H T Th STl '3IRTAeq Foio AR Tk W — 319 319
IRAAE I EF F T 7 T gAY A AT IRy A
Choose a partner.
Read the details of the person in the first
column. Imagine that you are the person.
Introduce yourself to your partner.
Ask your partner to make notes in the space provided.
Your partner will read the details of the person in the second column.
Your partner will imagine to be the person in the second column and introduce himself.

Ask your partner to make notes in the space provided.

Column 1 Column 2

Arvind is a welder. @q Rahim is a carpenter.

He is 24 years old and is unmarried. ‘|He is 30 years old.
He completed his diploma from Cuttack. He is married and has 2 children.
He is working in a furniture manufacturing company. |He learnt carpentry from his uncle.

He has a younger sister. He designs furniture for a dealer in Pune.

He is also getting training in pipe welding. He runs his own firm and supplies to the dealer.

He is planning to go abroad a er the training. He is planning to start his own furniture showroom in
the future.

KWL TTE H U 71w 'Ha a1 d@@r 92 & 397 o |

« Greetings — 3ilTaTies 8 g §, 3R 3=igaiRe 8|
* URTY HT Aee F §H gEI & IR H FlAd gl
o 3Moees T etaaRer aRFEAfAAT # 39gerd greeting ST T ST ey § |

©

3= el @ greet G H, [T greetings ST 9AWT §IdT § - 36T Ueh I &g | 319 AT T
398 ¥ FleT A greetings 3NTaien 3rerar sEiqeiie §, 3R oer |
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16. 94T T YB=IT 3R STaTe el
(Asking and Responding to Questions)

SH UG & 3d H A et 3682T U

* YR g IR & X I FHS

* 9% T 37X Pl TFd el b HTHANT & SAleiel
* U T IAX HT AT HYaT

O

Question (F2=1) &I 3YANT PRI U & foIT, 'K &1 gT e & [T g Agg ARG & TT fhar Srar
&1 Response (3TR) 38 AT / YT & Sl & f&AT 3”1 $U7 BT §1 Response JAHGRT T &,
Question STTHRT HITAT &1 & 'yes'd AT 'no’ T 3UARTAT response H gIdT gl

ﬁwamwlara?ﬁi? ﬁwmmﬁnﬁré? 3meT Ha T A2
@ a. Ques ons and responses b. Common words and phrases used as responses
Ques on Response
Responses
A 12 (answer)
m b Common words/expressions
Do ¢ am Posi ve Nega ve
Have do 7 ,
Can have Oh Sure. I’'m not sure. I’'m doub ul.
. I’'m sure. Never. I’'m sorry. Not oK.
Will can
will OK. None, rarely.
Are you? .r Yes. No use. None.
Do we? You are Of course. It’s not true.
Have they? We do Certainly. It’s not possible.
Can They have Definitely. It’s impossible.
will ca‘n It’s possible. Nobody. No, not yet.
will
Is he?
Does |she? He is Set Phrases
Has it? She does in the train, on the phone, on the first floor, at the
Can It has office, in the workshop, to the factory, on Friday, in
ca‘n 2019, at 8:00 a.m., from 1 to 1:30 p.m., for two years,
Will will ! for one hour, in the morning, last week, last year...
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c. A nega ve response is formed by adding ‘not’ with the “to do/to be” form of the verb.

Posi ve (yes) Nega ve (no)

is is not = isn’t

are are not =aren’t
was was not = wasn’t
were were not = weren’t
do donot =don’t
does does not = doesn’t
did did not =didn’t
have have not = haven’t
can cannot =can’t
will will not =won’t

d. Types of ques ons and responses

a. Ques ons checking/confirming the present
situa on (what is happening or going to

happen and what has just happened)

Responses (answers)

Posi ve (yes)

Nega ve (no)

Am | safe now?

Are you a mechanic?

Are we going to work tonight?
Are they engineers?

Yes, you are.
Yes, | am.
Yes, we are.
Yes, they are.

No, you’re not.
No, I’'m not.
No, we’re not.
No, they’re not.

Is he a supervisor? Yes, he is. No, he’s not.
Is she a clerk? Yes, she is. No, she’s not.
Is it working well? Yes, it is. No, it’s not.
Do you know him? Yes, | know. No, | don’t.

Do we work on Sundays?
Do they work every day?

Yes, we work.

Yes, they work.

No, we don't.
No, they don’t.

Does he work in the weekend?
Does she know the job?
Does it take more me to do?

Yes, he works.

Yes, it takes.

Yes, she knows.

No, he doesn’t.
No, she doesn’t.
No, it doesn't.

Have you reported the accident to the engineer?
Have we complained about the damage to him?
Have they lost their tools?

Yes, | have.
Yes, we have.
Yes, they have.

No, | haven’t.
No, we haven’t.
No, they haven’t.

Has he come today? Yes, he has. No, he hasn’t.
Has she finished her job? Yes, she has. No, she hasn’t.
Has the engine stopped working? Yes, it has. No, it hasn’t.
b. Ques ons checking/confirming situa ons Responses

of the past (what happened yesterday/ last
week/last year or before)

Posi ve (yes)

Nega ve (no)

Were you at the office yesterday?
Were we doing the welding work last Sunday?
Were they angry about the delay?

Yes, | was.
Yes, we were.
Yes, they were.

No, | wasn’t.
No, we weren’t.
No, they weren't.

Was the supervisor late yesterday? Yes, he was. No, he wasn't.
Was she working in the ins tute last year? Yes, she was. No, she wasn’t.
Was the motor in a good condi on last week? Yes, it was. No, it wasn’t.
Did you use the wrench yesterday? Yes, | did. No, | didn’t.
Did we bring those tools last week? Yes, we did. No, we didn’t.
Did they gauge the object with micrometer? Yes, they did. No, they didn’t.
Did he meet the site engineer last evening? Yes, he did. No, he didn’t.
Did she connect the wires yesterday? Yes, she did. No, she didn’t.
Did it work properly yesterday? Yes, it did. No, it didn’t.
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c. Ques ons (asking for help/clarifying doubts) Responses
Posi ve (yes) Nega ve (no)
Will you give the pipe connec on tomorrow? Yes, | will. No, | won't.
Can she hold the ladder? Yes, she can. No, she can’t.
Will you help her measure the object? Yes, | will. No, | won't.
Should we operate the machine? Yes, we should. No, we shouldn’t.
Will he cut all the wires? Yes, he will. No, he won't.
d. Ques ons that come with a choice Responses (words)
Are you a fi er or a plumber? Fitter
Would you like coffee or tea? Tea
Are they coming on the 5th or the 6th June? 5th
Is the mee ng today or tomorrow? Today
Do you want a hammer or a screw? Screw only
Is the training over or not? Not over/not yet
e. Ques ons that are open/direct Responses (phrases)
What is he doing? talking on the phone
Who is he? Anil, the mechanic
Where were you? in the lab
Why are you late? train was late
When is the lunch break? 12.30to 1.00 p.m.
How should the engine be stopped? press the red bu on
When did he reach the head office? this morning
How long will you work? for six hours
How much money will it cost? ten thousand rupees
1. greg 9fer 3R gg=nfaw f& ar Question ‘Q’ &, Response ‘R’ 3CT8I0T WY,
a. Are you a trainee? Q
b. Am | late?
c. I'm fine.
d. Is he a draughtsman?
e. Will you?
f. No, I’'m not.
g. Is it raining?
h. Are they ok?
i. We are ok.
j. Good morning!
k. Certainly.
2. 39 UST H dhad response g, positive & 3T @gr @1 s @@, negative response & Ied &
feg & 3ifha &Y |
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Responses

/X

Yes, he is.

No, we are not.

Not possible.

She hasn’t come.

| won't.

You can.

| don’t know.

Yes, | am.

No, he is not a fi er.

Never.

Good!

None.

Of course.

Sure.

She hasn’t.

3. %=1 Questions &r 39ged response ﬂoi?—lﬂ

2
°

Ques ons

Yes

No

Is the class interes ng?

Did you read the concept?

Do you like the training?

Are the ac vi es useful?

Are you learning to ask ques ons?

Can you respond confidently?

Are you familiar with all the responses?

Will you complete all the ac  vi es?

O |0 [IN|[O|U | |WIN |-

Are the ac vi es easy?

[EEN
o

Have you finished reading all the ques ons?

3. Yes a7 No T 3ugeFd YT Y 3T} EIfoTT

Are you safe?

Yes, | am.

Are you an engineer?

Can you check the fuse?

Do you know how to use a Vernier Caliper?

Can you measure the height of an object?

Does your friend know swimming?

Did you read the newspaper?

Can you ride bikes?

Did you pay the examina on fee?

Will you attend the training in your ins tute?

Have you finished reading all the ques ons?
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« Response & 4ieT 3R T & 3uged question word faf@T Question words & - what, when, who,
where, why, how, 3GTgX0T Yehl THST

Responses Question

a. I'm fine. How are you?

b. John ______isthe plumber?

c. Tomorrow _____isthe training?

d. Hyderabad __isthe training?

e. Five ________many spanners do you need?

f. Tools __ doyouwant?

g. To ghten the nuts __ doyou want the cutting plier now?

e question &I HEl response ¥ fAAET, 3GEI0T & FHST

A.Q R

a. How do you go to your ITI? Bus broke down. @

b. What colour is the car? It’s on the first floor. D

c. How was the programme? In 2021. D

d. Why are you late? By walk. D

e. When will you pass the ITI exam? Excellent! D

f. Where is the lab? Blue. D
B.Q R
a. Who is he? It wasn’t over. D
b. Was the job over or not? No, never. D
c. Have you ever taken leave? Not sure. O
d. How many wrote the test? Heis afier. D
e. Are you sure about the examina  on dates? Mumbai. D
f. Where were you born? None. O

xi [T & MUR W question FT T response Tl -

1T KEEPS MAKING THAT FUMNY “SOOD.
YOU KNOW. ., LIKE WHEN YOU PUT A PAIR OF
TEANIS SHOES INTHE CLOTHES DRYER ¥
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3. Rerd TU= N T 39 AT & Y 3T ST HT AT Y -

A
B
A
B:
A:
A
B
A
B

Who is talking in the picture?

(the lady/the mechanic).

Is the lady complaining about the car?

(yes/no).

What is the mechanic doing in the picture?

(talking/listening).

Is the mechanic responding to the lady?

(yes/no).

Is there a conversa on between them?

(yes/no).

T & TR 9 question FT HET response oG -

Ques ons

Responses

Is he a plumber?

What tool is he holding?

Does he fix pipes with this tool?

What does he do?

Can you do his work?

Ques ons

Responses

Can you see the electrician?

What tool is he holding?

Is he busy?

Does he check electric supply?

Is the bulb on or off?

Ques ons

Responses

Who is he?

What tool is he

holding?

Can you see his

face?

How many cylinders are there?

Have you done any welding work?

Ques ons

Do you know a good

Responses

mechanic?

What is the man doing?

Is he happy or upset?

What is wrong with the car?

Can you repair cars?

Do you know a good mechanic?

: Hi! How are you?
:I'm

. How about you?

: Is it raining?

Then, take the umbrella.

: Do you want to read the manual?

: Do you have the lunch break?
: Yes, it is from

to

A: fix the pipe?
B: Yes, | can.

A: is your ITI?

B: My Tl is near the park.

A: When does your class start? Q
B: . ] l .

)
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KWLTTE H QT 1w 'Ha o=ar @@r 92 &7 397 fod|

* Questions & I § - WW,QW #T [AGRUT AT F FAGE AT

* Response & question FT 3T BT gl

* Response o1|o-|dn|J:\|, T d Hcq ST H Heldh ?IHT %’I ResponseBTw JIAT - ST A & aflé' o a1
FT F Fohel gl

©

ﬁé’ T 5-6 Garer ﬂ?f IR 37 3 AT & q“ﬁl 3197 question 3R 3197 fAF response @Tell TAT H |

ow old are you?

How eold ore you?
ere do you live?

What is your name? o ~
% How do yau éa
to work?

> ?‘
How do you go
\i to work? l Rt
h

! é e car is this? o N
~ .
Whose cor is this?
) -§) 2 =

It’s my

Ques ons Responses

https://www.youtube.com/watch?v=t4yWEtOOSpg
https://eslvideo.com/quiz.php?id=28363
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17. GE & ATY STAPRT HIST el

(Sharing Information with others)

SH 916 & A H A [T 36828 U e
* SARRT Sl H IUANT ATl FS Ad A (ATFTRAT) FT SAeiar
* SIThRT AT 3R ot Fr fehar &1 3131 hiar

* SASRY <ol & fIT Iuged ey $ifTar 1 Tger Hr

O

Sharing information (ST dicaT) faffie Teesf 7 g7 3R ™ CRIN ¥ SRR ded &1 39 dF &
%E_ggmaim—nhﬁﬁ(amrreﬁ)Wa@mwmﬁ!m-m,ﬁéﬂ,mm-%wﬁ

g ghdl gl

ﬁwm/mmﬁ{v

ﬁwmmﬁﬁév

3T H = A ?

a.

Making request

Sharing informa on

Making enquiry

Giving opinion

Short responses / comments

Please repeat.
Please listen.
Once more
please.

Tell me.
Please share.
Please explain.

Tell me about ...

Check whether...

It is about ...
Itison ..
Itisat ...
It is about ...

Canyou...?
Will you ...?
Would you ...?
Is it?

When is it?
What is it?
Who is it?
How to do it?
What if ...?
Why not?
Really?
Where is it from?

| hope ...

| believe ...

| think ...

I’'m sure that ...
It is because
of ...

(reason)
That’s why ...
(reason)

It’s simple.

It’s clear.

It’s useful.

It’s great!

It’s wonderful!
It’s nice.

It’s interes ng.
It’s right/wrong.
Oh, | see.

Fine.

Good.

Well, ...
Possibly.
Probably.
Maybe.

| got it.

| know.

Sure.

| understand.
Thanks for sharing.
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7. Can you tell me ...?

8. Could you tll me ...?

9. I'd like to know ...?

10. Do you know ...

11. Do you have any idea ...?
12. Could anyone tell me ...?
(use this phrase when asking
a group of people)

6. Would you happen to
know ...?

7. 1 don’t suppose you
(would) know ...?

6. Do you happen to know ...?
7. Could you find out ...?

8. Could you give me some
idea of...?

9. I'minterestedin ...

10. I'm looking for ...?

11. Have you got an idea of ...?
12. Don’t suppose you

(would) know ...?

e | wonder if you could tell me
W?

e | wonder if someone could

8. 1 was wondering ...? tell me ...?
9. I’'m calling to find out ...
(use this phrase on the
telephone)
b. Conversa ons/dialogues sharing informa on
Sam Ram
Hi! Hi!
What are you looking at? Adver sement? No, an infographic.
What is it? It is a visual presenta on of informa on.
Oh! | see. It is usually in the form of a graph, image or

chart like this. Have a look at it.

It’s nice! It looks colourful!

Also, see that it has less words.

Yes, less words and more images. It’s
interes ng!

It’s informa ve too. | can see five ps for a
healthy life.

Well, it shows how to manage me. | believe it
is an important p.

Yes, but I'm not good at that. That’s why, | feel
stressed some mes.

Oh! You must learn to manage me.

Yes, | will.

Thanks for sharing.

You’re welcome.

moving @
>4

&

@ ”
Manag

your me

0"”‘{)

2 ¥4

Step
S
» x away

Talk through
your problems

Qv

uild
ealthy
abits
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Thanu

Hi! | received an email from our site engineer.

Is it?

Yes. Did you receive any mail?

No, | didn’t! What is it about?

It is about the safety of workers in the factory.

Well, please forward it to me.

Sure. I'll do.

Thanks.

1. & eI&Edl & &g &1 a9 Hr ufer IR te AT & @Y sHST FAOT ‘role play’ FRT -

Hi Ajay! Hi Rani!
Hope you are preparing for the semester exam. |Yes, | am.
Can you please lend me your trade theory book |Why not?

for a day?

Thanks!

What about your book?

| think I lost it.

Oh!

I’ll photocopy your book and return it soon.

| don’t think it is necessary.

What do you mean, Ajay?

| mean, you can download it from our official
website.

Really?

Yes, Rani.

Just tell me how to do it.

Well, go to the directorate general of training
website, that is, dgt.gov.in.

Ok. You will find “useful links” on the home page.
Click on it.

Fine. A list of links will appear. Click on “Bharat Skills.”

Ok, then ... Click on CTS icon and choose your course for

course materials.

Oh, | see! It sounds easy!

Yes. You can download the eBook in your
smartphone itself.

Wow! It will be very useful for me to prepare for
the exam.

Yes, and it’ll save some paper and money too!

Oh, yes! | don’t have to photocopy it!

You got it!

But | don’t have a smartphone or any device to
read it online or download it!

Don’t worry. I'll lend my book then. | shall read
it in my smartphone.

Thanks, Ajay!

It’s alright. Prepare well for the examina on.

Sure, | will. All the best, Ajay!

All the best, Rani!

Bye.

Bye. See you tomorrow.
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2. g T W -

Eswar

Kevin

Are you staying in the hostel?

| hope the food in the hostel is good?

Yes, but | like to cook my food.

Really? You know cooking! Yes, and I'm good at it.

Oh great! What else do know? | know and too.

Good! Now, tell me what you and what you
are at?

| know swimming and I’'m good at pain ng and

Excellent! That’s why you have joined this trade!

Yes, | like very much. | can create things!

Wonderful Eswar. After finishing our course, we
should apply for appren ceship training.

Definitely. Any idea about how to apply.

Yes. Go to home page of DGT official website.

That’s www.dget.nic.in. Am | right? Yes. !
Ok then, ... Click on
Thanks, Kevin, for sharing the informa on. My pleasure.

