
 

रोजगार कौशल 

Employability Skills 

सभी टे्रड्स के लिए 

Common for all trades 

अंगे्रजी कौशि 
ENGLISH SKILLS 

 

अनुदेशात्मक 

माध्यम संस्थान, चने्नई 

पोस्ट बॉक्स नं. 3142, CT| कैम्पस, ग डंी, चेन्नई – 600032 

  



 

     
         

 
     

 
  

    

    

कृ.    विषय पषृ्ठ सं. 
    

 
1   रोजगार कौशलः पररचय व अभ्यास 

1  

2 गु्रप में सीखें  4  

3 खुद को जानें  6  

4 नौतिकिा और मूल्य (वैल्यूज) 9  

5 सामाजजक शशष्टाचार 14  

6 रोल मॉडशलगं  18  
      

      
       

      

      

      

    

    

    

       

         

v

विषय तालिका 

   अंगे्रजी कौशि 

iv 

रोजगार कौशल 

    1 मैं कर सकिा हूूँ और मैं करूँ गा (I Can and I Will) 21 

    2 शब्द तनमााण (Word Building) 27 

    3 अशिधान शब्द (Naming Words) 32 

    4 अशिधान शब्द – एकवचन और बहुवचन (Naming Words - Singular and Plural)  37 

    5 क्रियाथाक शब्द (Action Words) 43 

    6 क्रियाथाक शब्द – काल (Action Words – Tenses) 48 

    7 खुद को परखें (Recall) 54 

    8 शब्दों का वणान (Describing Words) 58 

    9 वस्िुओं का वणान पररवेश और प्रक्रियों 
(Describing Objects, Surroundings and Processes) 

63 

    10 सवानाम (Pronouns) 70 

    11 ववराम चचन्ह का पररचय (Introduction to Punctuation) 75 

    12 वाक्यों के प्रकार - पररचय (Kinds of Sentences - Introduction) 80 

    13 वाक्यों को लेखने में अभ्यास करना (Practice in Framing Sentences) 85 

    14 खुद को परखें (Recall) 89 

    15 अशिनंदन और पररचय (Greetings and Self-Introduction) 93 

    16 प्रश्नों को पूछना और जवाब देना (Asking and Responding to Questions) 98 

    17 दसूरों के साथ जानकारी साझा करना (Sharing Information with Others)  105 

    18 खुद को परखें (Recall) 113 

    19 औपचाररक और अनौपचाररक संचार (Formal and Informal Communication) 115 

    20 
कायास्थल के बारे बोलना और जानकारी साझा करना 
(Speak and Share Information about Workplace) 

121 

    21 चालू संिवों के बारे चचाा (Discussions on Current Happenings) 127 

    22 टेशलफोन कौशल (Telephone Skills) 135 

    23 टेशलफोन कौशल – िूशमका तनिाना (Telephone Skills – Role Plays) 141 

    24 पढ़ने के शलए (Let's Read) 146 

    25 खुद को परखें (Recall) 151 

    26 सरल वाक्यों शलखना (Writing Simple Sentences) 155 

    27 बािचीि करना (Speaking) 158 

    28 ध्यान देना (Listening) 164 

    29 कौशल का उत्पादक उपयोग (Productive Use of Skills) 168 

    30 खुद को परखें (Recall) 175 

 



 अंगे्रजी साक्षरिा 
 
 
 
 
 

 

1.  मैं कर सकिा हूूँ और करूँ गा (I Can and I Will) 
 
 
 

 

इस पाठ के अंि में हम तनम्न उद्देश्य पूरे करेंगे  

• याद करेंगे की हमने बचपन से कैसे 'अपनी िाषा पर महारि हाशसल की थी  

• समझेंगे की अंग्रेजी सीखने का क्या महत्व और इस प्रक्रिया में क्या कटठनाइयाूँ आने वाली हैं  

• अंग्रेजी सीखने का आत्म ववश्वास जगायेंगे। 
 
 
 

 