All the best! All the best, Eswar!
3. 3O 3MEES § 3 e Rebd T A o -

Is your ITl situated in Karnataka? No, Itisin

How long is it from the central railway sta on? Itis kmes.

Oh! It is too far from the railway sta on.

Yes, but transport is available.

| heard there are more than trainees in
your ITL.

Yes, we have different trades.

| hope there are many trades available in your
ITI.

, trades such as Fitter, electrician,

Fine. Which trade are you in?

When did you join this ITI?

Oh, then you will be comple ng this course in
two years.

| hope your ITl has a campus placement drive.
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Your Friend

You

Hil

Hi, look at the

Yes, | saw it. It is about the
work going on there.

Is it? | think it has warning signals.

Yes, there are three signs.

No,
have a look at it now.

signs. You

Oh yes! | was wrong! It’s four. What
are they?

The yellow one is a danger sign. The
two ones warn us about

&

And the blue one?

. It tells that they
report to recep on.

It is for

A\
&
=
&b

Please repeat.

You want me to . Ok. The
one is for visitors. It tells
them to report to

So, does it mean we should not go to
the site directly?

Yes, you're

o FHUF & HUR T Y o< &0 T ST I G AT & -

About 90 per cent of employment opportunities
require vocational skills. Only 20 per cent of our
graduates get employed. The rest are unable to

get suitable employment due to the lack of

employable skills.

- Nayana Mallapurkar, Program Head,
TISS School of Vocational Education

Danger
construc on work
in progress

on site
All visitors

You

Your Friend

Hi

I Look at this message.

| have seen it already.

me what it is about?

| don’t get this message. Can you tell

It is about the

of

skills in our graduates.

‘Lack’ means?

means ‘no’ or ‘absence’.

You mean our
skills.

don’t have

Yes. The message means that.

for employability?

Ok, I got it. Then, what can be done

More skill-based training can be given.
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. ,}" .
2) (&
anz‘& =4 L \ _
VAW - - ‘._' .J’&W ’5 h
I.f mm‘p . ‘03’ '-ORCED .‘_‘.
TOWARD AWAY FROM
WRENCH WRENCH, \
sobry STRAINING IT
’ = ' ““
-
/ /‘35
-
RIGHT 2

ALWAYS TURN AN AOJUSTABLE
WRENCH TOWARD THE MOVAELE vAW

Your Friend You
Hi! How was the class today? Fine. | learned the applica on of tools today.
What tools? Well, tools like Vernier Caliper, micrometer,

wrench, hammer, and so on.

Are Vernier Calipers and micrometer tools? | think | Are they? What's the difference?
they are instruments!

Instruments in our workshop are used to measure | Yes, like and
something.

You are right. Did you measure anything today?

Fine. Can you guess the difference between Yes, tools are simpler than instruments.
and tools now?

Good. They are used to move or repair something.
Now, tell me about the tools that you used at the Hammer, axe, and

workshop.

Well, any new tool today? Yes, | learned to use a wrench.

Is wrench a spanner? .tisa

| have never used a wrench. Tell me how to turnit. | Oh, sure. Always

Ok. Never turn

Why? If you turn the jaw from the wrench, it
will strain the wrench.

Oh, ok. Hope you got the point.

Yes. Now, | understand. Thanks for sharing. | thank you too for
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GOVERNMENT INDUSTRIAL TRAINNING

INSTITUTE (ITI1)
Himachal Pradesh

CRAFTS WORKSHOP
on
Surface Ornamental (Embroidery)

Techniques

for
SEWING TECHNOLOGY TRADE

STUDENTS
on

05.09.2019

at 9.00 a.m in Main auditotrium

Register on or before 03.09.2019. For
details contact ganesh@gmail.com

7. AT STy 1 9¢ 3R A, B & ¢ & €T ¥ arar A Rad TAH X, 3T aiar & 39e Al & arer

You Friend 1 Friend 2
Hi all! I've got some news for you. What ? What ?
It's about the workshop We had it year too. (last/ |Did we?
for our trade trainees. this)

Yes, we had, but this meitisona
(same/different) topic.

Please tell me the topic of the
workshop.

Is it on Weaving?

No, It’s So. We will be given training on Well.
embroidery
Yes. Date and me please. And the venue?
It’s on at Ok. Fine. Any other details?
You should on or before Canyou____ this message through |Please do. It would be useful.
, and for further WhatsApp?
contact
, I'll do. Thanks ! Thanks !

You’re welcome.

o 21 §S SRRl & MUR W JThT ST O HAT § -

JOB MELA

For ITI passed trainees

All trades
on
21.08.2019
at 10.00 a.m
in

Government ITI Guindy, Chennai
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You Friend 1 Friend 2
Hi friends! There is a ? Really?
Yes, it is on ? Oh, in our campus!
Yes, At what me? Fine.
It's at Ok. Are you all attending?
Yes, No, Why ?
Tell us why? I’'m going to Bangalore to attend an | Oh, Ok.
interview.
All the best! Thanks friends! All the best for you | All the best!
too!

KWLTTE H QT v ' oam @@r 92 &1 397 fod|

©

g WA, SAGHTRAS g YaI$ & TG & o9l & @Y SR dica giar &
* ST & & T Fo faRkise e & &1 39T g gl
* RMel communication (FAR) & ﬁlﬁ,ﬂ'{ﬁ?{ AT F T 30T HEOTS &

©

1.%%@@%%?@?%%3&@@,63@3@&#aframﬁﬁ—aﬁa:mamsﬁﬁaﬁ

WEB Hois ng
HINDUSTAN COPPER LIMITED -
Indian Copper Complex, Ghatsila
Ref: - HCL/ICC/HR/R&E/TA/2018 Date: 14/08/2018
Applicatons invited for Trade Appren ceship (Training)
Item Descrip on
1 |Name of the post Trade Appren ce
2 |No. of post : |52 (fi  ytwo)
1 Fi er (ex ITI) -20
2. Electrician” -18
3. Welder (G&E)” -03
4. Machinist” -01
5. Turner” -02
6. Crane Operator” - 08
Total - 52
3 | Place of pos ng : | Moubhandar Works
4 |Type of Employment (i.e. : | Training (only for one Year)
Engagement)
5 |Method of Recruitment : | Written Test
6 |Training : | One year (As per Govt. Guidelines)
S pend Money (at present)
Rs. 6008/- (Those who have completed two
Years course of ITL)
e, |Eligibility
Qualifica ons : | High School or equivalent + ITI with 60% Marks in
respec ve Trade (for SC/ST/OBC/PWD-50% Marks).
The ITI passout should be not before the year 2015 |

k. Visit Bharat Skills at https://bharatskills.gov.in and share the informa on available related to your field
with your friends.

https://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-

001&hspart=trp&p=sharing+informa on+ESL+videos#id=5&vid=461c56981884ab4c25844452e10 4addf&ac

on=click
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. Saran: “I'd like to

a. point...do

. Helen: “It’s

a. nice...pleasure

.Jamal: “I’'m going home now. See you

a. tomorrow...ok

18.9c H WY (Recall)

you to Mary. Mary this is Helen.” Helen: “How do you ”

b. introduces...do c. show...go d. give...be

”

to meet you.” Mary: “It’s my

c. great...pleasure d. All of the answers are correct

. Paul: “

c. soon...sounds good! d. All of the answers are correct

b. good...pleasure

17

b. later...ok

. Rani: “Hey Mala. What's ?” Mala: “Not much. I'm watching TV.”
a.on...trying b. home...sitting c. going...not d. up...just
. Hey there, Jai, What’s ?
a. going on b. in the way c.on d. Hi, how’s life?
. Hey, come and join us. To whom will you say this?
a. Teacher b. Friend c. Parent d. Superior

. Hello, this is Janaki from Nagpur. This sentence can be used for

. Can | please finish the job tomorrow, Sir? To whom will you say this?

. Hello Ms. Anita. How are you today? To whom will you say this?

10.

11.

12.

13.

14.

15.

16.

17.

a. apologising b. welcoming c. thanking d. introducing

a. Father b. Friend c. Parent d. Supervisor

a. Teacher b. Colleague c. Postman d. Classmate

It was a pleasure seeing you. This statement is a

a. formal welcome b. informal welcome  c. formal depar ng d. informal depar ng

What will be the best response to the ques on ‘Are you coming to the picnic tomorrow?

a. Yes b. I wrote it well. c. It was good. d. Great

When are you going to London, then?

a. Yes b. On Tuesday c. No d. Maybe

Will you be doing some shopping?

a. Last week b. Congratula ons c. | certainly will. d. Yes, I'd submi ed.
Has Malliga called us for the party?

a. She will go. b. Yes, she has. c. | will certainly. d. On Monday

Was Ajay crying?

a. No, he wasn’t. b. Yes, they were. c. lleit. d. Congratula ons

18.

19.

Can we leave early?

a. We'll go tomorrow. b. Yes, you can. c. He’s okay now. d. I met him.

Should | be doing this differently?

a. Please don’t sit. b. Yes, you should. c. He's not here. d. Thank you

The date is wrong on the letter.

a. | wrote it. b. Oh, yes, it is. c. | told the teacher. d. I did not inform him.
So we have to be here by eight o’clock, not nine o’clock.

a. Who's that? b. Okay, fine. c. Yes, yesterday. d. I met him.
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20. I've had a headache all day.
a. Poor you! | hate headaches. b. That’s fantas c. c. Congratula ons d. Thank you

21. The statement ‘Can you please take me to the lathe?’ can be used for

a. making request b. sharing informa on c. none d. giving opinion
22. The statement ‘Do you know about the seminar?’ can be used for

a. none b. sharing informa on  ¢. making enquiry d. giving opinion
23. The statement ‘I think this job is very easy’ can be used for

a. making request b. none ¢. making enquiry d. giving opinion
24. The statement ‘Is this the way to the library?’ can be used for

a. none b. sharing informa on  c. making enquiry d. giving opinion
25. The statement ‘I feel we need to help him’ can be used for

a. making request b. none ¢. making enquiry d. giving opinion
26. The statement ‘Are you going to the workshop?’ can be used for

a. making request b. none ¢. making enquiry d. giving opinion
27. The statement ‘Please help me finish this’ can be used for

a. making request b. none ¢. making enquiry d. giving opinion
28. The statement ‘May | know your mobile number please?’ can be used for

a. making request b. none ¢. making enquiry d. giving opinion
29. The statement ‘This is the schedule for tomorrow’s conference’ can be used for

a. making request b. sharing informa on c. none d. giving opinion

30. The statement ‘I feel you shouldn’t have spoken so harshly’ can be used for
a. making request b. none ¢. making enquiry d. giving opinion
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(Formal and Informal Communication)

$H UG & 3 H §H e 36T U |

* ST & communication & &7 37 gIdT §
 communication & T YR ald &

* communication & T 3ugeFa HIT-HIAAT T 313718 HT|

O

Communication — & SIfFdAT & &I FATASRRT FHT ETHA-TET ?-'I Teh gfFd sender (SEI\_:IﬁH'IFlT) giar %,a
W@Wreceiver(mm)mgl WWWWW@WWW%}WW
communication & B AT &l J§ §1d &7 @y, ey, RET & a1 Gohar | §TT-9T19 & $g Tohd gl
Communication &T 39geFd ATEYH, 395 e O AURT gar g1

a’-fwmam/mar—ﬁé? ﬁwmm/am—ﬁé? T H F=ar A@r?

Telling:

Communica on:,
Communication:

® o 2

E.) ~

MESSAGe
&

FEEpBACY

Sender Reciever
Sencer Reciover

Www.Bui;iness—OnIine—Learning.com
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Communication & 3¢ g Aol & AN, $8h al JhR 8Id .

a. 3igaiR& communication WIherTel ABH H 3FEX g 58 Aol FT &7 TAT ad &l AQH / Fbfas
| Faf@d - =7 g3l Rt & g7 39=TRe communication T bt B

b. 3T=TRe communication YThrAol Siidel & 8T gH 3I9dINe communication & dhd &
Verbal = Wri en/Oral

Hi Jenny! | am going out for shopping this
weekend.

Talking to your friends,
family or work colleagues on
the phone about personal
ma ers.

Talking around the dinner Don't spill the food, Priyal

table with family/friends.

seemal23@yahoo.com
Subject

Sending a friendly email to
friends or colleagues.

Dear Seema,

Hope this mail finds you in the best of your health.

| had a wonderful me at your home in Kerala last week.

| wanted to thank you for showing me around. Thanks to your
mother for cooking yummy food for me. This was the best
vacation i have over had:-)

Please do plan to visit us in Hyderabad next vacation. Would be
glad to return the favour.

Keep in touch.

Regards to uncle and aunty.

Love
Raji

EmEA o -

Chatting casually with
people.

This coffee is too good.

Waving to friends as you
walk by them.

Bye! See you tomorrow.

Pa ngsomeone on the back That was a good presenta on, Mr. Vikram.
to show that you support

them.

Sending wishes/ A My best wishes for your future endeavours!
congratula ng on
achievements.
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Non-verbal

Facial Expression,
Body Language,
Gestures

ANGER  DISGUST

SADNESS

FEAR

I =
k?

SURPRISE

Hello

Iakdy

Calm down

T

God, please ..

T 1w fawedt @1 9¢ 3R fAf@d 3Nu=R&® communication & T sugEd / W RAEed &1 a9

Answer

Addressing your boss in an email.
Dear Manickam

Hey, Manickam

Dear Sir

Introducing oneself
. This is with regard to ...
. This is with reference to ...
. l want to tell you that ...

Closing the letter/email
. Lots of love
. Warm regards
. Many thanks

OB WNEL M| O™

Thanking someone.

Thanks a million for that.
Many thanks for that.

Thank you very much for that.

~ — —

Saying sorry for your
mistake. i. I'm sorry about that.
ii. | wish to apologize for that.
i | sincerely apologize for that.

d.ﬁmﬁmamﬁwwﬁm-

Verbal Communica on Formal

Informal

What's up?

Thank you, sir!

With reference to your email, ...

| wish to bring to your kind no ce ...

Listen, | wanted to tell you something.

You are requested to complete the
given assignment by Monday.

No problem.

| look forward to ...

Guess what?

Let me congratulate you on ...
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Look at the following non-verbal methods of informal communica on.

Ways of talking
(e.g. pauses,
stress on

R —

Closeness s
&
(e.g. ‘Invading o ( E )
\someone’s siouching
space’) Non-verbal
= -~ communicaon —— .
/Body language

B.ody contact Appearance
(e.g Shaking (e.g. un diness)

“ Facial ~ Head
expression movements
(e.g. frown) /EVé (e.g. nodding)

movements

\@. winking)

Gesture is non-verbal communica on in which visible body ac ons communicate a par
cular message. Gestures include movement of the hands, face or other parts of the body.

;o"y Yes, we are guilty
a a
Oy
. Heahhh

Facial Expressions

The human face is extremely expressive, able to

express countless emo ons without saying a Poor Posture  Good Posture  Poor Posture
word. And unlike some forms of non-verbal Forward! : Forward
communica on, facial expressions are universal. head head ounded
The facial expressions for happiness, sadness, ¥ choulders
anger, surprise, fear and disgust are the same ) Balance Weak
across cultures. Fla upright bdominal
Sway
back posture back musdes

_
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PN worried P 8 Thinking
®
= Happy Crying
4
— :\ i®1
S \L A‘
— slee e unwell
RN Py (5 o)
e I
~ &’
( A Angry I_,,-f = Confused
| APy
)
Scared BB sleepy
6 hf&j\.‘l
p— Wink s exhausted
4 zZ( { 2Z
YU - w W
k‘/ L

3. fEt & ¢@ 3R 3Nuaies T 3AgaRe & Aol & 3o, Aol &1 A1 @l T # O -
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4. Ig U IR @d &7 3cgRT &1 araaily & 9¢

Phrases for Wri ng a Formal Letter

Dear Sir/Madam, Dear Mr/Mrs (surname)
. Beginnings
With reference to our telephone conversa on yesterday (about)
Thank you for your email regarding
| am wri ng on behalf of
| am wri ng to draw your attention to
r Making a request
| would appreciate if you could
| would be most grateful if you would
Would you be so kind and
| was wondering if you could
£ Apologising
We apologise for any inconvenience caused
Please accept our sincere apologies
—w-= Complaining
| am wri ng to express my dissa sfac on with
| find it most unsa sfactory that
I’d like to complain about
. Endings
I look forward to hearing from you
If you require any further informa on, please don’t hesitate to contact me
Please feel free to contact me if you have further ques ons
.= Signing off
Yours sincerely (Dear + name)
Yours faithfully (Dear Sir/Madam)

5. 39S dradNIt @ YAl - BHEL & apprenticeship & T apply Y

From

To

Dear Sir/Madam,

KwLaE # U v '#dF o= dr@r 92T &1 397 |

* communication FIf @ IT Jehide af edT &

* communication & 3¢ fAuRa &ar & & 39 3ivaie g« @few ar &@r

* 3oenRes communication & F& fzH 1 e3iTaRer communication & #Ig w3 f@gH =gl & - T§
TGS ®T T BT ¢

©

U real N Gl SN [Seg g IHITaeh ST-Hd # SEIHAT A 8, e JHquiRes a1 & w7gh
F Tohd |
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(Speak and Share Information about Workplace)

3H 916 & 3Hd A A et 3ceey QU Hn

« el & S el H TR

o At 3R FRITAS 'workplace / office' & TUTT T I HLar
OWorkaaceﬁ@ﬁwmaﬁﬁﬂmm

O

Workplaceﬂyﬁ%a’faﬂﬁaﬁmmmgl Workplaceﬁ@éﬁaﬁéﬂaﬁém@m
@I 39 AR AT GORATSoR & ST AT gict ¢ FH3f-awel g7 argehl o1 8 Ig SIAehily =1 giehr g
Workplace 9T TIsedT g fda&5dT & Siefell 39T gl

a‘-fwam/m‘cﬁﬁ? ﬁwmm/zrm?ﬁq”? 3T H = A

" * r" i s
wgrk( mplx;:(w
r=s thuette crl

Alt'-ubo' e — i‘

work lace
p Q)

e1rupt bohaveor -

| ’fcoworkcrs :

S e GACUSMON  ©

l.—:'

l

Work E
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SILNo. [A B C
Job Descrip on Who? Where?
a. Install, maintain, and repair electrical wiring, equipment,
and fixtures. May install or service street lights, intercom | Fitter Electrical unit/
systems, or electrical control systems. \ /‘workshop
b. Format typescript and graphic elements using computer \‘ /
software to produce publica on-ready material.
Operate desktop publishing software and equipment to Electrician Machine workshop

design layout.