अंग्रेजी बोलने की क्षमिा अत्यंि महत्वपूणा है । 
इस पाठ में हम अंग्रजेी सीखने की प्रक्रिया को आसान करने के कुछ मजेदार िरीके जानेंगे । आपने देखा होगा की 
बच्चे बडी सहजिा से घर में बोली जाने वाले िाषा को सीख जाि ेहैं – एक या दोसालों में ही वो बहुि से शब्द या 
दकर लेिे है और व्याकरण पर महारि हाशसल करले िे हैं? िला कैसे? उनकी सफलिा का रहस्य है – तनडर और 
तनरंिर अभ्यास । हम िी अंग्रेजी सीखने के शलए यही रास्िा अपनाएंगे । कमर कस लीजजये और हो जाइये िैयार 

 
 
 

मैं क्या जानिा/जानिी हूूँ?           मैं क्या जानना चाहिा  /चाहिी हूूँ ?                   आज मैंने क्या सीखा? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

They Give 
    

     

 You Posi ve    
 

100%  

Feedback 
   

     

     

 
 

 
They 

   

          

          

Respect              
     

 
       

Your          
             

Contribu on              
             

        0%      
          

Know nothing 

   

             
          

            Expert 
             
 

   
       

( Knowledge in field ) 

  
 

Results 
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Listened to how parents and elders spoke.  
Listened to stories. 

Learnt while playing with friends in 

childhood. It was spoken in the area where 

we lived in my childhood. 

Heard elders use and tried to imitate them. 

Watched TV and movies. 
 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 
--------------------------------------------------------------------------------------------------------------------------------------------------------- -------- 
 
----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

2. इस टेबल में टदए गए चचत्रों को देखखये । कुछ चचत्र 'शलखखि 'Communication' को दशाािे हैं, और कुछ 'मौखखक 

की और सकेंि करिे हैं । आपको इन चचत्रों को मौखखक और शलखखि' शे्रखणयों में बाूँटना है । एक उदाहरण आपके 
शलए कर टदया गया है । 

 

a. b. c. 
 
 
 
 

 

d. e. f. 
 
 
 
 

 

g. h. i. 
 
 
 
 

 

j. k. l. 
 
 
 
 
 

 

m. n. o. 
 
 
 
 

 

Spoken form Wri  en form 

  

a, _______________________________ __________________________ 

_________________________________ __________________________ 

_________________________________ __________________________ 
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1. क्या आप को याद है क्रक आपने बचपन में अपनी 
िाषा बोलना कैसे सीखा था? क्लास के अन्य शमत्रों 
के साथ – अपना अनुिव बांटटये | बाक्स में आपके 
शलए कुछ 'id में' हैं 
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3.क्या आप अंगे्रजी बोलना चाहि ेहैं? क्या है जो आपको अंगे्रजी बोलने से रोकिा है? नीच ेकुछ problems दी हुई हैं - 
उन problems को चुनें जो आपको अंगे्रजी बोलने से रोकिी हैं ! इस activity जल के साथ - हम अंगे्रजी का अभ्यास िी 
आरम्ि कर रहे हैं। अंगे्रजी की सिी activities हम अंगे्रजी में hi करेंगे। यटद आपको कोई शब्द न समझेिा ES अध्यापक 
से पूछे। 

 

Shyness Fear Lack of confidence Lack of vocabulary 
 
 
 

 

________________ ________________ ________________ ________________ 

________________ ________________ ________________ ________________ 

________________ ________________ ________________ ________________ 
        

Fear of being made fun of English is difficult Fear of making mistakes Lack of mo va on 

________________ ________________ ________________ ________________ 

________________ ________________ ________________ ________________ 

________________ ________________ ________________ ________________ 
      

अपने पररणाम रखें। हम अगली गतिववचध के बाद उनके पास वापस आएंगे। 
   

   

     
       

 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  
        

        

एक आशा है क्रक आप सिी ने दी गई सूची में स ेकम से कम िीन वस्िुओं पर टटक क्रकया होगा। 
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4. याद कीजजये क्रक वपछले िीन सालों में आपने कौन सी नयी skill से सीखी है। नीचे दी गयी सूची में सेवा Skills चुनें  
जो आपने वपछले िीन साल में सीखीं हैं। 
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5. अब सोचचए की नयी skills को सीखने क्या कारण क्या था? इस सूची में सेवा कारण चुनें जो आपके शलए उपयकु्ि 
 

  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.? 
 
 
 

 

एक बार की बाि है एक बहुि ववद्वान पडंडि, अकबर के दरबार में पहंुच।े उन्होंन ेशहंशाह और उसके दरबाररयों को 
बिाया, 'मैं बहुि सी िाषाएूँ जानिा हूूँ। और सचमें, पडंडि बहुि सी िाषाएूँ तनपुणिा के साथ बोल रहे थ।े उन्होंन ेदरबार 
में सिी को चनुौिी दी, 'मेरी माि ृिाषाा का अदंाजा लगाना नामुमक्रकन है। बीरबल न ेये चुनौिी मंजूर की !  

उस राि, बीरबल ऐसे समय पर पडंडि के घर गए, जब पडंडि गहरी नीदं में थे। उन्होंन ेपडंडि के कान में धीरे से एक 
पंख डाला | पडंडि चचल्लाकर, उठपडे। आश्चया और िय में तनकले शब्द, उनकी माि ृिाषा के थ े!  

अगले टदन, जब पडंडि दरबार में आये, िब बीरबल ने बिाया क्रक पडंडि की माििृाषा – िेलुगु थी। पडंडि ने यह बाि 
स्वीकार की।  

बीरबल ने दरबाररयों और अकबर को बिाया, 'जब लोग मुजश्कल में होिे हैं, िब हमेशा अपनी माि ृिाषा ही बोलि ेहैं। 
'इस कहानी से हमें सीख शमलिी है क्रक माि ृिाषा का क्या महत्व होिा है। इससे यह िी सीख शमलिी है क्रक प्रयास 
और यजुक्ि की मदद से हम कोई िी लक्ष्य पा सकिे है।  

6. चशलए, अब लौटि ेहैं उन चुनौतियों पर जो हमें अंगे्रजी बोलन ेसे रोकिी हैं। अपन ेशमत्रों और अध्यापक की मदद 

से हर चनुौिी का हल शलखखए। हल एक से अचधक िी हो सकि ेहैं। पहला हल, उदाहरण के िौर पर आपके शलए 
क्रकया जा चुका है। 

 

 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. 

   
 

 
 

25 

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



 अंगे्रजी साक्षरिा 
 
 
 
 
 
 
 

 

7. अब बारी है इन हलों को अपने जीवन में उिारन ेकी! चशलए खुद कुछ लक्ष्य देिे हैं। सोचचए की इन हलों की 
मदद से आप एक हफ्िे', 'महीने और साल में िाषा को सीखने केशलए क्या-क्या प्रयास करेंगे। जैसे की, हर हफ्िे – 
4 newspaper पढ़ना ogj महीने - 3 अंगे्रजी क्रफल्में देखना। 

 

One week One month One year 
 
 

1  
Year  
Goal 

 

1  
Month Goal 

 

1  
Week Goal 

 

 

Your Daily Habits 
 

 

8. अपन ेcareer और जीवन में आपको कब-कब अंगे्रजी बोलने की आवश्यकिा पडेगी। 
 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 
 
 

 

क्या आपको लगिा है - जैस-ेजैसे आप अंगे्रजी के नए शब्द सीखेंगे 
वैस-ेवैसे आपका आत्मववश्वास बढे़गा?