C. Cut or drill holes in walls or floors to accommodate the
passage of pipes. Measure, cut, thread and assemble Customer
new pipe, placing the assembled pipe in hangers or other | Representa ve | Buildings/plumbing
supports. unit

i Workers align parts, use jack, turnbuckles, wedges, dri
pins, pry bars, hammer, move parts into posi on, manually | Desktop

or using crane. Publisher Front Office

e. Interact with customers in order to provide informa on
about products and services, to take orders or cancel
accounts, or to obtain details of complaints. Understand | Plumber DTP Centre
people with different cultural backgrounds.

2. 370 faavor 1 Agg & et Sl QU W -

You You friend

Which job do you think is difficult? Please wait. Let me read the job descrip ons given.

OK | think the job of a plumber is difficult.

Why Plumber! A plumber has to

He has helpers to work with him. Right, but if anything goes wrong, it is not easy to find

the fault and the job have to start all over again.
Yes. A plumber needs good skills and some pa ence too! | Certainly! Now tell me which job you think is

| will say the job of . | Is a Customer Representa ve job that difficult?

Tell me how.

A Customer Representa ve has to

He has to listen carefully and understand Yes, one has to be customer friendly. A customer
may speak different , and may come from
places
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You You friend
Which job do you think is difficult? | think the job of a plumber is difficult.
Why ! A has to
Yes. A needs good skills Certainly! Now tell me which job you think is

| will say the job of

A has to

4, 3H ST &7 39 AT & Ty 7T N -

You

Your friend

What do you do?

I am a desktop publisher at ABC software solu ons.

Where is your office located?

It is at Kumaran Nagar, Chennai. It is on the third floorin a
building.

How do you commute to your workplace?

| go by train.

Tell me about the nature of your job.

| enter data and process informa on using computers.

Fine. How do you process informa on?

| compile, codify, categorize, and verify informa on or data.

What else do you do?

| also proof-read documents and correct the errors.

How do you interact with your customers?

We connect with our customers through email or phone. My
office is customer-friendly. We also meet them in person.

Oh, I see. Do you do graphic designing and
edi ng?

Of course. We edit graphics using pixel or bitmap edi ng.

Can you give me your office contact
informa on?

Yes. Here it is.

Thanks!

It’s my pleasure.
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5. R Tamet ¥ 7 T @ 39a AT & T1Y 39 SIANET &Y el &7 37T L -

You Your friend

What do you do? lam a at

Where is your office located? Itis at

How do you commute to your workplace?

Tell me about the nature of your job. I

Fine. How do you ? I

What else do you do? I

How do you interact with your customers? | contact my customers through

Oh, | see. Can you Of course.
?

Can you give me your office contact informa on?

Thanks!

6. T & U 1w 3ifha & I A SeTRY Jerv g T & ReFd T H $RAT STIAET HT QA H -

e Priniersplacedan flo
instead of on table '

N A *)
§ ¥ PPerson cgrryin h
‘ too much at once| ’
9, — E ’ Overloading e
. trolley to
=

Work sta on
‘ ergonomicsl
(layout of dest)

My Workplace

How many hazards do you find?
How many hazards do you find?

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur




Supervisor

Worker

| have received complaints about our workplace
safety. Please check them immediately and share
the details with me.

Madam, | have already checked our office.

0Ok, tell me about it.

There are many hazards like

What about the workers in the office?

Some have poor work habits which may affect
their health. An awareness programme on
occupa onal hazards can be conducted.

Any other ?

There is no fire alarm in the office.

Oh! will be installed soon.

Thanks ....

7. \Fd T M T S FT 37T W -

Customer Customer Representa ve

Hello! Hello! This is AB Car customer service.

lam I'm , how can | help you sir?

| want to know whethermy __ is ready for use. Give me your car details please.

It's a PB 7767. Just a minute sir. Let me check.

Ok. It's for delivery.

Fine. Can | collect it by 7 p.m today? sir. Our office by 6 p.m. If you

confirm the address, we will deliver it ourselves
before 6.

That’s fine. Please deliver it to my address. Sure

What is your work mings? We provide service from a.m. to p.m.
only sir.

Ok. Thanks.
Goodbye sir.
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Hi Hi , How are you?
Fine, ? Fine. What do you do?
| work in a clothing company. Oh fine! Tell me about your workplace.
Well. It’s a small-scale company with 50 people Ok. What are you there?
working in it. There is a godown attached to it.
| work as . Fine.
| do Is it an ISO cer fied company?
Yes, How many hours do you work?
| work for Fine.

10.F51 1 Aeg 3o iR # vy At H TR 39w AT A )

Day care centre __ Cafeteria e

d
S

o TR YR ETY T f
t o) muml Pagy )
AT B

You Your Friend
Where do you work? | work in
Tell me about your office. Itis

Fine. What are the facili es available?

That’s good. We also have

That’s fine. | wish to work in such a place. If you are interested, you can apply for the post of AC
Mechanic as there is a vacancy.

Yes, | would like to. You can send your to the HR.

Can you it please?

KwLaTE # T av A = dr@r 92 &1 397 ol |

©

* U HEHHAT T HdoR T a1 A & v, g 39 3T / workplace ¥ STHABRY gl ARTI
* Workplace # EWHoldl I & fIT g3 319l ST-hd & 3ugercd Asal/JTarRehar T JANT HAT ARV
o NPT & AT F 3T s F v, g7 a7 cgagr F&r @fged

©

Listen to the video and explore different ideas about workplace experience.
https://www.khanacademy.org/college-careers-more/career-content/manage-people-and-processes/business-office-
manager/v/jay-business-office-manager-how-i-got-my-job-and-where-im-going
https://www.youtube.com/watch?v=0ayCm263kIM
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(Discussions on Current Happenings)

®

SH UG & 37d H A et 3682T U

* 391 IR g TfSc AT AT cqFd HLar

* e el o faaRt & gAY HATT SIdlet &l AT Fhial
o TAT H HWET & Holl HI S|

O

Discussion (arafl) & gaRT sgd & oo, fheh U #eg W o1 X g Discussion I dheral & forw
s § fha off ST 3mue faaR @ Tffe ior & qEdl @ AeT X 30 &H dder fF e yeR,
gH 39 [9UR Tose 9 e §T T Fod Y Thd ol

a’-fwmam/mar—ﬁé? ﬁwmm/am—ﬁé? T H =T A@r?

a. TAT H AT gl el 3TH FHgad / HUT

Ini a ng Discussion Asking for Opinion/Explana on/Clarifica on Ending Discussion
Let’s talk about ... Canyoutell me..? Let’s conclude ...
Let’s discuss ... What do you think about/of ...? Let’s finish ...
Shall we discuss ...? What’s your opinion about ...? In conclusion ...
Did you read/hear about ...? Do you think/feel ...? To sum up ...
Let’s begin ... How do you feel about ...? To conclude ...
Let’s start ... May | ask you ...?

Tell me about ...

Please explain/clarify ...

| Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur
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Personal Point of View
e |n my experience ...

e Inmyopinon...

As far as I’'m concerned ...

General Point of View
e |tisthought that ...
e Some people say that ...
e |tis considered ...

e Personally, | think ... o

e |'dsaythat...

e [|'d like to point out that ...

e | believe that...

It is generally accepted that ...

Agreeing with an opinion e Disagreeing with an opinion
e Of course. e Yes, but...
e You’'re absolutely right. e |'m sorry to disagree with you, but ...

e Yes, | agree.

| think so too.

That’s a good point.
Exactly.
That’s true.
Neither do I.
| couldn’t agree more.

b.ﬂﬁwmiﬁvsﬂmhint

That’s not en rely true.
On the contrary ...
I’m not so sure about that.

In a discussion ...

allow others to speak

have posi ve attitude

be polite.

speak clearly and sensibly

2
3
4
5. listen to others carefully
6
7
8

maintain eye contact while speaking

make sure to bring the discussion on track

Ganesh

Peppin

Aiysha

Let’s talk about the career
opportuni es for ITl trainees.

| think there are many.

Is it?

| hope so.

There is very good opportuni es
for ITI trades.

| disagree with you.

There was a man on of 3000
vacancies for ITl trainees in public
sector companies.

There are opportuni es in foreign
countries too.

Really?

It is generally considered that ITI
courses are not compe ve, but it
is not so.

There is a shortage of skilled
cra smen all over the world.

Do you mean there’s a need for
people who fix things and provide
services?

Definitely!

For example, trades like fi ers
have more opportuni es in
interna onal oil and gas factories.

| agree, but many do not know
how to apply for these jobs.
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The placement cell will help usto | Yes, they have e-ups with Oh, | see!

get the right jobs. many na onal and interna onal
companies.

We had a good discussion. To sum up, ITl trainees have better |It’s very informa ve, thank you
opportuni es if they have right friends.
skill sets.

3. 3UYFd 3T e, IETE0T STHT, HHS -
a. When you start a discussion on a topic, what do you say?
i. Let’s discuss i. Let’s finish
b. To express an opinion, you say
i. My opinion is ii. Let’s start
c. How do you ask for clarifica on?
i. That’s true ii. Can you please clarify ...?
d. When you agree with an idea/opinion, you say
i. Yes, | agree. ii. ’'m not sure.
e. When you disagree with an idea/opinion, you say
i. Do you know ...? ii. ’'m sorry, but ...
f. How do you express a personal view?
i. In my experience ... ii. | disagree ...
g. How do you give a general opinion?
i. Tell me about ... ii. Generally, it is considered ...
h. What do you say when you strongly disagree?
i. That can’t be right. ii. I'm not sure.
i. What do you say when you politely disagree?
i. You’re wrong. ii. I'm afraid, | have to disagree.
j. How do you keep the discussion moving?

i. Next, let’s talk about ... ii. To summarize ...

4. Rt @1 3ugEa wfafkar & AdsT, 3EeIeT ST, e -
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What do you see in the first picture? - She maintains a good eye contact. It is an
essen al skill required in discussions.

Don’t you think it’s a nega ve attitude? Definitely! We should avoid such behaviour in
discussions.
What do you see in the second picture? You may lose the track of discussion. You will

not be able to speak sensibly.

How do you say that she’s listening? | think in the first picture, friends walk off
L» [because they are unhappy or have disagreed on
something.
Correct, but if you don't listen ...? The second one is posi ve. The lady listens

carefully to the speaker.

Exactly! What about the next picture? Yes, it will. They should sort out their
differences to have a healthy discussion.

Won’t impolite behaviour affect discussions? The third one looks like an argument. Their
body language seems to be aggressive.

6. MUDRA JIeT & a # &1 91§ STl &1 U¢ 3R SIImT qU &Y, 0 S/eler &1 39+ s & &
37T A -

MUDRA LOAN

7. Mudra loan is provided by the Micro Units Development & Refinance Agency Ltd., under the
Pradhan Mantri MUDRA Yojana scheme.

8. This loan is par cularly for non-farming and non-corporate micro and small enterprises.

9. The enterprises can avail loans up to Rs.10 Lakh under this scheme.

10.The scheme was launched by the Prime Minister in 2015.

A B C

Do you know about MUDRA loan? |Yes, | have heard of it. No, | . Tell
me what it is.

It is a loan provided by It comes under the Who can apply for it?

scheme.

Non-farming and Oh, | see. Fine. How much amount one can

enterprises can apply. get?

Up toRs . Oh, that’s great. This will be helpful for micro and
small

Do you know when it was | think it was in . A good ini a ve.

launched?
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8. 39 STl &l U¢ 3R ST qU &Y, SH ST 1 Yl AT & | 37 Y -

Issues

Hydraulics

Pneuma cs

Power

Hydraulic tools are powerful, because
they use pressurized liquid (oil).

Pneuma c tools cannot deliver the same
power, because they use pressurized air.

Maintenance

Very little maintenance is required, as
the internal parts are always bathed in
oil.

More maintenance is required as it
includes draining moisture from air tanks
and constantly keeping tools oiled.

pneuma c tools.

Noise They are quiet. They are accompanied by loud
compressors.
Temperature It will operate in sub-zero temperatures. |Due to moisture in the air, they can
It will not freeze up. freeze up.
Cost They are about twice the cost of Pneuma ctools are cheaper and easier

to build.

John

Rakesh

| am planning to buy a Pneuma c

water pump for my house. What is your
?

In my opinion, Hydraulic pumps are better
than

How do you say that?

Hydraulics is more powerful because

Yes, but doesn’t it need a tank to store the
liquid/oil?

Of course, but compara vely it has more
advantages.

Oh, | see!

It requires very little

That’s a good point to be considered.

In terms of noise,

That’s good.

Another advantage is that it will operate in _

But | think Hydraulic pumps are very costly.

Yes, they are. But it’s only the ini al cost.
The running cost is very less compared to
Pneuma c pumps.

Really! Now | agree.
. Thanks for the

So, have you changed your mind?

Yes,

It's a better op on.
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5. 3T9eT apprenticeship WA & foIT apply har § 3R 31a 3muerr A7 off sa% T apply T aEar
g, 3T Fcg Y, Rad TATA HY T STIANET Hl I FY -

A B
I’'m interested in applying for .Doyou |l have already
have any idea?
Where do you find the applica on form? Goto website. Click the link
Ok. Can you tell me ? Sure. You nee d to fill:
1. contact details.
2.
3.
4,
5.
Then click Submit to complete the process.
Thanks a lot for

x Ministry of Skill Development And Entreprencurship o °
— _— - p——————— - A1 AL A
L L T T I S [
Contact Details
Mo
e - . | )
Fiw whe
(ontart N Insi D
Quabifhcat oo Detalls
W abrme Quabih sty . Atah Do s mww L
Technical Qualdication (Please fill if applicable)
Nimw o/ lntmate Nonw o (mwwll Unpsmrn by
Nanw of Trade Counre (owrw Sar Do
v lnd Datw
e [
iges
etra me Crard Taserity [ LT - i - o tever
Trade Preference
Wi Ins
| IS o/ bt e 1t Prberrmes & Ot w lons
o et as 2k Prverenes & Gt u lomae
/. bt w Jod Proderenes -
R L P e L L e
Yaser (agheha braage 6 0 4 3 5
Deele stay
1 herobn devt o that Do | wher maatben ihenitiod In oo s cor 001 amnd tre 1n the boot of mn Ao bodpy | iAol b {habie bor oy diocipbinary pumine o e it Cove s of the dotads arv el b0 be nvmrroct
bt Oow

Note: www.appren ceship.gov.in is the official website to apply for the appren ceship training.
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6. 3CATAT & IeaRTSEIT TE W AUl AT & TaT | oA & I SR T T gU arerRit @
T Y -
Overseas Internship

India is one of the youngest na ons in the world with nearly 65% of its popula on in the working age group of 15-64
years and more than 54% of its total popula on below 25 years of age. India needs to equip its workforce with
employable skills and knowledge so that they can contribute to the economic growth of the country. The Ministry
of Skill Development and Entrepreneurship has engaged ac vely with several countries with the purpose of
technology transfer in skill training, training of trainers, se ng up of model and centres of excellence. In this respect,
Technical Intern Training Program (TITP) offers training to the workers for a specific period of 3-5 years in Japan’s
industrial society. It also promotes interna onal collabora on through the transfer of skills, technology and
knowledge among the par cipa ng countries. This will contribute towards human resource development.

Do you know about ?
| think

It is considered that

In my opinion,
TITP offers

It promotes

7.319% AT 3 U AR W H § | 3T Ueh VAT 3UHOT ST § St T e oisA $r plubing
problems &T Ul o9 Tehell §1 & g% ST T U, T 379al AT &1 NSD | T goiiaered def & IR &
e

NSDA invites innova ve ideas/concepts.
Innovators may send proposals.
Appointed commi ee reviews the proposals.

Shortlisted proposals are invited for presenta ons.
Selected ideas are implemented.

Innova on Cell

The Na onal Skill Development Agency (NSDA), invites innova ve ideas, concepts and prac ces on skill
development. A commi ee has been set up to review all such innova ons and to facilitate their applica on on a
wider scale. All the innovators who wish to bring their ideas and prac ces may send their proposals and
presenta on to the Na onal Skill Development Agency via email to innova ons@nsda.net.in. Shortlisted
proposals will be invited to make presenta on before the Commi ee which will meet every month on the third
Wednesday of the month at 11 a.m. in the NSDA office. Selected innova ve prac ces will be facilitated and
propagated for wider applica on. For more details, visit http://www.nsda.gov.in/

13. AT & 9¢ 3R 39« fAE & @ 9=t Y O CAD & 3Wid - 39eh career fd&hed &7 § -

Computer Assisted Design (CAD)

CAD is a process of crea ng a technical diagram with the use of computer so ware. It is an important
technology in the field of dra ing and design. It has the benefits of lower product development costs and a
shortened design cycle. The ability to create diagrams and illustra ons with computer so ware is a useful skill
that can lead to a variety of jobs.
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Electrical dra ers
They create diagrams that lay out wiring setups. These
diagrams are used by professionals who repair and install
electrical equipment and wiring.

Mechanical dra ers
They prepare detailed assembly dra s for use with mechanical
devices and machines. These drawings include methods of
fastening, dimensions and other specifica ons.

Aeronau cal dra ers
They create plans and drawings that detail engineering
specifica ons for use in the manufacturing of airplanes and
missiles.

Architectural dra ers
They draw features of buildings, both structural and architectural,
used in construc on jobs. Diagrams may include materials needed to
complete the job for both commercial and residen al buildings.

Civil dra ers
They create topography and relief maps for use in civil
engineering projects. These projects include bridges, water and
sewage systems, highways and flood control setups.

KwLaTe & fou v da Far di@r ueT &1 391 g

o T @ g frel off < @ St a1l FiFa/gfdaar & e ahd B
o AT & R g7 ST § Golol TR, Stoh § HITeAT AT g FTISC 3 SaAT =g T
* I 3T 3UYFT AFATA HT TAET Y A Tl IS & WA & 3 qG Hehell ¢

©

Visit https://www.youtube.com/watch?v=nAGvLAogmuk. &ierel fasra & NSQF &I Aged o= 3R &4 & 3@
R gaT |
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22. cfordlsT hierel (Telephone Skills)
®

3H 916 & 3 H A et 3ceey QU Hn

* THHIA T ST Fel H 3G JHTeAdTel MHAAT & (Trergiei) ' Sfeiar
* CABIT el & il I ol FHSTT

* COlIhIeT el el T AT L

o

Basics of Telephone Call

IS @ § T BT diel & Nl g TR & Affiesr aRTEUTIAT 3cuest g Farah &

Caller- 9 &aTad St &iel On hold- &leR T 3T o afEd & aa
T § 'waiting' T @I ST & T T IR E, AT 3T Pl
R I &

=

- —~
h. . Z
Receiver- 3t eafdd ar Hang up- ®IT I& &aT Hang up- ®T 3@ =T

g =

ﬁwm/srm‘cﬁé? ﬁwmmﬁrﬁﬁé? T H =T A@r?

a. Parts of the phone

% §.§ The keypad
F o
S I
s v
the (tele) phone The receiver Thedial  §g The key |-
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b. Receiving a call

| answer.

The phone rings. | li the receiver. | hang up the phone.

c. Making a call

> == 3
| pick up the phone. 1dial the phone. |talk.

d. el receive &lel T 37T § - caller & JfAAGT I 3T F6H & 3T I SATeAaT -

| hang up the phone.

Answering the telephone

Pick the phone in three rings.

Greet the caller “hello, Good Morning”.
Speak clearly.

Answer by men oning who you are.
Listen ac vely.

Keep a pen and paper handy.

Taking a call

How can | help you?

May | know where you are calling from?
May | know your name please?

Note down the informa on.

Thank the caller for calling.
Say goodbye.

£
o W
3

e.éﬁﬁﬂﬁﬂ%?ﬁﬂﬂwm-

Phases Step What you should do Example
o 1 Greet the person. Good morning Sir/Madam.
Beginning 2 Introduce yourself. |'am Rahim from ITI, Guindy.
| am trainee in the electrician
3 Say why you are calling. [l am calling to find out if |
Middle ' may corT1e for internship.
4 Discuss what should be |If there is a chance, please
done. let me know. My contact
number is 9999922222,
5 Thank the person. Thank you, Sir/Madam. Have
End a nice day.
6 Say goodbye. Goodbye, Sir/Madam.
Speak politely. Use short sentences. Address the person using “Sir/Madam” in formal situa ons.
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When you have to pass
on a message to someone
immediately, what do you do?

Tell (speak) the message to him/her.

What will you do if the person is
far away?

Tell the message over the

(caller, receiver, telephone)

The person who makes the call is (caller, receiver, telephone)
called
-~

The person who receives the call
is called

(caller, receiver, telephone)

Trainees can contact the ITI over (caller, receiver, telephone)

4, faF=T egt & T@Er T g fgawor @ Aen|

on hold, dial, disconnect, engaged

Press the numbers End a phone call. Caller waits for The phone number that
on the phone to call informa on while on the | was called is busy.
someone. phone.

3. TP W g a1t - T 1 9¢ T 38 39FFd AN & 37, AT § - Greeting (3HTHeTrea), identifying
self (A== &4T) purpose of ST call (FTel T 32), 3ETEIVT SWHT A -
5. Hello! My name is Ramesh. | would like to speak to Anju, please.
6. Good afternoon! This is Shanthi. May | speak to Arti?
7. Hil I’'m Ajith. Is Anu at home?
8

. Hello! My name is Rajesh and I’'m calling from HSBC. | would like to speak to Mr. Chetan from the marke
ng division.

9. Good morning! | am calling from Harsha Trading Company. Could you connect me to your accountant?

10. Good evening! Rakesh Sharma here. | would like to speak to Ms. Rekha.
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SI. No. |Gree ng Iden fying Self Purpose of Call

1. Hello! My name is Ramesh. | would like to speak to Anju, please.

6. MU IS FT ST ofieh FT TET &1 TolFal I B hriord, 3R 39 Id8T i Fa1 FL=T gl

» == &

Step

What you should do

Greet the person.

Introduce yourself.

Say why you are calling.

Discuss what should be done.

Thank the person.

Say goodbye.

21, AT9RT TIgReNT & fastelr w181 1 fostel fasmer & v HfSY, gase & 3mg-ura v fSfesa &
footell §, 3R 3¢ FASISY fF ar 39! Ace F¥ F TAHd ol

*

Step What you should do

1 Greet the person.

2 Introduce yourself.

3 Say why you are calling.

4 Discuss what should be done.
5 Thank the person.

6

Say goodbye.

Gurukul Pvt. I.T.l. Manglam City, Kalwar Road, Jaipur




26. JTIH FECFA ASC W THDIoS (SToadl) FREaET &1 Tolld HUeA HI BleTa, 3o6 s8F aR A
§dTU g 3o 39T gar s &)

',-

Step What you should do

Greet the person.
Introduce yourself.

Discuss what should be done.

Thank the person.

|
|
I_
Say why you are calling. {
|
|

Say goodbye.

28.3T9 Teh %erdl H A I &l MU $hefedl # IFelfhed Sohe FoAcl g1 Sishel T TS AR g1 HRAT
A FY BT FIFY IR T H g A A o, HTSH oTGAS Tl 3EePe & I Fgaredr

§ M

A -
N M MR
- i emes
Step What you should do

Greet the person.

Introduce yourself.

Say why you are calling.

Discuss what should be done.

Sloa|[~[e]a

Thank the person.

i Say goodbye.

29. 39 3HEAYH o TR Bl AT &1 3T GTH 3Tl #el gl g, SHTAT 3T 3e¢ Ggdlel gl
Ui SH Hid W T HA HI UG AdhI FT gEm? QT T fasheul #, HEr faemedt W e
ST | 3CTE0T SR, HHST

Answer the call in the first ring. v

Answer the call after ten rings.

Greet by saying “Hi, how are you?”

Tell the caller your name.

Speak while the caller is saying something without listening.

Speak very fast and make noises.

Be ready to note down what the caller has to say.

Ask politely what the caller has to say.

Ol N|JO|U| | W] N

May | know your name please?
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Who is this?

What do you want?

May | know what the ma er is?

Call me later. | am watching a movie.

It is a holiday. Give me the details on Monday.

How did you get my number?

31.59 379 Bl W &I T IRTT & §, I I AT T AU TgY [dared o R oem|

Dos for Caller Always Some mes Never

Give your name.

Greet.

Give your telephone number.

Say why you are calling.

Give your address.

Give the name of your company.

Explain your rela onship to the person you are calling.

2 3IThE & 39l 77 F fhE JhR & BT AT AT TR0 HEl fdeved ol

Answer with ‘Hello’.

Answer with your number.

Answer with your name.

Answer with the name of your company.

Answer with the name of your department.

kwLare & fRu av 'dF =7 dr@r g &1 39T |

* Wil PicT & il T gl & - YA, AT (S v o), 3R 37

* BT X TAT §H TdT g1 AIRT T - el AT &, TaT HT IRTT ST &, Hiol I 38T
I &, 91T F6A § 3R FATaghs Hid TeA HET gl

* "to hang up", "to hold", "line busy", "line engaged”, “dialling" and "disconnect” BlsT @iel & fdatoT & faT g
TS AT U ¢ |

©

ot aRfeufaat i g2t 9T e 3Mae B W aTd e T RIS 95 el o

https://www.youtube.com/watch?v=6tfFRDOenvo
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23. STl it - AT fAHTEAT
(Telephone Skills - Role Plays)

@

SH 916 & A H A [T 36828 U i

o TITHAT ¥ BT G ST el I 3ATH

« afes dgef F B ) 1T e @ T I

* i W fhdT 3177 afFd & foIT 'message' o T 319I1H

O

BT W Courtesy (AeTarar | Rsean) oo g1 ot safda & gfa aesrdr, 3mex 3R a1 gFd +d &
ar 38 &) 'courtesy' BT SATAT &1 37T §H S T 3ol H foheT e 3 argaiet i #Acg F g BT
I AT g 3MET Jehe T Tehal 1

ﬁwm/mar—ﬁé? ﬁwmmﬂm—ﬁé? T H F=ar A@r?

a. Unacceptable and acceptable expressions

Unacceptable Acceptable
m expressions " expressions
‘You will have to wait.’ ‘Thank you, I'll check, or I'll see.’
‘Yeah. ‘Yes Madam/Sir.’
‘I do not know.’ ‘One moment please, I'll find
out.
‘No, we can’t.’ ‘Yes, you may.’
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b. Expressions to use

When reques ng for something

on the phone, use polite
expressions like “may” or

“could”.

Could you please give me your
number?

May | take your number?

When someone is not available,
inform the caller politely.
Request for a message.

Note down the message.

| am sorry. Mr Richard is
not available. Shall | take a
message?

Would you like to leave a
message? Mr Richard is not in
office now.

Ask for clarifica ons, when you
are not sure about what they

are saying.

Could you repeat that, please?

Could you speak a little more
slowly, please?

If you cannot hear very well, you
need to ask them to be louder
very politely.

Could you please speak a bit
louder?

Would you mind increasing the
volume of your voice, please?

Be polite when you ask them to
wait.

Could you wait for a moment
please?

Hold the line for a moment
please.

When giving nega ve
informa on, be polite.

| am afraid, Mr Ramesh has le
office.

| am sorry. Mr Ramesh is on
leave.

35.7Fa aRFEAfT & Sl @1 3 39gad gem A & o=y @ & &Y, ik @y R ar 3uged

please? mee ng.

3R A fAeET
SI. No. | Situaons Expressions Answers
a. You are not able to hear properly. | Just a moment please. Let me get ready to
take notes.

b. The person the caller wants is not | | am afraid that the person you want isin a
available. mee Ng NOWw.

C. You want to take a pen and paper | Could you please tell me your name and
to note down the message. where you are calling from?

d. You want to note down the details | Would you like to leave a message?
of the caller.

e. You have not understood what the | | am, sorry. He/She is not available now.
caller is saying.

f. You want to know if the caller Would you mind speaking louder?
wants to leave a message.

2 The person the caller wantsisina | Could you repeat what you just said,
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The person is on another call.

The person is on leave.

The person is busy at
the moment.

The person is not in his seat.

The person isin a mee ng
and will be free at 4.

The person is available.

I’'m afraid he/ she is busy at the moment.

I’'m afraid he/ she is away/ not in at the moment/ in a mee ng.
I’'m sorry he/ she is not available.

I'll put you through. Hold the line, please.

3. ReFd AT 8, 319 38 8 A& ecl &I JANT AT Tehd & — (transfer, hold, louder, section, who, hold,

may, calling)
Don’t Say Say
Hangon ... May | put you On -------=-r-=---- ?
Holdon.. |- | put your call on  =----------—- ?
Who is calling? May | Know -—-<------= ?

| can’t hear you.

Could you speak ------------

? | am unable to hear you.

| can’t help you.

| need to -----
answer your ques

--------- your call to the ------------ so that they can
on, May | do so?

G

L & 3R R & ar & 91 3m7 3R 3muss &7 J@aher g Ry &1 famer [emsy, 3k a8 s/

Rinki is a COPA trainee.

She wants to apply for internship

in ABC manufacturing company.

She calls Manish, the recrui ng officer.

Manish is the recrui ng officer in ABC
manufacturing company. He is receiving

a call from Rinki. Rinki wants to do internship
training in ABC manufacturing company.

Hello, am | talking to Mr Manish?

Hello, yes this is Manish speaking.

| am Rinki, COPA trainee from ITI, Suratkal.

Nice to know. May | know what | can do for you?

| wish to apply for internship in your company.

| am sorry. We are currently not enrolling candidates for
internships.

Could you tell when | may approach you
again?

Sure. Please make a note of it.

Just a moment please. Let me take a pen and
paper to note down.

Our normal internships offer are from January to March
every year.

Thank you for the informa on. May | know
the process for applica on?

Sure. You need to apply through your ITI. The applica on
should reach the company by December.

Thank you, Mr Manish. | shall apply through
my ITl in December. Good bye.

You are welcome. Good bye.
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Shorab is a welder trainee. .
He wants to apply for '
appren ceship training. *
He calls Mathew his instructor \’h_ %
for advice. -

~

0

Mathew is a re red ITl instructor. He has been
helping trainees for appren ceship training.
Shorab, an ITl trainee calls him seeking advice.

Hello, am | talking to Mr Mathew?

Hello, yes this is Mathew speaking.

| am Shorab, trainee in welder trade from
ITI, Trichy.

Nice to know. May | know how | can help you?

| wish to apply for appren ceship training.
Could you guide me, please?

That’s good. Where did you complete your trade training?

| completed my training from ITI, Trichy.

Okay. Have you approached BHEL which is near your ITI?

No, sir. Could you please tell me what |
need to do?

Sure. Please make a note of the following steps.

Just a moment please. Let me take a pen
and paper to note down.

Register in the government of India appren ceship portal.
Choose BHEL Trichy under Establishment menu.

It is enough if | register and choose BHEL,
Trichy?

No. That is the first step. You need to apply online in the BHEL
online portal a er registering in the government portal.

Okay, sir. Is that all?

No. You must take a printout of the online applica on. It must
be submitted during verifica on.

Thank you, sir. Could you tell me if there
any other way to apply?

Yes. BHEL no fies the employment exchange to publicize the
informa on.

Could you tell me if it is open to all
candidates across the country?

Preference is for candidates who can speak Tamil.

Thank you, sir for the valuable informa on
and guidance. Goodbye.

Best wishes and Goodbye.

T 3N ey & aR & 91 39 3R 3rus AT v IR ey @ fer Fssy, AR g8 s

ST

Anne is a secretarial prac ce trainee. She
wants to know job opportuni es. She calls
Sindhu, a career counsellor for advice.

Sindhu is a career counsellor. She has been helping candidates
iden fy job opportuni es. Anne, a secretarial prac ce ITI
trainee calls her seeking advice.

Hello, am I talking to Ms Sindhu?

Hello, yes this is Sindhu speaking.

I am Anne, secretarial prac ce trainee from
Government ITI for Women, Firozpur.

Nice to know. May | know how | can help you?

| wish to know the job opportuni es for
me. Could you guide me, please?

Do you know what the job role expects from you?

| am expected to maintain files and handle
human resources efficiently.

You are right. You also need to have the ability to plan and
coordinate func ons in the office.

Okay, | got it. Could you please tell me the
kind of jobs that | may apply for?

Sure. Please make a note of it.

Just a moment please. Let me take a pen
and paper to note down.

You may look for jobs as personal assistant, personal secretary
in mul na onal companies, private offices, banks and other
instu ons.

Where do | find the job adver sements
other than in newspapers?

You may find it in naukri.com, freshworld.com, mesjobs.com
and other related sites.
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Okay, madam. Is that all? No. Please do google search typing “secretarial prac ce” to get
the latest job offers.

| shall do it. May I call you again while Yes, you may please.
applying for jobs, please.

Thank you, madam for the valuable All the best and Goodbye.
informa on and guidance. Goodbye.

13. ICF, YooTs T HIAT-SN, gaiedl-sif & &1 el Mgl &1 3Ihl gaiedl & RATRMT & SeTehry Feldlr
g &1 ar RrclgTel 39asY 181 &1 Uah 8T & YU 39 SARET HT 73T Hifod |

Ms. Seema Recep onist

Answer the phone with a company name.

Check the company name.

Repeat the company name.

Introduce yourself and ask for someone.

Respond and check B’s name.

Clarify who you are.

Ask B to wait.

o T, dhe ¥ I HIAT TR &1 dohe & NI ¥ BT o W@ & F &1 T, dohe & e a8
__message' (HC2T) BIST dTgar? AUal AT & 1Y 3T SITANET Fl I Hifod |

Recep onist Sandeep

Answer Venkat’s phone.

Ask to speak to Venkat.

Apologise and say why Venkat isn’t
available. Offer to take a message.

Case 1: Accept the offer.
Case 2: Say ‘No’ and that you will call later.