 

 
MAKE 

SET PLAN  
GOAL 

 
REACH 

STICK GOAL 

GET TO TO IT 

WORK 

 
 
 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा प्रश्न का उत्तर शलखें। 
 
 

 

• अंगे्रजी सीखना उिना ही सहज हो सकिा है, जजिना की आपके शलए अपनी मूल बोली बोलना सीखना था।  

• अंगे्रजी सीखन ेमें आने वाली बाधाओं को पार क्रकया जा सकिा है।  

• ववशेष सन्दिो में अंगे्रजी के आम उपयोग को आसानी से सीखा जा सकिा है। 
 
 

घर और आईटीआई में नजर आने वाली आम वस्िुओं के नामों की लंबी सी सूची बनाइये - ध्यान रहे की सिी नाम 
आपको अंगे्रजी में ही शलखन ेहै। 

 
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 
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2. शब्द तनमााण (Word Building) 
 
 
 
 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे :  

• शब्दों की ववशिन्न शे्रखणयों को समझेंगे  

• जानेंगे naming, action और describing शब्दों को  

• शब्दों को उनके उपयोग के अनसुार पहचानेंगे 

 
 
 

 

 
 
 
 
 
 
 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?                मैं क्या जानना चाहिा/चाहिी हूूँ?                   आज मैंने क्या सीखा? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

a. Naming words name – 

Dinesh, Devi place – 

Chennai, Mumbai thing – 

nut, screw 

 
idea – electricity, heat 

 
b. Ac on words 

solder – soldered 

clean – cleaned 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Dinesh Dinesh is a supervisor. 

Devi Devi is a company secretary. 
  

CuƩack CuƩack is in the eastern region. 

Indore Indore is an industrial city. 
  

nut Thread the nut and the bolt. 

screw Tighten the screw. 
  

electricity Electricity is necessary for running a machine. 

heat Heat is a form of energy. 
  

  

solder Solder the rods properly. 

soldered Mani has soldered the wires to the circuit board. 

  

clean Clean the shopfloor regularly. 

cleaned They have cleaned the junc on box. 
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अंगे्रजी शब्दों की कुछ आम शे्रखणयां होिी हैं – naming (नाम), action (क्रिया), describing (ववशेषण) और pronoun 

(सवानाम). Naming words क्रकसी व्यजक्ि, या वस्ि ुका नाम बिाि ेहैं। Action words से हम जानिे हैं क्रक क्या हुआ 
और कब । Describing words शब्दों करेंग, रप, आकार इत्याटद का वणान करि ेहैं। Pronoun को हम naming words 

की जगह इस्िमेाल कर सकिे हैं। 
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c. Describing words 

colour – red, blue 

shape – round, flat 

size – big, small 

quan 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, I, 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, I 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. नीचे दी गयी वस्िुओं का अंगे्रजी नाम शलखखए। 
 

a. b. c. d. 
 

 

Hammer _________________ _________________ _________________ 

_________________ _________________ _________________ _________________ 
    

e. f. g. h. 

_________________ _________________ _________________ _________________ 

_________________ _________________ _________________ _________________ 

i. j. k. l. 

_________________ _________________ _________________ _________________ 

_________________ _________________ _________________ _________________  
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2. Picture में दशाायी गयी जगहों को पहचानें! क्या आप टदये गए चचत्र में से अलग-अलग जगहों को पहचान 

सकि ेहैं? नीचे टदए गए वाक्यों को पूरा करें, और क्रफर इन वाक्यों को  

जोर से, बोलकर पढ़ें। 
 

a. The bank is in the Main street. 
 

b. There is a _________ in the First street. 
 

c. The school is in the __________ ____________. 
 

d. The hospital is in the ________________ ___________. 
 

e. The ________________ is directly opposite to the Police Sta on. 
 

f. There is a ________________in the _____________. 
 

g. The ____________ is in the ______________. 
 

h. The __________is next to the _____________. 
 

i. The _________________ is opposite to the ___________. 
 

j. The ______________ is on the right hand side. 
 

3. इन क्रियाओ को पहचानें और इनका सही नाम शलखें - 
 

push climb cut clean pull ex nguish (pu ng out fire) 
 
 
 

 

___________ ___________  ___________ ___________  ___________  ___________ 
 

4. इन क्रियाओं को पहचानें और इनका सही नाम शलखे -  
 

connect welding install plumbing cu ng 
 
 
 

 

___________ ___________  ___________ ___________  ___________ 
 

5. इन वस्िुओं को पहचानें और इनका सही नाम शलखें - 
round, many, blue, brown, many, rough, small, smooth, shiny 

 
 
 
 

 

a. _________box b. __________ stool c. __________ nuts d. ___________ rocks 

 

6. इन चचत्रों को देखें और इनका सही नाम शलखें - 
 

near, clean, beau ful, far, colourful, noisy, open, interested, pre  y, dirty 
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7. ररक्ि स्थान िरें – 
 

a. __________ hit the ball so hard that the bat flew away from his hand. 
 

(i) She (ii) They (iii) He (iv) It 

b. I think __________ enjoy playing outside with your friends. 

(i) he (ii) she (iii) you (iv) I 

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

d. __________ enjoys going to the gym every morning. 

(i) I (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) It 

 
(ii) She 

 
(iii) He 

 
(iv) We 

 
g. __________ applied crease on all the door hinges in her office. 

 
(i) It (ii) She (iii) He (iv) We 

 
h. You can have ice cream a  er __________ finish your dinner. 

 
(i) we (ii) she (iii) you (iv) I 

 

8. पढ़ें , और ररक्ि स्थान में सही सवानाम िरें – 
 

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. शब्दों को पहचानें और उनकी शे्रणी शलखें – 
 

___________ ___________ ___________ ___________ 
     

workshop install he automo ve 

equipment manufacture she organiza onal 

tool touch it hazardous 

hazard supply we sanitary  

accident injure they skilled  

injury fill us dangerous 

compressor drain her harmful  

material protect him healthy  

employee repair I injurious  

organiza on clean me   

firm connect this   

danger measure these   
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10. शब्दों को पहचानें और उनकी शे्रणी बिाए – 
 

 

container cylindrical fill dry it 

pungent nitrogen dropped we us 

energy ght so liquids he 

develop hea ng drew they vapour 
 
 

 

Naming words AcƟon words 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Describing words 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pronouns 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा' प्रश्न का उत्तर शलखें। 
 
 

 

• शब्दों को चार शे्रणीयों में बांटा जािा है - naming, action, describing opronoun- 

• Pronoun को noun के स्थान पर नेम क्रकया जा सकिा है।  

• शब्दों को उनके उपयोग स ेपहचाना जा सकिा है। 
 
 

 

Extension (optional)  

अपनी क्लास और स्कूल में टदखने वाली सिी वस्िुओं के अंगे्रजी नामों की एक शलस्टस बनाए।ं 
h ps://www.youtube.com/watch?v=O-6q-siuMik&list=PLh7K1tEhkxF0UqPX5Yi-0zEsKJZFhzw-

q 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-cjNaErxI h 

ps://www.youtube.com/watch?v=nkjKPhleQ5E 
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3. अशिधान शब्द (Naming words) 
 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे  

• naming words को पहचानने लगेंगे  

• objects और उनके िागों को पहचानेंगे  

• समझेंगे क्रक क्रकस प्रकार एक naming word के ववशिन्न अथा हो सकि ेहैं। 
 
 

 

Naming Words% हमारे आस पास सिी चीजों – लोग, जगहों, ववचारों – के नाम हैं। इन नामों को ही हम naming 

words कहिे हैं। Naming words को जानना और उन्हें पहचानना उनका appropriate noun के साथ बहुि जररी 
होिा हैं। 

 

 

मैं क्या जानिा/जानिी हूूँ?                 मैं क्या जानना चाहिा/चाहिी हूूँ?                      आज मैंने क्या सीखा? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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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      roof 

tape measure (2M) 
    

bonnet   window bodywork 
     

     

    u lity carve tool  
     

boot 
screwdrivers 6°100(-)  

test pen  
screwdrivers 6°100(+)  

blow case 
 

6°combina on pliers  

safety hammer 
      handle  
 

 

wheel door 
hub fuel cap  

    
PVC insula on tape       

 
 