Case 1: Ask for me to prepare.
Check B’s Name

KWL are & feu v da aFar dr@r wea &1 3w ford|

* B W ST I TAY, GRIcHS T 308 Usel HT ITAT H|

* O IRET § 39 e arEanl # A Ageaqel ¢

* HH-FH B 3o W, EH Rl 3R & T Féer e, 38w giar gl

©

Bl T SEAATS gleddTel faelel arergiRil &l Ueh ET Selsd |

https://www.youtube.com/watch?v=OWDyWLhuOFY
https://www.youtube.com/watch?v=Tw2r9DkL5co
https://www.youtube.com/watch?v=zNpmtVZFXS0
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Reading(m)mﬁﬁ@ﬁ?@ﬁmqﬁgl Reading & ToIT §H 39T €AT TSI FHIAT aidl
g ST A I §ANRT Asg P Y Fgdr § 3R 3T JINT e FT 3TcATaard 8 | Reading W HAGRA
IS el & U g8 A@aT g - HET Asal H Iguellel e, U &l 30el qd-71T & SiIsal,
e T HASAT, el qoeTT, Y & geatr 3R g

ﬁwm/am?fr{? ﬁwmm/zrm?ﬁq”? T Ha =T d@r?

How to escape from a sinking car?

2. Don't open door. [t's possible to
escape this way, but difficult todo
1. Stay calm. On average, you'll have | even in just a foot of water. Car will
30120 seconds of float time before also sink almost immediately after, | “Seatbelts. Children. Windows. Out™
the car sinks, That's plenty of time making it impossible for First, unbuckle your scatbelt.
to escape if you act gquickly. passengers 10 escape. If buckle is stuck. cut it off.

h: — «

4. Make sure children and 5. Escape through window. Try
passengers can get out of their rolling it down first. If that doesn't | 6. Swim out through the window and
seatbelts. Guide and instruct them work, use an auto rescue tool to to safety. This can all be done in well
to exit through their own window safely shatter the window. It's under 30 seconds if you stay calm
if possible, or else pull them to the nearly impossible to break using and have mentally rehearsed the
front of the car, your arms or legs. scenario before it happens.
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a. injury wound cut hurt injury (N) sheet blister

b. hammer axe micrometer spanner hammer ( ) wrench file

c. electrician fitter draughtsman plumber electrician ( ) surveyor

d. bobbin bobbin ( ) needle carpenter thread bobbin embroidery

e car truck lorry van car ( ) cycle bus

¢ finish close start end stop finish ( ) complete

¢ please sorry thanks welcome paper alright please ( )

¢ plug socket plug ( ) switch wire current shirt

i. nurse nurse ( ) doctor bank pa ent medicine hospital

j. tablet laptop desktop computer engine ipad tablet ( )

k. bakery machinery savory plenary bakery ( ) berry cookery

|. plo ngdrawing surveying dividing period plotting ( ) segmen ng

m. alarm fire harm sound ground alarm ( ) risk

n. tool cool stool wool tool ( ) pool

o. warehouse warehouse ( ) penthouse boathouse welfare factory

p. cau on warning cau on ( ) mo on precau on naonraon

4. 38 A HT Jfehc PTG, ST YU & I sal F 3ol §

a. injury Sheet wound cut hurt blister

b. hammer axe micrometer  spanner wrench box

c. electrician fier draughtsman  plumber French surveyor
d. sewing needle carpenter thread bobbin embroidery
e. car truck lorry van cycle bus

f. finish close start end stop complete
g. please sorry thanks welcome paper alright

h. plug socket switch wire current shirt

i. nurse doctor bank pa ent medicine hospital
j. tablet laptop desktop computer engine ipad

k. warning cauon no ce forkli alarm signal

|.  plotting land survey line draw ball

m. varnish paint brush bake spray enamel
n. chisel hammer saw clamp cookery nail

0. mask gloves shoes book eye glasses helmet
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WAREHOUSE NOTICE

ﬁ Cau on
Forkli trucks opera ng

EVACUATE THIS
AREA IMMEDIATELY
IF FIRE ALARM
SOUNDS

High visibility clothing must be worn

Protec ve footwear must be worn
Pedestriand must keep to walkways

PLEI

o /

e Evacuate: fill, stay, live, empty, water.

¢ Immediately: lately, fast, slowly, delay, try.

e Warning: request, sugges on, order, letter, board.

e Alarm: tool, warning bell, sleeping bell, lunch bell, sign.

e Cau on: help, sign, warning, opera on, vehicle.

e Pedestrian: poli cian, plumber, child, walker, worker

e Protec ve: safe, selec ve, unsafe, proper, plas c

e Visible: dull, attrac ve, blind, dark, unseen.

e Warehouse: a construc on site, a house for workers, a building for storing goods, a factory.

e Walkway: le, right, path, factory, warehouse.

o Nard v ¥ -
There are three kinds of wires. ____ (true/false). Green & Yellow Earth
Are there five different colours? ___ (yes/no).
Green is a live wire. ____ (yes/no). Live

What is the colour of the neutral wire?
Is there a red wire? (yes/no).

Earth wire is in & colour.

xii WX UG, 39ged 3T & -

a. What does the first sign in the poster mean?

i. Switch off the power. ii. call the police. iii. press the fire alarm. iv. pour water.

Fire action

e The second sign means

run towards the exit. ii. close the exit. iii. check the building.

: N
5. When there is fire in the building, you should the building. r‘ o
o Bl
i. stay in ii. leave iii. return to iv. go to i‘ nearest available exit
d. If you hear the fire bell, you should immediately report to the . m

i. assembly point ii. stores room iii. canteen iv. shed.
e. When you see the fourth sign, your entry to the building is ® D ot reu.r ° hEb"ding
i. easy ii. strictly not restricted iii. strictly not allowed iv. allowed ®
. Do not take risks
f. The last signh means,

i. No risk ii. take risk iii. safe to enter iv. not safe to enter.
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A POWER TOOL &

SAFETY TIPS ﬁ
Never carry a power .:‘
--S

tool by its cord. @&
o'
lools Koop them sharp, well-

a. maintenance of tools is important. (proper/improper). S “l
olled and stored In-ucun dry

b. Keep your tools clean and (blunt/sharp).

nmmﬂoywan

(yes/no).
(yes/no).
e. If you use power tools in wet condi ons, it is

c. Is PPE necessary when you use power tools?

Avoid working with povnr

d. Can you carry a power tool by its cord? 100l In wet conditions

properly ground.
Wear the ncom
(safe/unsafe).
place free of grime and dirt
_ (True/False)' :w'udl:\;upmvcovﬂ::::ll _——
accessories.

6. You should inspect all tools before use.

Hand Tool Safety

Hand tools are tools that are powered manually.
Hand tools include an ylln Jrom axes to wrenches.
The greatest hazards posed by hand tools result from

5. Hand tools are operated
(manually/ electrically).

6. Ishammerahandtool?______ (yes/no). misuse and :mpmper maintenance.
7.What does ‘hazard’ mean? (safety/danger). Five Basic Safety Rules
8. If a tool is misused, it is (safe/unsafe). 1. Use the right tool for the job.

2. Keep all tools in good condition with regular maintenance,

3. Examine each tool for damage before use and do not use damaged tools.
4, Operate tools according to the manufacturers' instructions.

§. Provide or use properly the right personal protective equipment.

9. When a tool is maintained properly, it is in
condi on. (good/bad).

10. (Do/Do not) use damaged tools.
C. Use proper tools
a. Can you use a carpenter’s hammer on metals? ____ (yes/no). FOR THE JOB “
b. Can you drive nails with a Machinist’s hammer? (yes/no). - i!
c. Is it possible to use a file with handle? (yes/no). Neverq:‘ﬁ':?‘l"l’s'"v%‘t%,:
d. Can you use a wrench too large for nuts? (yes/no). Neye,use,w;ench,--
e. Should you use improper tools for the job? ___ (yes/no). L
f. Should you handle the tools with care? ___ (yes/no). ; Sl )
. Take care
e OF THEM

*hammer on metal

AT B & IiFd T HUAT 1 [AAST, 3601 STHT FHS -

A B
a. There is fire in the factory. She is knowledgeable.
b. He played football regularly. The trainees listened.
c. The pipe was repaired. He won the match.
d. She reads books and visits places. Entry is restricted.
e. The instructor started to talk.

A

Water problem is solved.
B

a. The surveyor measured the land. The Mechanic arrived.

b. The small object has to be measured. The welder is called.

C.

d.
e.

The car broke down.

The steel gate is broken.
He used the file on metals.

The surface became smooth.

Plotting of land was done.

She brought the micrometer.

00000 0000d
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. First, wipe the object clean of any debris or dust.

o @

. Then, place the object on a large piece of cardboard or newspaper

to protect the surface on which you are spray pain ng.
. Next, apply the first coat of spray paint.

d. Make sure you spray at least 8 inches away from the object and rotate the object as you spray.

[g]

. Apply two or three coats of paint for a bright look.
. OIEEX UG, TEr A T Ufehdr &1 quid Hi|

'§ ]

). A

ow to Fix Tangled Bobbin TArea{&—/

\ &)
. s o 4. Check that the
p bobbin ic in the

) Q’ cace correctly
ol" 5. Clean the

; machine

& o
/ ” 3. Check that the bobbin #

( A A thread ic free of knots -//’l

®

w

1. Rethread the
cewing machine //
/

2. Change the ( / 8 : 1
needle S

Make notes here.

KwLaTE & T atv A o= dr@r weed &1 3R d|

©

* gt A ATl 2reel &7 Aclold THS U §
* YT & g difdher &THAT § UShEIAT &7 TaRTehl &
* QYETAT, Hoa st FHSHA, T & Y&-7A1T T ST T - reading T JgeR Il & FS adh gl

©

Visit https://learningenglish.bri shcouncil.org 9 AFHTEE 9T TR 'skills' o WX Felhay, T 39% 91
'reading' AT T I H| T I TR AR T 3TAR - FET ddel Hl TIA |
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. e @ WA (Recall)

a. teacher b. so ware engineer c. doctor d. lawyer
2. | take care of people’s need to look pre y or handsome. lam a

a. beau cian b. plumber c. welder d. typist
3. ljoin metal parts together.lam a

a. plumber b. welder ¢. mechanic d. so ware engineer
4. | repair vehicles and change spare parts of machines. | am a

a. nurse b. mechanic c. welder d. plumber
5. I helpin designing and building houses. | am

a.afier b. an architectural assistant c.aturner d. a machinist
6. | work with wood designing doors and windows. | am a

a. fireman b. carpenter c. draughtsman d. beau cian
7. |specialise in the design and manufacture of shoes. | am a

a. footwear maker b. foot doctor c. paediatrician d. shoe mender
8. lam arubber technician. | work in an industry that manufactures

a. medicines b. tyres c. pencils d. so -drinks
9. lam a plas c processing operator. | work with

a. steel b. polymeric materials c. laptops d. robots
10. | use water hoses, ladders and other ex nguishers for my job.lam a

a. plumber b. fireman c. welder d. machinist

11. The instructor advised the trainees that they should wear their shoes compulsorily inside the workshop.
This sentence means

a.
b.
C.
d.

trainees cannot enter the workshop if they do not wear shoes
trainees will be asked to wait outside the workshop

trainees can wear socks and enter the workshop

trainees may wear shoes if they want

12. Embroidery courses are a great opportunity for enhancing one’s employability skills. This sentence means

a.
b.

you may find it difficult to get a job if you learn embroidery
learning embroidery increases the chances of ge ng a job

c. embroidery is a very difficult course

d.

embroidery courses are not useful

13. Maintaining tools in good condi on is the duty of every worker. This sentence means

a. workers need to keep their tools with them wherever they go
b. tools must be well taken care of

c. workers should buy expensive tools

d. tools help workmen in their work

14. Fire alarms alert that the inmates should evacuate the building immediately. This sentence means
a. people can move to a different room b. you need to run out of the building
c. you must try and put off the fire first d. wait Il the fire disappears
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15. Appren ceship exposes learners to real-life situa ons they can encounter in industries later. This sentence
means

a. appren ceships teach theore cal aspects clearly
b. you can learn more prac cal aspects when you are an appren ce
C. appren ceships are expensive and me-consuming
d. appren ceship lessons are not useful in jobs
16. Hotel managementis a
a. hospitality course b. mechanical trade c. engineering trade d. training to be a driver
17. Find the odd one out in the list:
keyboard, CPU, mouse, monitor, charger.
18. Find the odd one out in the list:
helmet, glove, varnish, goggles, shoes.
19. Find the odd one out in the list:
running, walking, swimming, s tching
20. Find the odd one out in the list:
sim card, charger, display, hammer
21. The phrase ‘Let’s discuss’ is used for
a. diver ng from the main topic  b. apologising c. star ng a discussion topic d. disagreeing
22. The phrase ‘In my opinion’ is used for
a. diver ng from the main topic  b. apologising c. expressing personal view d. disagreeing
23. The phrase ‘That’s true’ is used for
a. diver ng from the main topic  b. agreeing c. star ng a discussion topic d. disagreeing
24. The phrase ‘Can you please clarify ...?" is used for
a. elabora ng b. apologising c. star ng a discussion topic d. disagreeing
25. The phrase ‘I'm not sure, but ...?" is used for
a. elabora ng b. apologising c. mild disagreeing d. total disagreeing
26. The phrase ‘While | agree with you ...?" is used for
a. elabora ng b. apologising c. star nga discussion topic  d. disagreeing
27. The phrase ‘Generally, it is considered ...?" is used for
a. elabora ng b. making a common statement c. star ng a discussion topic  d.disagreeing
28. The phrase ‘Can we now summarise?’ is used for
a. summarising  b. apologising c. star ng a discussion topic d. disagreeing
29. The phrase ‘May | explain what | mean, ...” is used for
a. elabora ng b. apologising C. agreeing d. disagreeing
30. Vimla was leaning throughout the group discussion. Which aspect of discussion was she missing out on?
a. impressive beginning b. posture c. smile d. loud and domina ng voice
31. Rajan was looking at his shoes during the group discussion. What mistake did he do?
a. gestures b. no proper eyecontact c. poor dressing d.domina ng the discussion

32. Which ques on the person answering the phone may ask you when you call a company.
a. What do you want? b. Who’s calling please? c. Why are you calling? d. Who are you?
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33. You say ‘hang on’,
a. to put an end to a conversa on b. to say you are wai ng.
c. to mean you are bored d. to keep a telephone connec on open

34. Please ... and I'll put you through.
a. stop b. stay c. remain d. hold

35. What is the expression used to connect two people on the telephone?

a. I'm talking you through b. I'm putting you through

c. I'm sending you through d. I'm telling you through
36. Hang on for ...

a. a second b. an hour c. some mes d. always
37. Just a second. I... if he is in!

a. would see b. should see c. will see d. must see

38. Please hold and I’ll ... you through

a. give b. let C. put d. have
39. Who ... I say is calling?

a. shall b. did c. should d. can
40. You ‘ve ... the Finance Department.

a. reached b. got c. had d. achieved
41. ... | speak to Mr Lokesh?

a. Should b. Can c. Must d. Need

42. When you answer the phone, you need to say your name and ...?
a. The name of the company b. “Hello!” c. “How are you today?” d. Address

43. Why are telephone gree ngs so important?
a. Itis common. b. It shows that you are happy.
c. It shows that you are polite. d. It helps in knowing who's speaking.

44. What is important about your voice?
a. the volume b.the speed c. the tone d. all of the above

45. When puttinng a caller on hold, what do you need to say or ask?
a. ask if it is ok to put the caller on hold b. “Would you like to be put on hold?”
c. “l apologise for the inconvenience” d. “I will put you on hold”

46. When talking to a callera er pu ng him/her on hold, what should you say?
a. “Nice that you have no other work.” b. “Thank you for holding”
c. “l told you it was not going to be long” d. None of the above

47. Who should end the phone call first?

48. What item (s) listed below are appropriate while answering the phone?
a. chewing gum b. listening to the low music in the background
c. smoking d. you shouldn’t have any distrac ons of any kind

a. the person who answered b. the person who called c. it doesn’t matter  d. none of the above
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49.Besides having a paper and pencil ready, why would you ask the caller for their phone
number? a. to inform the person the caller wanted to pass on the message
b. to show the caller you are polite and considerate
c. in case the caller is rude. this way you can call him
back d. use it to draw while bored

50. When you leave a message in someone’s voicemail, what is most important?
a. say the date and me b. say your telephone number
C. just because it is available d. say who you are and the purpose of the call and ask to call back

51. You are having a conversa on with your colleague and the phone rings. What do you do?
a. Get the caller’s phone number and tell him/her that you will call him / her back.
b. Tell your colleague to wait.
c. Answer the phone and put the caller on hold.
d. Just ignore the call
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3H 916 & 3 H A et 3ceey QU Hn

* foU gU R & ITER, ATl H THA F A HEN
* UGl N e hH H oI, TRl T TAT hial

* Ol T TAT T I3ATH Hal

O

3T # fI@aT - T HgeaquT Hierd &1 Reg & 3R FaX X &4 Sl U § Aee A g1 IS 3
3l TG STerd &, 39 & AU o7 dhael e, afesh g & off 9gd @ ARy & HawW ger S
gl

ﬁwam/amt—f‘ré? ﬁwmm/aﬁaﬁé? s HA Far A ?

1. fa%T sl & sEdAT @ Sl HAfRe g, 3 arey S8

I, we, he, she, you, they, eats, gave, goes, come, walk, is, are, an apple, the book, coming, |
gave the book. Are you coming? She eats an apple.
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f. R 3R e Y TWIHR, AT FATSY| 3T SoT FTdl P 3T IS & AT & Thd &l

2| & 2 P4

A s
N IR Y B

Painti Eating Lifting
Ravi is talking.
o
351 <
o 2V 2
“&i \ W x .
Hearing Crawling Sleeping Singing

R Clﬁ activity § FoITT gV IRl @l 3T ool tense (3cTehTe) i @ (is / am/are FI T8 was / were
forg §fer)

4.7 & U gU sl Y #FAgg & I S s
TOOLS & EQUIPMENT

— =g

SCREWDRIVER

!

BRADAWL S=————r
_— ﬁl P -
‘ BACKSAW

NUT
SCREWS WRENCH

)

Use the words/ phrases given in the box and frame sentences for the picture given.
(next to, above, below, on top, in the middle of, in between)

Begin the sentences with There is, there are, that is, these are, The
There is a handsaw above the backsaw. The screws are below the
nails.

. [T usel T A @ T 7 fGw a1v 3SRt &1 fAaor AfS | 3egRer cEa, aHE

(blue, green, brown, yellow, red, round, square, rough, sharp, rectangle, small, big, wet, dry,
colourful)
The pair of scissors is sharp.

There is a yellow brush. It has a brown handle.
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i T @ <@ 3R 3AF AUR W FT Falel A0 | 3eTe0T G, Togt

Is there a white towel next to the paint n?
Make more ques ons.

Teh 3¢gRUT (Adererr) ey f&ar = &

keep, come, close, write, say, walk
Keep those books on the table.

2 T¥FT arsal HT 9T W, TS AT oAU ST ARl & G@RT I - fAdes e g, A1 HAder & g

8. el T el A H IR, IFT FT AT Fifay

beau ful is flower the. The flower is beau ful.
run the dogs fast very.

came late she class to.

driver the lorry caught was.

playing were children the with ball.

aircra the taking is off.

police searching the were for the thief.

the woman speaking the to was Principal.

many flying butterflies are garden the in.

old man reading was newspaper the.

kwLae & feu arv Ha = d@r 9 &1 3R g
'ﬁl’@ﬁcommunicationa?aﬁmgﬂmqmmamﬁzﬁ'ﬁaﬁ%

* Al 7 ThAdT & AT g He-3d e o 31 =nfge

o @ T &7HaT A AFBT A F AT g7 AT I for@sy &7 309919 FT 1w
IO -1 A FEGHT B 3T, 3R 30 A Wl At H 3T fAawor e S|

https://www.youtube.com/watch?v=jTEATmzxdro
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27. STAdld LT (Speaking)

$H 916 & 3 H &A [T 3¢8eg U S

* 3N el F HH Moidlel HTAVET R dTFAT HI HFATH Har
* Yot TaUR STFd el I JFATH HT

* 39T THG/AT THG Pl AN, 39 cTFd Pl Pl A HLar

3o faam fAstar @ wgatar & fREr & o A T@ Ul - U Ageaqol hiRrel g1 373l TS @ HEr
SEAATH, ITIDT Sfided H Thol FATTIT| Sielall & ar Teh FALIH g - e & Aol &, g3 & fgar

FHSTA T, 3R 39T a1 THT F el o |

ﬁwam/amt—f‘ré? ﬁwmmﬁnﬁré? T HY = drEr ?

__ Record Yourself.
& Listen back.

_' / Talk to yourself aloud.

(Watch a YouTube

presentation.
| Repeat what they say. ]

[;irow Your Vocabulary.

Read 10 mins/ day.

( Write your thoughts down.
i Then say it out loud.

I

Tell a friend to ask you
them.

[Write three ques ons.

Read a book/ magazine
article out loud.

AT H 36aT HHEX TG &1 AR 3T AR S IR &1, TFart 1 asi e AR GuRt & aR #
YO Bl & | aTdl Y& el & fov & g3 ugel 39+ aRey ST giar § | 39 T&F oo oy &d
g AR g & R # off @ § | 9 I 39 IRTT & §, 99 {7 39w 3T AT g &
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e Hello, I'm ... (name)

e I'm from ... (country)

e I'm ... years old.
e There are ...
e | live with my ...

e My birthday is on ...

e | work for (company) ... as a/ an ..

e My hobby is ...

e | also like ... when I'm free.

® ! A ivitoraontadd
P U InlET ES e vy L,

e | (don't) like ...
e My favorite day of the week is

e My favorite month is ... becavse ...

. jobs)

... becavse ...

e I'm married/ single/ engaged/ divorced.

E,‘r/

| (don't) have ... children.

I've got a ... (pets)

i'm ... (character and personality)
My best quality is ...

My best friend’'s name is ...
I (don't) have ..
| stody English becavse ...

friends.

I've been learning English for/ since ...

e | can express myself and commonicate in English

Hello, 'm Ncolas. .
Im from Spam.
fm 30 years old,

There are 4 of vs mmy famiy. § i

Hive with iy wife and chidren,

My birthday is on Janvary lst.

| work as an accountant.

My hobbes are readng books, playng
badmnton and listenng to musc.

| also lke walkng when fm free,
lam nterested i football. @ .

| don't lke traveling, “’\

| lke watching docomentary fims,
My favorite band is Backstreet Boys.

| sometmes go to Malaga, | ke it becavse
this is a beautiful place. :

fm married.
I have 2 chidren,

fve got a puppy.

My favorite drink is coffee.
Im calm, hardworking and responsble.
I have many mternational friends.

| study English becavse It's very
mportant and necessary,

Ive been learnng English snce | was 7.
| can express myself and commonicate

n English,
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There are several ways by which you can introduce yourself and others.

Here are expressions to introduce yourself:

Here are expressions to introduce others:

e Mynameis ...

e I'm....

¢ Nice to meet you, I'm ...

¢ Pleased to meet you, I'm ...

e Let me introduce myself, I'm ...

e |'d like to introduce myself, I'm ...

¢ Jack, please meet Nicolas.

¢ Jack, have you met Nicolas?

e |'d like you to meet Jack.

I’d like to introduce you to Nicolas.

e Jack, this is Nicolas. Nicolas this is Jack.

¢ Nice to meet you.

¢ Pleased to meet you.
e Happy to meet you.
¢ How do you do?
Hai...Hello

e Useful responses when introducing yourself or other people:

Everyone of us have opinions to share with others.

How to Express Your Opinion

What | mean is

If you ask me

To be honest

Honestly, | think

My point of view is that
Well, if you ask me

The main points are

I’d say that
I'd suggest that

Expressing a Personal Opinion;
* |n my opinion,...
* | feel thot...

Expressing Disagreement

* I'm sorry but I'm of a different opinion.

* |don't ogree with you about ...

* Sorry, | can’t accept your opinion that ...

It seems to me

As far as | know

| feel that

| would say that

As far as I’'m concerned
If  am not mistaken
ebelieve |

feel

In my opinion In

my view

It seems likely The
way | see it is | agree
with Personally, |
think

Expressing Personal Doubt
* I'mnot sure if ...

* |'m not convinced that...
* |doubt that ...

Expression Support

* That's very important point.
* You are right.
* | strongly agree with you.
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o Rea wueT # 39gad 3 fod

Excuse me what’s your name?

How do you spell your name?

Where are you from?

What'’s your contact number?

What's your address?
Would you like to come to canteen?

2. 981 3R F Faw

How do you get to work? | | got struck in the traffic.

How long is the drive? Normally, | drive.

Do | need to wear a e? About 40 minutes.

Why are you late? It’s been repaired.

Where’s your car? You’re supposed to, but not everyone does.

j o & I ad-diT B eI F 9feu| 39 et F 3@ifehd IS, S R lAaR #r cadd Fe
I hlH hI T?I %’ IR 3w Bﬁ' o 7 a’iﬁ‘tropinion, agree or disagree.

Fill in the chart with the expressions you have underlined.

Sangeeth In my opinion, a good school is one that balances between studies and fun.

Sarvesh | completely agree with you, Sangeeth. Too much focus on studies makes school like
a jail, and excessive focus on fun makes it a children’s park. So, balance is better.

Sam I’'m sorry to say this, but | totally disagree with you. What is the point of funin a
school? To my mind, the good school is the one where one don’t have to study such
useless subjects as foreign languages.

Sarvesh | don’t agree with you, Sam. | think foreign languages are very important
nowadays.
Sangeeth You are right Sarvesh. There is no good school that doesn’t teach foreign languages
today.
10 91¢ &YX -
Expressing Opinion Agreeing Disagreeing
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5 &7 Fardl &1 39X e -

Two things you always do as quickly as possible.

Three things you always try to do well.

Two things you take very seriously.

Two things you always do badly.

people find hard.

Two situa ons where you always try to be early.

9 AT sRfEfaat w 3vsr @ & gy 9=t +it-

What is something you hate doing?
a.
What are you worried about at the
5.
moment?
What do you hope to do next year?
C.
When was the last me you helped
5. someone to do something?
What is something your parents don’t let
6. you do?
When was the last me you promised to do
something and then forgot? What was it?
What are you used to doing now that you
3. weren’t used to doing before?
What jobs do your parent’s make you do at
10. home?

o U FAH H T FEUIS $o ool @ Folrg & 7L AT | 30$ §1 39 AT & QY a1 RS,
3R ST TRMST AT 37T Tedl W Iged HT FHROT FAT g1 Thll ¢
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| fosl @Y ¢W 3R 3ThT Ueh-g@Ey A ool Y| A AT FAT HH A 82 5H HIHA B B $ AT 3¢
o GehR & 377era 3R ahlrel i TR glafr?

| Agree | Disagree

KwLaTE # T av A o= dr@r 92 &1 397 ol |

Al & T I & T 3UgEd erearael R AT F R FAT ERTF §1 FH 39 [Ana wwe
[T 98E TFd el & T, HIf@S communication &7 373TTT HTAT G|

©

oo diel A & ToIv & TFT YR & arardi &T A&7 AT d1igT ?

e Giving Your Opinion I e. Raising Points

e Introducing f. Clarifying & Resta ng
Informa on ) g. Asking for
e Giving Examples X Clarifica on

e Concluding & h. Politely Interrup ng
Summarizing i. Generalizing
¢ Showing Cause j. Keeping track of
& Effect the discussion
e Specific Situa ons k. Agreeing &
Disagreeing
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28. €417 ¢oT (Listening)

SH UG & 37d H A et 3682T U ar

* el HI 3TETehdT R HAged T AN

o fREl R A QU A & AT G T aTHAT T gAeT
* 'Golol & T A AT Heddl A 33718 HYa

gﬁwgﬁmaﬂa’%&rﬁmﬁﬁmm%lgﬂﬁﬂm%ﬁﬁ@q‘jwmﬁﬁ?
§H SRR el &, 91 & 3 U §, T o, FAarT iR AeRE & ®7 F g vedT W ad gl
A Y GTHAT & YR 9T & gAY 89T & S 31 &TAAT fAhfAd gl &1 safav eae & gea
-

ﬁwam/amt—f‘ré? ﬁwmmﬁn‘geﬁé? T HY = drEr ?

a. Listen to a High School Principal making an announcement to the trainees.

“Children, | have a very special announcement to make. This year, not just one, but four of our trainees will be
receiving Government awards for their academic achievements. Krishna Kumar, Harpreet Singh, Sabrina
Begum and Sheela Rani Esther have all been chosen for their hard work and scoring of high marks. It is very
unusual for one school to have so many trainees receive this award in a single year.”

Now, let’s see which of the following are correct statements.
i. The school will be adding new classes.
4. Four new teachers will be working at the school.
5. Four trainees have received an award.
iv. The school is ge ng its own newspaper.

Here only one sentence gives informa on men oned in the announcement — “Four trainees have received an
award”. All other sentences are wrong.

Find which of the following is true?
i. Students have been working hard.
ii. Two girls and two boys have passed in the test.

iii. Four trainees receive the award in a single year.
iv. The school is giving a new award.
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b. Listening to a conversa on and no ng down the important points
Jitu: Hi, Leena.
Leena: Hi, Jitu! Did you go to the art room today?
Jitu: No, why?

Leena: Well, Mr. Banerjee, our arts teacher has put up a no ce about a big project. They are planning to
paint the compound wall with beau ful images. This is to prevent s cking up of posters.

Jitu: That’s nice! So, it will be many pain ngs on the en re compound wall.
Leena: Exactly!
Jitu: But where?

Leena: It's that long wall on the side of the public library. And trainees from our school are going to do the
whole thing. We can create a design, and paint it. | want to be part of this team.

Jitu: | too want to. Come let’s go meet Mr. Banerjee.
We can note the important points:

5. Girl’s name — Leena

6. Boy’s name — Jitu

7. Teacher’s name — Banerjee

8. Project on pain ng compound wall

9. To prevent poster s cking

10.0n the side of the public library

11.This school trainee creates his/her own design

12.Both want to join.
Let’s see which of the following statements is true.

i. A new art project in the city.

6. An assignment for their art class.

7. An art display inside the public library

8. A pain ng that the girl saw on the compound.

7. fAeT €IVOT @Y e @ e 3R FgTT g F# oy -

Remember that a team of painters is coming in tomorrow to paint the walls. There are plas c sheets in my
room on the desk. | want you to put them over your desks. Make sure you cover your desks completely so
paint does not fall on them. When the pain ng is completed, the plas ¢ will be removed by the me we return
on Monday.

Note down points here:

What does the teacher want the trainees to do?
8. Take everything out of their desks.
9. Cover the pain ng materials with plas c sheets.
10.Bring paints with them to school on Monday.

11.Cover their desks so that the paint does not fall on them.
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o 39 - @ g 3R M R o geat & 3 Qe -
Leena and Jitu: Good morning, Sir.
Banerjee: Good morning, Leena, Good morning Jitendar.
Jitu: Sir, we saw the no ce on the project. We want to join.
Banerjee: Sure, write your names and other details in that red book on my table.
Leena: Yes, Sir.
Banerjee: What would you like to paint?

Jitu: Animals. | will go to the zoo tomorrow and make a rough sketch of what | see. | will show it to you a er
| complete it.

Leena: | want to paint sunrise. | will watch it from the beach and get a rough pain ng ready. | will meet you
with it.

Note down points here.

Say which of the following is true.
¢ What did Mr. Banerjee ask them to do?
Mr. Banerjee asked them to sign up for the project in the website.
Mr. Banerjee told them that they cannot join.
Mr. Banerjee asked them to fill in their details in a note book.
Mr. Banerjee suggested they go to the beach the next day.
e Where does Jitu want to go in the weekend?
to the zoo
to an art store
to main street
to the public library
e What does Leena want to paint?
an animal
natural scenery
sunrise

Z00

3. 38 Hea ¥l H AT 3R 3R AT -

In every work, accidents happen. Some mes they cause injury and even death. These accidents can be avoided.
Some rules must be followed. Here are some dos and don’ts to be followed. Let’s listen to dos first.

j. Workers must not adjust equipment while it is in mo on.

k. They must not touch the clamps, chipped tools when the equipment is switched on.
|. The equipment should be under good maintenance.

m. Tell the co-workers beforehand if there is any maintenance work has to be done.

n. Avoid touching tools, devices and equipment with bare hands.
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Say true or false. If false say/ write the correct statement.
a. Workers can adjust the equipment when it is in mo on.
b. They cannot touch the clamps when the equipment is switched on.
c. It is not necessary to keep the equipment in good maintenance.
d. Start doing maintenance work suddenly without telling anyone.
e. Don’t touch the equipment with bare hands.
f. Workers must check the devices before star ng the work.
g. Always use gloves to protect palm/fingers or hands.
h. Pull up your sleeves up to the elbow.
i. Avoid watches, bangles, bracelets in your wrists.
j. Wear clothes that are comfortable while working.
k. Use and replace the tools from the place it has been taken.
|. Be careful while walking in the workshop where loads are suspended.
m. Keep all safety materials handy.

3 S MU Feell B Foi 3R AEATER 39gFaT I I -
“Ladies and gentlemen, may | have your attention for a brief announcement. As soon as you hear the alarm
please leave your place immediately through the emergency exit.

The emergency exits and assembly areas are located on the right-hand side of the building.

Leave the building quickly and don’t block the way.

Please follow the direc ons of the event staff members.

Do not use the li to go downstairs.

Wait outside the building un | an “All-Clear” is given by event staff members or the Fire Department.”
Thankyou.”

Which of the following statements are true? Correct the false statements.
a. The announcement is only for men.

b. The announcer asks for their attention for ten minutes.
c. They have to leave the building immediately.

d. They can block the way.

e. They should not use the li to go downstairs.

5. They can wait inside the building.

6. They have to wait un | they hear ‘All-Clear’.

7. The ‘All-Clear’ will be given by the building staff.

8. The announcer thanked them.

KwLaTE H T atv da orar dr@r ueed &1 3R d|

* oI F HY - G, FASET 3R AT S - At & g
* HIVOT AT FIAT H oA TG, §H T A Al F T g
o & B FoAor & G, §H WS F AL Aol HEAT Bl B

©

A 3R & W @R g - =l H 97 IR g2
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29. P &I 3cdigeh 39497 (Productive Use of Skills)

SH 915 & 3d H &F [oeT 3¢8eT U i

« ¥der gAY, I F @ 3T

« [fEq, weiid T At gaar & MR | $8 & & 33399
* 3R Feast A 3UYFA fAT@A communication T 378ATH

O

3N # o1 TG AT, T T A B I FHS TAT Tk g Fgca (o diRrer g1 et 3R et
FT TeoT § GHANT 266 HIA TGl &1 SA-o1 FANT 3T Foiel 3N oot &1 &7AAT 3 FUR BT 8§, §ART
3l drerer 3R forgar o 9gek @il o9Tem &1 Ffe 3T s diel 3R foms 7 Ferer g oid g, ar
A NS T 3mua T Aol |

ﬁwam/am?ﬁé? ﬁwmmﬁr@aﬁé? T HY = drar ?

11 39 AT foia=T sl s 9&3T| Ul So¢ Tol-UG slip s T H gaell 7l

Iden fy the name of the branch.

Who is the cheque to be given in favour of?
What is the value of the cheque in rupees?
How much is the exchange amount?

Men on the name of the bank.