 
 

 

1- ररक्ि स्थान िरें – 
 

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

 

2. अपनी आूँखों को खुला रखखए । आस-पास देखखए । इन जगहों पर आपको कौनसी वस्िएुं शमलेंगी? उनके अंगे्रजी नाम 
शलखखए 

Place Names of things 
 

Home 
 

Classroom 
 

Library 
 

Bus stand 
 

Grocery store 
 

Mobile shop 
 

Cinema theatre 
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3. चशलए खेलिे हैं! टदए गए अक्षरों से शुर होन ेवाले शब्दों को आपको उनकी सही शे्रणी में शलखना है। उदहारण देखें 
और खेलना आरम्ि करें 

 

  Le  ers  Names  Places Things Animals   Birds 
                    

  H  Hyder Ali  Hyderabad Hammer Hyena   Humming bird 
                    

  M                 
                    

  S                 
                    

  P                 
                    

  R                 
                    

  K                 
                    

  L                 
                    

  B                 
                    

  W                 
                    

  C                 
                    

  E                 
                   

4. हर िाग का नाम बिाएं -           
             

   Roots  Branch Leaf Trunk Stem  Petal  
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5. अक्षरों को सही श्रृंखला में लगाकर, सिी शब्द बनाए।ं यह सिी नाम उन वस्िुओं के हैं, जो रसोई में काम आिी है - 
 
(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     lceris     
            

   crmiovewa    rngidre    
            

   frgreietroar    ndutonicit voes    
             

   ednbelr     taewr uprifeir    
             

   uiejcr     msteare    
              

    ro kamer    leec rc etlkte    
          

5. यह औजार आपके अक्सर काम आिे हैं - पहचानें और इनके नाम शलखे -   
          

  a. I aid in removing     d.  I am used   
  

nuts and bolts. _______________ 
 for checking 

_______________    voltage for   

b. I help to insert or 
       

       troubleshoo ng   
   

remove screws. _______________ 
 

_______________     and diagnosing 

  c. I help in protec ng      electrical   

  the part being _______________  components. _______________ 
  

e. I replace the   removed without       

  damaging it.      basic light bulb   
           used for working   

           underneath an   

           auto.   
         

 

 

7. शब्द और उसके सही अथा को शमलाएं –       

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 – to have go en up / a flower       

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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8. कुछ शब्दों के एक से अचधक अथा होि ेहैं। इन शब्दों के सिी अथा ढंूटढए।
a. bark – a tree’s outer layer / the sound 

the dog makes 
 

b. bat – 
 

c. bright – 
 

d. circular – 
 

e. current – 

f. express – 
 

g. fair – 
 

h. kind – 
 

i. lie – 
 

j. match – 

 

9. टदए हुए चचत्र में जजिनी िी वस्िुएं हैं, उनके नाम शलखखए – 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 

----------------------------------------------------------------------------------------------------------------------------------------------------------------- 
 
 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा प्रश्न का उत्तर शलखें। 
 
 

 

• naming words & व्यजक्ि, वस्िु, जगह और ववचार का नाम होि ेहैं  

• इन की मदद से हम व्यजक्ि, वस्िु, जगह और ववचारों को पहचान पािे हैं  

• किी-किी एक शब्द कई व्यजक्ि / वस्िुओं इत्याटद का नाम हो सकिा है 
 
 

 

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  
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4. अशिधान शब्द - एकवचन और बहुवचन 

    (Naming Words - Singular and Plural) 

 

 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे  

• जानेंगे की plural (बहुवचन) कैसे बनिे हैं  

• plural और singular (एकवचन) के अंिर को समझेंगे  

• उपयुक्ि plural और singular शब्दों को शलखने का अभ्यास करेंगे। 
 
 
 

 

यह िो आप जानिे हैं क्रक naming word क्रकसी व्यजक्ि, वस्िु, जगह इत्याटद का नाम होि ेहैं। यटद वस्िु एक होिो 
उससे जुडा naming word & singular कहलािा है। और यटद बहुि सी वस्िएुं हों िो वह शब्द plural के रप में आिा 
है। अचधकिर , singular words-s, -es, -ie जोडने पर plural बन जाि ेहैं। किी-किी क्रकसी शब्द को singular or plural 

रप एक ही होिा है। 
Naming word s/es/ies Naming word 

in singular  in plural 

 

 

 

मैं क्या जानिा/जानिी हूूँ ?             मैं क्या जानना चाहिा/चाहिी हूूँ ?                         आज मैंने क्या सीखा? 