-~ o o o T o

When has the applica on been made?
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STt g 2T 3% p i
i STATE BANK OF INDIA PN AR
Lalpur ITa / Branch 30/09/20164

- g /e 9 @ feg srade .
Kiiliation ts vkt Balers Geon 1o Date : 20 /a3 J20l6

FUAI I / AT WS T W/ PLEASEISSUE: DRAFT / BANKER'S CHEQUE
FZ / NOTE : 9ar el / W @ fararvor gwrdt 3iR fvdl / Please Fumnish Details of CASH/ CHEQUES deopsited overleat

N =  ¥%d 9% / DRAFT

YR 1 AW (¥ H&d F) / INFAVOUR OF (IN BLOCK LETTER) _|ONOU BANKERS CRECUIE FOR
%/Rs. WP,

Four 11 d twenty five only __ |ufv
9y (vl %) / RUPEES (N worps) _Four Thousand twenty fiveonly  1¥W0 L}(] 0| TR
ST W/ PAYABLE AT BRANCH % 7t/ conENUMBER_ [Cronnc| (9 [ 5 maf
ancini [ I I I I
7 T / PAN NUMBER = i Gl S

TotaL [T i 5w

[ =i %1 7w ©d 1/ NAME & Address of the Apglicant

o 39 3eAaw et AT 9| IR Secheque/dd F T H gaeT B
The cheque /DD No. is

The cheque/DD is drawn on

The name of the depositor is

The name of the bank in which it is drawn is

The branch name is

The date in the challan is

The challan number is

Payment Detaiis

Cheque / DD No © 239658

Cheque / DD Date - 30-Apr-2013

Depositor Name - Mr. Ramesh Sharma
Bank & Branch Code . HDFC Bank, JP Nagar
BSR Code - 510137

Challan Date - 30-Apr-2013

%

Challan Number
(Note : All the Above Details Will Be Used in Challan, Forms & Retums)
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o T & & T gEAr & AUR W), 9o F 3R QS -

What is the raw material used to make paper?

What is the process of cooking of the chipped wood called?

Wood is debarked, cut into chips, screened and made into before it is put into the
paper machine.

The paper machine helps to convert into

Raw Material

(wood)
Debarking
Chipping =
Screening J
i
| Cooking
(Pulping)
Pulp ;
| Washing

\: Paper Machine
Finishing
Conver ng

Paper Product

h = & & 7 gueT & R W, IO Sl S TihdT HT goied Y| 9! aredl & Fo e QU aw
(collect, carry, convert, take, sort, send, put)
a. First, wood from the
b. Itis then

c. It goes to the paper mill after

d. It is converted into

e. Itis taken to

f. Paper is sorted for
12.
13.
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1. Planta on

3. Transport

2. Harvest

4. Pulp mill

5. Paper mill

t

fd e

7. People

8. Paper sor ng\

9. Recycling

10. Landfill
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o o U T T R & R & AN 57 A F IR W), I H o=l g7 B ufshar @
[ELSGERCETIEE]

Tea Production Process
.‘vr- —

Remove as much moisture as
possible from the Tea

1 N
3 Put leaf info roller

Rolling —> machines whichtwist,
tumn & break it.

Leaf is exposed to hot Drylng
air from air blowers €

Y exposing it Lo air in
ntually turns

Leaves & Buds

4—’/\

Steamed Withered

Pan fried/Steamed Bruised Bruised/Rolled

|

; Rolled/Shaped  Oxidized (brief) Oxidized (full)
Dried I
Drlied Pan fired/Dried Fired/Dried
+ +
White' Tea Green Tea Oolong Tea Black Tea
e 3 : ~—) )
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e. 30 AT & FATINAT & FA 9 & SR W AT TGgR T JuTel fFAT =T §1 39 BT &
1Y, 39 SYIER & IR # T |

Check clock.

Is
break time

break time?
over?

Isthe
eturn to
Look busy. Sork area. boss around?

I think it is not correct to
We need to be

It is ok to relax

The company’s produc vity will

What if | relax for a few minutes when

Personal values

As an employee, | need to

9. 3¥ RIT & FHATNAT & FAT S & SR W FTeIdTel STIgR T JuTeT fHar =T §1 39 AT &
Y, 3 IdgR & aR & IdaT H|

A 2=

LT
o ‘e,

:“!] ) "l‘
9) Deadly Interview Mistakes
34% 3 : 40% inappropriate Attire
".,‘f 29% Late for Interview
"""o 26% Lack of Preparation
21% 23% Poor Verbal Skills/Grammar
P
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4. 39 ABC Agtherafier Suell # Fuiarsor &1 H9aT IR=, Xvz SEEegey & ArGfET Ader W@
QS| TR 3¢ YA ST & PsFe H SAAbrRy o & 8, 3R 30a IR & o T =" §
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30. e &I W (Recall)

1. Rahul enjoys with his pet dog.
a. playing b. wring c. reading d. washing
2. The company goods to Vietnam.
a. buys b. exports c. falls d. goes
3. She said thatshewas ____in the proposal.
a. forgot b. interested C. wring d. gave
4. | was quite with his performance.
a. differed b. given c. wrote d. impressed
5. Pleasedonot __ onthe grass.
a. step b. feel c. cut d. see
6. Father cooks pasta every evening.
a. delicious b. painful ¢. wondering d. has ly
7. My brother __ to be an astronaut.
a. sees b. looks c. wants d. speaks

8. Maintaining tools in good condi on is

a. unnecessary b. essen al c. equal d. formal
9. Shou ng at the top of his , the man demanded admission.
a. voice b. mouth c. breath d. nose

10. Where have you been all these ?
a. while b. during c. days d. always
Listen to / Read the following passage on cars and answer the ques ons below.

Karl Benz invented the modern car in 1888 in Germany. Emile Roger worked for Benz in France. He made cars
in France. By 1900, many people were building cars in France and in the U.S. The first company to build only
cars was Panhard et Levassor in France. Panhard started in 1889. The Peugeot car company started in 1891 in
France. In the US, Frank and Charles Duryea started the Duryea Motor Wagon Company in 1893. It was the
first US car company. By 1902, Ransom E. Olds started the Olds Motor Vehicle Company. A year later, Henry
Ford started the Ford Motor company. It produced the Cadillac. All these early modern cars burned gasoline or
diesel fuel. Ford opened factories in France and Britain in 1911. Then, they opened a factory in Denmark in
1923. Later, they opened a factory in Germany in 1925. Ford was one of the first manufacturers to use an
assembly line. With an assembly line, factory workers could produce cars faster and safer than other produc
on systems. Most modern cars s Il burn gasoline or diesel fuel. These cars cause air pollu on. They get the air
dirty. Now many people are looking for cleaner cars. And, many car companies are looking for cleaner fuels.

1. Which company first built only cars?

a. Benz b. Ford c. Duryea d. Panhard
2. When did the Peugeot car company start?

a. 1888 b. 1889 c. 1890 d. 1891
3. What was the first U.S. car company?

a. Ford b. Olds c. Duryea d. Cadillac
4. The Ford Motor Company opened a...

a. factory in Denmark in 1911 b. factory in Germany in 1925

c. factory in Britain in 1929 d. factory in France in 1931
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5. Whose idea was the assembly line?
a. Charles Duryea’s b. Emile Roger’s c. Henry Ford’s
6. In which year did Ransom E. Olds start the Olds Motor Vehicle Company?
a. 1903 b. 1901 c. 1902

7. Produced means...

a. bought b. named c. made
8. Fuel is ...
a. a car produc on system b. what makes cars go c. the price of a car

9. Polluonin the airis ....
a. dirty air b clean air c. a kind of fuel
10. Most modern cars s Il use diesel and petrol.

True False

d. Karl Benz’s

d. 1904

d. sold

d. None of the above

d. a system of produc on
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Answer Key for English Literacy

A. Answer Key for English Literacy

Answers for ac vi es in the lessons are given here. Some ac vi es do not have a right or wrong answer and are
more to do with the trainees’ ability to use language fluently and confidently. Hence, answers for such ac vi es
are not given in this sec on. It is le to the discre on of the instructor to facilitate fluency and assess the trainee
based on the confident responses given.

1.1Can & I Will
. Spoken- b,c,f,g,i,k,l,0, Wri en-d,e,h,j,m,n
2. Word Building

1. b.nut c.needle d.tester e. plumber f.electrician g.mason h. carpenteri. tailor j.beau cian
k. fi er I. nurse

N

2. b.library  c. Central avenue d. Second street  e. Drugstore f.Store /bank/policesta on &
main street g. Restaurant / movie theater & central avenue h. Bank/police sta on & Main street
i. School & train
sta on j.Hospital / Church

3. ex nguish, climb, clean, pull, cut, push
ng, welding, plumbing,
. cu connec ng, install
. a. blue/ small b. round/brown/smooth c. many/shiny d. many/rough

4
5
6. Open, dirty, pretty, interested (no wrong answer as far as they describe the image)
7.a.he b.you c.it d.she e.we f.it g.she h.you
8. They, They, it, He, it, his, She
9. Naming word, Ac on word, pronoun, Describing word
10. Naming word — container, nitrogen, energy, liquids, vapour

Action word —fill, dropped, develop, hea ng, drew

Pronoun —it, we, us, he, they

Describing word — cylindrical, dry, pungent, ght, so

3. Naming Words

2. Answers given are only indica ve. It can include a lot more.

Place Names of things

Home fan tubelight refrigerator table cupboard

Classroom benches blackboard duster Chalk piece door

Library Books shelves Chair newspaper notebook

Bus stand Timekeeper bus shops luggage restrooms
room

Grocery Frozen food pulses Dry fruits cereals biscuits

Mobile shop Mobile phones SIM cards Chargers Headphones Memory Cards

Cinema theatre | Screen Speakers Air Condi oning |Popcorn Projector

3. Answers given are only indica ve. It can include a lot more.

LeZers Names Places Things Animals Birds

H Hyder Ali Hyderabad Hammer Hyena Humming bird
[\ Modi Mumbai Mango Monkey Macaw

S Steve Srinagar Screwdriver Snake Stork

P Peter Punjab Puncher Panther Parrot
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R Rahul Rajasthan Ring Rabbit Raven

K Karan Kolkata Kite Kangaroo Kingfisher

L Lokesh Ludhiana Lock Lion Lovebird

B Bruce Bengaluru Bolt Bull Brown Pelican

w Wade Wayanad Wrench Walrus Woodpecker

C Clint Chennai Cracker Cat Cuckoo

E Emily Ernakulam Ember eel eagle

5.
criekeocor rice cooker utctre cuyyer
fecofetreilf coffee filter eplere peeler
ximie mixie Iceris slicer
crmiovewa microwave rngidre grinder
frgreietroar refrigerator ndutonicitvoes induc on stove
ednbelr blender taewruprifeir water purifier
uiejcr juicer msteare steamer
rokamer roti maker leec rcetlkte electric kettle

6.a. cutting plier b. screw driver c.spanner d. tester e.torch

7.b. unit of weight / to beat c. a band on a finger / something circular in shape d. correct / direc on
opposite of le  e. a genre of music / a stone f.to have go enup/aflower g.aseason/ coiled
metal h.flat piece of wood / to get into a vehicle, plane or ship i. gentle / offer of money
j.to grow red/ a part of a wheel k. in good health / a source for water in the ground

8. b. bat—a small mammal/a wooden equipment used to play cricket
b. bright— smart/presence of light

circular—in the shape of a circle/ a no ce

. current—in the present moment/ electricity

express— to say or show one’s feeling/fast

fair— lighter in complexion/honest

kind—type of / being considerate and helpful

> m S 0o o O

. lie— not true/ stay flat on ground
i. match- suit something / a game
j. mean- being unkind / average

9. umbrella, children, raincoats, bags, water, cat, postbox, car, book, cap, tree, leaves, drain, boots,
windows, door, road, pavement, puddles
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4. Naming Words - Singular and Plural

5.
E K W M N) (c\
N U Y Q S 0 D
0:% X D P | E
W <G < T < T _><_S > P X M S Vv
T S S > TSl >
G 0@@0 G K A N |
D 4}’0’ | L E C
v <A S Q C P E
R Y Q B Z L A G | S S)
W E ®R 0 L D L L T U R
T [ U C R [ C S P S B
U G X K B L N C P K D Y
(c 0 M P 0 N E N T) J R |

6. singular, plural

7. clutches, bananas, classes, machines, teams, brushes, roses, apparatuses

5. Action Words

1. weld, repair, plant, dance, service, s tch, teach, sow, flow, drive, fly, build, jog, fall, burn, li , calculate,
play, install, skate

L u 1 [T] R
N\

M1 (L] B

Elu 1]

Al 1 Y D
N s| .y P

G ,UQNL

p RA E C

0 0 DA

11 A BN wo[s| T
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R K E A B K IRl o Yy z p G b p
L J u a S V R D R L N A &/ ¥
€ c R _E 1 P R M E T I E L E Q
P J C A K O B T K A J F M X s

w

. a. operates b.gave c.is d.has e.appreciated f.delivered g.drove h. barked
i.found j.is k.is |. worked

4. fix, connect, s tch, remove, repair, paint, hit, cut, smoothen, sharpen, walk, build, install, fasten,
mix (Answers given are only indica ve. It can include a lot more.)

Ul

.a.is b.help c.is d.assists e.do f.looks g.are h.are i.has j.is

[e)]

. a.repair b.install c.are d.work e.is f.cuts g.apply h.recruits i.erects j.isk.are
l.is m. blows n.grows o.complained

~N

.a.asked b.repaired c.fixed d.follow e.are f.is g.wear h.are i.ensure j.try

0o

. comes, looks, likes, asks, tells, asks, shows, are, are, requests, asks, informs, is, gives, asks, gives.
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6. Action Words — Tenses
1. loaded, came, fi ed, soldered, kept, hunted, cut

2. l.inspect 2.spoke 3. connected 4. shut 5. hit 6. supplied 7.insulated 8. apply 9.gave 10. Made
3. a. lam installing Windows 10 in my Laptop. b. Jothi is installing an app in her mobile.

c. They are installing a virus in all the computers. n‘w ng new so ware in my laptop yesterday.

e. They Were installing firefox in the office systems.

4. He is twis ng the old bulb in the a clockwise direc on.
He is removing the bulb from the socket.
He is pushing the new bulb gently into the socket.

He is turning the bulb in the clockwise direc on.

He is switching the power on.

He is disposing the old bulb.

5. He was twis ng the old bulb in the an clockwise direc on.
He was removing the bulb from the socket.

He was pushing the new bulb gently into the socket.

He was turning the bulb in the clockwise direc on.

He was switching the power on.

He was disposing the old bulb.

8. Describing Words

1. a. reflec ve jacket b. wet floor c. sharp tools d. safety signs e. electrical shock
2. a. He put the small plug in the socket. b. He is ghtening the screw with a small screwdriver.
c. The round rings are on the pink cloth. d. The plumber has fixed the blue pumps.

e. Wires of many colours are seen in the picture. f. The young man was walking on the broken pavement.
3. The man in the picture is wearing a yellow reflec ve jacket.

He is wearing green shoes.

His hands are protected with green gloves.

His head is protected from injury with a hard

hat. He is wearing a yellow reflec ve jacket.

His safety shoes are red in colour.

His ears are protected with the help of ear protec on equipment.

His hands are protected with gloves.
He is wearing nose mask for nose protec on. He
eyes are protected by the goggles he wears. The
hard hat protects his head from injury.

6. bright xdark  coldxhot correct xincorrect right xwrong  clean x dirty slow x fast wet x dry
before x after hard x so healthy x sick  loud x quiet curly x straight newxold  youngxold
open xshut  smooth x prickly sweet x sour.
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9. Describing Objects, Surroundings and Processes

1. a.is made, used
b. three, square, round, used, third, for, used, made.

2. Fill in the columns with the details of the given objects. (Answers given are only indica ve. It can include a
lot more.)

Object Shape Size Colour Material Use

Doughnut round small brown maida snack

TV rectangle | various black screen silicon watch programs

Mud pot round both big or small [brown clay store water, cook

Bed rectangle big brown wood or metal sleeping

Water bottle cylindrical | small various plas c metal carry water

Tool box cuboid small different plas c, metal store tools
colours fibre

Speed square triangle small no colour plas ¢ draw lines

water heater cylindrical | big different ceramic heat water
colours

Hammer cylindrical |small metallic iron and wood hit nails

Washing machine | cuboid big metallic plas c, metal wash clothes

Microwave oven | cuboid big white/black metal, glass cook

Induc on stove square medium black metal, glass cook

Needle cylindrical |small metallic metal sew

bobbin cylindrical | small metallic metal wind thread

Trainees can frame suitable sentences using the above words and other linking words.

4 an electrician/service mechanic, airport/warehouse, consists, many, airport, there are, bank, There,
is, warehouse, near
Trainees can complete the sentences with suitable items using the picture.

6 Trainees can frame suitable sentences using the given picture clues and other linking words.

female moth, eggs, larva, Next the caterpillars come out, mulberry, the caterpillars, cocoon, the caterpillar,
pupa, finally.

8 First, take a blending jar or a juice jar. Then, put the apple slices into the jar. Next, add some ice cubes and
sugar. A er that, pour boiled chilled milk into it. Finally, close the lid and blend it well for 2-3 minutes. Now,
pour it into serving glasses.

10. Pronouns

1. I'know her.
| know him.
Vimal sold it.
It is on her face.
Kishore has it.
Treat others the way you want to be
treated. They are all one family.
They / We work together happily.

They had a teacher. He was Mr. Karim.
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N u A

a. This is a spanner. b. These are spanners. c. Thisis a screwdriver. d. These are screwdrivers.
| know Ramesh. Ramesh knows me. We

know Ramesh. Ramesh knows us. You

know Ramesh. Ramesh knows you. He

knows Ramesh. Ramesh knows him. She

knows Ramesh. Ramesh knows her. They

know Ramesh. Ramesh knows them.

a. Yes, itis his. b. They are theirs. c. No, itisn’t theirs. d. They are ours. e. Yes, it is his.

b. his. C. mine. d.my e.mine f.mine g.theirs h. yoursi. his
they, They, They, They, It, them, She, She, She, She, It, She, She her, her

11. Introduction to Punctuation

capital letter, period/fullstop, ques on mark, comma
bl CI dl ilj

Do you know what happened in the mee ng yesterday? All the workers were called for a mee ng. The chief
engineer Ramesh convened the mee ng. He spoke about the safety measures that have to be taken in the
factory. The employees gave their sugges ons to improve safety in the company. The chief engineer stated
the problems, analysed them, heard employee’s sugges ons and gave recommenda ons. He also distributed
goggles, masks, gloves and shoes to the workers. Will you come for the next mee ng? It is on August 29,
2019.

a-. b-. c-. d-? e-? f-. g-? h-? i-? j-.

a-? b-. c-. d-? e-. f-? g-? h-? i-. j-?

a-. b-?c-. d-? e-? f-. g-? h-? i-. j-.

a. | bought apples, mangoes, and grapes from the shop.

b. The box is full of nuts, bolts, screws and nails.

c. She has pens, papers, manuals and a few tools.

d. The job got over on June 16, 2019.

e. Welders, plumbers, fi ers and engineers were called for a mee ng.
f. The company will work on 6th, 7th, 11th and 12th of this month.
g. The exam is on December 7, 2019.

i. There are ten days left for the conference.

j. Keep away from acids, gas, cylinders and fire.

k. They are offering training on embroidery skills.

a. When is it safe to remove or replace fuse?

b. What is the use of a micrometer?

. What will happen when kerosene comes into contact with fire?

. The company has opened its branch offices in Mumbai, Kolkata, Bangalore and Shimla.
. Remove fuse grips while working on dead circuits.

. Turn an adjustable wrench toward the movable jaw.

. Don’t you have shoes to wear in the workshop?

> m - o o O

. The training was conducted on February 24, 2019 in Delhi.

i. The chest has cutting pliers, screwdrivers, drilling machine, hammer and nails in it.
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12. Kinds of Sentences-Introduction
3. b.Impera ve c.Interrogave d. Interroga ve e. Exclamatory
4. a. wrong, Imperative b. wrong, Interroga ve c. correct d.wrong, Declara ve e. wrong, Impera ve

5.a.lmpera ve b.Interrogave c.Declara ve d.Declara ve e.Imperave f.Interrogave g.Declarave
h. Impera ve i. Exclamatory j. Interroga ve

6. a. Use only correct capacity fuses in the circuit.
b. We don’t know how to manage our machines.
c. What kind of a machine is this?
d. Is it important to know how to switch off a circuit?
e. Make sure all plugs are correctly wired.
7. a. Where b. How c. What d. Why e. Which

13. Practce in Framing Sentences

1 a. Ispeak English.
b. We received the parcel.
c. Welder uses welding gun.
d. love homemade food.
e. | finished the work.
2 a. Peter worked in BHEL as supervisor.
b. We wish you happy new year.
c. The Principal gave the medal.
d. They want money immediately.

e. | met Sam at the theatre yesterday.

Naming word Ac on Word (Verb) addi onal informa on
Peter in BHEL as supervisor
We you a happy new year
They money immediately
[ at the theatre yesterday
Sam
3 Call him.
Try it.
Be quiet.
Watch out.

Standup straight.
Don’t move.
Be careful, don't trip.
Somebody answers the phone.
Don’t drive after drinking.
Cut the onions into small pieces.
4 Trainees can frame as many sentences as possible.

5 Trainees can frame as many sentences as possible.
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15.Greetings and Self-Introductoon

1.

Expressions Formal / informal Used to greet ... Response

Hi, how are you? Informal Friends Hi, am good.
Good morning. Formal Boss, elders, teachers Good morning
Hello! Informal Friends Hi/hello

How have you been? Informal Friends good

How are things? Formal Colleagues good

How do you do? Formal / Informal Friends / Colleagues good
2.

" Cr )

RS
Hi, how’s life? v
How are you? v v
Good evening, Jerry. v
Hey, come and join us. w4
| am Sa sh from Ranchi. v
Hello, this is Janaki from Nagpur. v
Hey, it's long me since we met. ¥
My name is Ranjith. v

1. b.Q ccR d.Q e.Q f.R g.Q
2.

16. Asking and Responding to Questions

h.Q i.R

j-R k.R

Responses

~
>

Yes, he is.

No, we are not.

Not possible.

She hasn’t come.

| won’t.

You can.

| don’t know.

Yes, | am.

No, heisnot afi er.

Never.

Good!

None.

Of course.

Sure.

<] AIX | a|X|IX|A|X]A|IXIX[X|X<]|a ]|

She hasn’t.

X
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4.,
Are you safe? Yes, | am.
Are you an engineer? Yes, | am./No, | am not.
Can you check the fuse? No, | can’t. /Yes, | can.
Do you know how to use a No, | don’t. /Yes, | know.

Vernier Caliper?

Can you measure the height of | Yes, I can. /No, | can’t.
an object?

Does your friend know No, he doesn’t. Yes, he knows.
swimming?

Did you read the newspaper? No, he didn’t. Yes, he read.

Can you ride bikes? Yes, | can. /No, | can’t.
Did you pay the examina on Yes, | paid. /No, | didn’t.
fee?

Will you attend the training in Yes, | will. /No, | won’t.
yourins tute?

Have you finished? Yes, | have. /No, | haven’t.

5. b. Who is the plumber?
c. When is the training?
d. Where is the training?
e. How many spanners do you need?
f. What do you want?
g. Why do you want the cu ng plier now?
6. A.a. By Walk. b. Blue. c. Excellent! d. Bus broken down. e. In 2021. f. It’s on the first floor. B. a. He
is a fi er. b. It wasn’t. c. No, never. d. None. e. Not sure. f. Mumbai.
7 A:Hil How are you?
B: I'm fine. How about you?
A: Is it raining?
:Yes, it is.
: Then, take the umbrella.
: Do you want to read the manual?
:Yes, | want to.
: Can you fix the pipe?
:Yes, | can.
: Where is your ITI?
: My [Tl is near the park.
: When does your class start?
: It starts at 09:00 a.m.
: Do you have the lunch break?
: Yes, it is from 01:00 p.m. to 02:00 p.m.

@ > W P> W > W > ® > > W
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17. Sharing Information with Others

All answers are open and fluency and use of appropriate words may be noted by the instructors.
19. Formal and Informal Communication
l.a.iii  b.iii  c.ii d.iii  e.ii, iii
2. Formal — Thank you, sir! With reference to your mail ...; | wish to bring to your kind no ce ...; You are
requested to complete the given assignment by Monday.; | look forward to ...; Let me congratulate

youon ...
Informal — What’s up? Listen, | wanted to tell you something.; No Problem.; Guess what?

20. Speak and Share Informatoon about the Workplace
1. b. Desktop publisher-DTP center c. Plumber-Buildings/Plumbing unit d. Fi er- Machine Workshop
e. Customer representa ve-front office

2.Cut or drill holes in walls or floors to accommodate the passage of pipes. And also measure, cut, thread
and assemble new pipe, placing the assembled pipe in hangers or other supports.

difficult
A customer representa ve
Definitely

A customer representa ve has to interact with customers in order to provide informa on about
products and services, to take orders or cancel accounts, or to obtain details of complaints.

Is it that difficult?

people with different cultural backgrounds.

different

various

2,3,4,5,6,7,8,9 — Trainees can frame appropriate sentences and speak or write as directed in the ac vity.

2.
A B

What do you see in the first picture? | think in the first picture, friends walk off because they are
unhappy or have disagreed on something.

Don’t you think it’s a negative attitude? Definitely! We should avoid such behaviours in discussions.

What do you see in the second picture? The second one is posi ve. The lady listens carefully to the
speaker.

How do you say that she’s listening? She maintains a good eye contact. It is an essen al skill
required in discussions.

Correct, but if you don't listen...? You may lose the track of discussion. You will not be able to
speak sensibly.

Exactly! What about the next picture? The third one looks like an argument. Their body language
seems to be aggressive.

Won’t impolite behaviour affect discussions? | Yes, it will. They should sort out their differences to have a
healthy discussion.

21. Discussions on Current Happenings
3. The details about MUDRA loan are given for reference.

4.Trainees can frame appropriate sentences and speak and write as directed in the ac vity. Details given in
the tabular column on hydraulics and pneuma cs may be used.

5.Trainees can frame appropriate sentences and role play as directed in the ac vity.
6.Using the informa on given in the ac vity, trainees can engage in discussion.

7.Using the informa on given in the ac vity, trainees can engage in discussion.

8.Using the informa on given in the ac vity, trainees can engage in discussion.
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22. Telephone Skills
1. telephone, caller, receiver, telephone

2. dial, disconnect, on hold, engaged

3.
Sl. No. GreeOng Iden©fying Self Purpose of Call
a. Hello! My name is Ramesh. | would like to speak to
Anju, please.
b. Good afternoon! This is Shanthi. May | speak to Ar?
C. Hi! I’'m Ajith. Is Anu at home?
Hello! My name is Rajesh and | would like to speak
I’'m calling from HSBC. to Mr. Chetan from the
marke ng division.
e. Good morning! | am calling from Harsha |Could you connect me to
Trading Company. your accountant?
f. Good evening! Rakesh Sharma here. | would like to speak to
Ms. Rekha.

4. Good Morning, Sir.
I’'m X calling from Room 34.
I’'m calling to report about the leaking tap in my room.
Can you please come and fix it immediately because water is being
wasted? Thank you, Sir.
See you soon.
5. Good afternoon, Sir.
I’'m X calling from the ITI Workshop.
There’s no power in our building here for the past 30 minutes.
Can you please check the problem because all the other buildings here have
power? Thank you, Sir.
See you soon.
6. Hello, Sir.
I’'m X calling from AB Construc on at Guindy site.
I’'m calling to request you to erect scaffolds for working at heights
here. Can you please come and install the scaffolds by tomorrow?
Thank you, Sir.
See you soon.
7. Hello, Sir.
I’'m X calling from AB Garment unit. Is this Quick
Cargos? s ....... ready?
Can you please transport them to the client by this
evening? Thank you, Sir.
See you soon.

8. The statements 4,7,8,9,12 are correct.
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9. Correct statements are

Dos for Caller Always SomeOmes Never
Give your name v

Give a gree ng v

Give your telephone v

number

Say why you are calling |

Give your address v

Give the name of your v
company

Explain your rela onship v
to the person you are
calling

10. Answer with ‘Hello’.
Answer with your
number. Answer with
your name.
Answer with the name of your company.

Answer with the name of your department.
23 Telephone Skills — Role Plays

1. a. Would you mind speaking louder?
a. | am, sorry. He/She is not available now.
b. Just a moment please. Let me get ready to take notes.
c. Could you please tell me your name and where you are calling from?
d.Could you repeat what you just said, please?
e. Would you like to leave a message?
f. | am afraid that the person you want is in a mee ng now.
2. a.The person is on another call. - I'm afraid he/ she is busy at the moment.

a. The person is on leave. - I'm sorry he/ she is not available.
b. The person is busy at the moment. - I’'m afraid he/ she is busy at the moment.

c. The person is not in his seat. -I'm afraid he/ she is away/ not in at the moment/ in a mee ng.

d. The person is in a mee ng and will be free at 4 -I'm afraid he/ she is away/ not in at the moment/ in a
mee ng.

e. The person is available. - I'll put you through. Hold the line, please.
3. hold, May, hold, who, calling, louder, transfer, sec on

7. Hello, this is Seema. - I'm calling from ICF. Good morning ma’m. - Is this PT industries? Check the company
name. - Repeat the company name. Yes, you are right - May | speak to Ms. Durgadevi Introduce yourself and
ask for someone. -Respond and check B’s name. Of course, It's Ms. Durgadevi you want to speak to, right? -
Yes, please tell her I'm Seema from ICF - Clarify who you are. Ask B to wait. Please wait while | connect her.
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24. Let’s Read
1.aaN b.N cN d.NeN fA g- h. N i.LN j.N kkN ILA m.N n.N o.Np.N
2.b.Box c.French d.carpenter e.cycle f.start g.paper h.shirt i.bank j.engine k. forkli
[. ball m.bake n.cookery o.book

3.a.empty  b.fast c.order  d. warning bell e.warning f.  walker g. safe h. attractive
i. building for storing goods j. path

4. a. true b. false c.no d. blue e.no f. green and yellow

5. a. iii b.i c. i d.i e. iii f.i

6. A. a. proper b.sharp  c.yes d. no e.unsafe f.true
B. a. manually b.yes c.danger d.unsafe e.good f. do not
C.a.no b. no c.yes d. no e.no f. yes

7 a.Thereis fire in the factory. Entry is restricted.
i. He played football regularly. He won the match.
j. The pipe was repaired. Water problem is solved.

k. She reads books and visits places. She is knowledgeable.

The instructor started to talk. The trainees listened.

a. The surveyor measured the land. Plo ng of land was done.

b. The small object has to be measured. She brought the micrometer.

c. The car broke down. The Mechanic arrived.

d. The steel gate is broken. The welder is called.

e. He used the file on metals. The surface became smooth.
8. First, then, next

26. Writting Simple Sentences

1. She gave the book. He gave an apple. She eats an apple. They are

coming. (Answers given are only indica ve. It can include a lot more.)

2. Gita is pain ng a plant. Guru is ea ng biscuit. Sheela is li ing the chair. Deepak is listening to a song. Mac is
crawling on the floor. Rita is sleeping on the bed. Mukesh is singing a song.

(Answers given are only indica ve. It can include a lot more.)

3. Gita was pain ng a plant. Guru was ea ng biscuit. Sheela was litting the chair. Deepak was listening to a song.
Mac was crawling on the floor. Rita was sleeping on the bed. Mukesh was singing a song.

(Answers given are only indica ve. It can include a lot more.)

4. There are screws next to the nut. There is a screwdriver above the bradawl. There is a wrench next to the
screws. The bradawl is between the nails and the handsaw.

(Answers given are only indica ve. It can include a lot more.)

5. The pair of scissors has a blue handle. The bucket contains yellow paint. The colour of the n is grey. The
pencil is colourful. There is a white towel.

(Answers given are only indica ve. It can include a lot more.)
6. What is the colour of the pair of scissors’ handles? What is the colour of the paint in the n?
(Answers given are only indica ve. It can include a lot more.)

7. Come to help me tomorrow. Write this sentence in 30 seconds. Walk fast to catch the train. Close the door
now. Can you say the name of this place please?

(Answers given are only indica ve. It can include a lot more.)
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8. a. Rearrange
a. The dogs run very fast.
b.She came late to class.
c. The lorry driver was caught.
d. The children were playing with ball.
f. The aircra is taking off.
g. The police were searching for the thief.
h. The woman was speaking to the Principal.
i. Many butterflies are flying in the garden.
j- The old man was reading the newspaper.
27. Speaking
1.My name is Shankar.
My name is spelt as S-H-A-N-K-A-R.
| am from Delhi.
My contact number is 99999 99999.
My house is situated near the government school.
Yes, | shall come.
(Answers given are only indica ve. It can include a lot more.)
2.How do you get to work? — Normally | drive.
How long is the drive? — About 40 minutes.
Do | need to wear a e? — You’re supposed to, but not everyone does.
Why are you late? — | got struck in the traffic.
Where is your car? — It’s been repaired.
3.Expressing Opinion: In my opinion, to my mind, | think, | am sorry to say
Agreeing: | completely agree, you are right
Disagreeing: | totally disagree, | don’t agree
4.a. | finish my homework. | brush my teeth.
b. I try to do well in studies, in maintaining good rela onships, in helping others.
c. | take others’ pieces of advice seriously. | seriously take medicines when | am sick.
d. I do not fear to face the crowd. It is so difficult to stay awake in the class.
e. | volunteer to lead the team. | take chance to meet new people.
f. 1 go early to sta ons to catch the bus. | go early to exam halls.

(Answers given are only indica ve. It can include a lot more.)

Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur




Answer Key for English Literacy

5. a.lhate walking long distances.

b.l am worried about my mother who is sick.

c. | hope to be a better trainee next year.

d.The last me | helped my friend was during the Annual exam.

e. My parents don’t allow me to waste money.

f. Last year | promised to visit my cousin at her home and then | forgot.
g. Reading books is the best thing | do now which | wasn’t doing before.
h. My parents ask me to help them in shopping.
(Answers given are only indica ve. It can include a lot more.)

6. Discuss the following

| seriously believe that the reason for Rahul’s absence is because he is sick. | remember him feeling so
weak yesterday during football game. | hope he has been taken to the hospital for treatment. | pray that
he will be back soon to the college.

(Answers given are only indica ve. It can include a lot more.)

28. Listening
1.d
2. 1c 2-a 3
3.a.F b. F c.F d.F e.T f.T g T h. T i T j.T k. T I.T m. T
4. a. F b. F c.T d.F e.T f.F g T h. T i T

29. Productive Use of Skills

1.a. Lalpur b.IGNOU c.Rs. 4025 d. Rs. 25 e. State Bank of India f. 30.09.2016

2.a.239658 b. 30. Apr2013 c. Mr. Ramesh Sharma d. HDFC Bank e.JP Nagar f.30Apr 2013 g. 126985
3.a.wood b. pulping c.pulp d.pulp, paper

4. Meaningful sentences may be written/given based on the infographic given in the ac vity.

5. Meaningful sentences conveying the process of the produc on of tea may be wri en using the two infographics
inthe ac vity.

6. Using the infographic and expressions trainees may engage in expressing their views.
7. Using the clues given, trainees may engage in giving tips on interviews.

8. Introduce your company to Mr. Ramesh using expressions you have learnt so far.
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