 
 
 
 
 
 
 
 
 
 
 

 

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

lady – ladies   

body – bodies  SHOULDER(S) 

carry – carries  NECK 

bury – buries  
ARM(S) 

fairy – fairies 
 

 HAND(S) 
    

d. Naming words with the same singular and plural forms  

equipment – equipment LEG(S) 

furniture  – furniture FINGER(S) 

species  – species 
KNEE(S) 

sheep 
 – sheep  

FOOT (FEET) 
aircra 

 – aircra  TOE(S) 
    

 
 

 

1- शब्दों को पढे़ और पहचानें - plural  हैं, या singular\ 

 

Naming words – Singular Naming words – Plural Naming words – Singular Naming words – Plural 
    

nut nuts needle needles 
 
 
 
 

 

electrician electricians carpenter carpenters 
 
 
 
 

 

mason masons tailor tailors 
 
 
 
 

 

hammer hammers plumber plumbers 
 
 
 
 

 

welder welders nurse nurses 
 
 
 
 

 

pipe fi er pipe fi ers appren ce appren ces 
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2. टेबल में टदये गये naming words को देखखए । देखखये की क्रकस प्रकार plural शब्दों की रचना होिी है! शब्दों 
को बोलकर पटढ़ए। 

  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         
            

3. इस टेबल में टदए हुए शब्दों के सही plural form को शलखखए -    
           

 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 

 

   
       

 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. यह शब्द grid में ही कहीं तछपे हैं – इन्हें ढंूटढए। 
 

CIRCUIT CLAMPS COMPONENT 
   

DEVICES EQUIPMENT FACTORY 
   

FASTEN MAGNET OVERALLS 
   

PRECAUTION ROLL SUSPENSION 
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N E N K W T M F M T N C 
            

N O U E E Y A Q N S O D 
            

O G I N T C X E D P I E 
            

W V G T T S M P X M S V 
            

G A E O U P A G K A N I 
            

M D R R I A Y F I L E C 
            

V Y X U A S C Y Q C P E 
            

R Y Q B Z L A E G I S S 
            

W E R O L L L L R T U R 
            

T I U C R I C S P P S B 
            

U G X K B L N C P K D Y 
            

C O M P O N E N T J R I 
            

 

6. शब्दों की सही शे्रणी पहचानें ( singular या plural ) और उसे शलखखए - 
 

________________ ________________ 
  

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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7. singular शब्दों को उनके plural form से शमलातयए I उदाहरण देखकर, समझें - 
 
 

Singular Plural 
  

plug clutches 
  

clutch classes 
  

banana roses 
  

class apparatuses 
  

machine plugs 
  

team bananas 
  

brush machines 
  

rose brushes 
  

apparatus teams 
  

 
 
 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा' प्रश्न का उत्तर शलखें। 
 
 

 

• naming great dat h eld - plural o singular.  

• Plural की रचना singular शब्दों में &s, &es, और &ie जोडकर की जािी है।  

• क्रकसी-क्रकसी शब्द का plural व singular form एक ही होिा है 

 
 

 

 

अपने घर / क्लास / ऑक्रफस में सिी वस्िुओं की एक से पजे बनाए I बािाए की वो वस्िुए singular है या plural  
 

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. क्रियाथाक शब्द (Action Words) 
 
 
 
 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे  

• action (क्रिया) शब्दों को पहचानें  

• activity को देखकर, सही action शब्द की पहचान करें  

• समझें की action को करन ेवाले व्यजक्ि / वस्ि ुको naming word से संबोचधि क्रकया जािा है। 
 
 
 
 

Action Words 

वह शब्द जो हमारी अवस्था अथवा गति ववचध का वणान करि ेहैं, उन्हें हम action word बोलिे हैं। यह गति ववचध 
शारीररक (चलना, खाना) या मानशसक (सोचना, सपने देखना) हो सकिी है। जब हम action और naming word को 
शमला देिे हैं, िब हमें बाि का पूरा अथा समझ आ जािा है। 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?        मैं क्या जानना चाहिा/चाहिी हूूँ ?        आज मैंने क्या सीखा? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

walk run ride sit down stand up fight 

laugh read play listen cry think 
 
 
 

sing watch tv dance turn on turn off win 
 

 

write open close sleep throw away  cut fly 

give jump eat drink cook wash 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Action words  

to do to have to be 

run has be 

listen have is 

speak had am 

read  was 

write  are 

connect  were 

dance  being 

work  been 
 

 
talk push pull climb wait 
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1. चचत्रों को देखें, और पहचानें की इन क्रियाओं को क्रकस action word से पुकारा जािा है। आपस पजे में से सही 
action word चनु सकिे हैं   

(flow, play, teach, burn, fly, jog, install, dance, build, service, drive, weld, sow, li , s ch, plant, calculate, fall, 

skate, repair) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. यह शब्द इस पहेली में तछपे हैं। इन्हें ढंूढ तनकालें। 
 

BORE CONNECT FILE MEASURE 
    

CLEAN DRILL FIX FIT 
    

CUT ERECT CORRECT POSITION 
    

JOIN LEVEL SLIDE PLUMB 
    

SEW TILT PIERCE WORK 
    

 

 
 

44 

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



अंगे्रजी साक्षरिा 
 
 
 

 

H L J W C F G H W I A U I T R 
               

K U B L I O L K F H F M I L B 

O A E X U N N E R W U E U I I 

D R I L L G L N V O S A J T D 

P O S I T I O N E E W S C U T 

S A K H N P C G E C L U E N L 

E I B A G O T P L J T R A E C 

W X E M R N I O J Q O E F D A 

F L W R U S E T A B N I W S T 

C I E P A L V C L Y L K Z L J 

D C T S K J P E X E O Q Q I F 

T R K E A B K R O Y Z P G D P 

L J U Q S V R E D R L N A E F 

E C R E I 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 
 

 3. वाक्यों में action word को ढंूढकर, उन पर तनशान लगायें। 
 a. The instructor operates the machine. 

 b. Raghav gave me a gi  . 

 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. It is good to eat an apple every day. 

 k. She is an efficient worker. 

 l. Everyone worked towards development. 
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4. चचत्रों में टदए गए action को पहचानें और उपयुक्ि action word शलखें - 
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यटद naming word singular है िो उससे जोडा action word िी singular होगा और यटद naming word 
plural है िो action word िी वैसा ही होगा I 

 
 
 
 
 
 
 
 
 

 
find 

 

roots 

 
has 

 
has 

 

 

plant needs 
 

has 

 
 
 

 

flowers 

5. ररक्ि स्थान िरें - 

 
 
 
 
 
 
 
 
 
 
 

water 
 

need 

 

 

are  

leaves 
green 

 

is 
 

sunlight 
yellow 

 

can be 

 
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. 
 
I Sachin Tendulkar _______________ (has/have) many world records in cricket. 
 
J India _____________ (are/is) the largest democracy in the world. 

 

6. ररक्ि स्थान िरें (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. 
 
5 Surface Mount Technology ________ to mount components in electronic devices. 
 
6 The carpenter ___________ wooden planks with a circular saw. 
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4. ITI trainees ________ for internship in industries. 
 

5. BHEL _____________ ITI trainees for appren ce training. 
 

6. The pipe fi er ______________ scaffolds in the work site. 
 

7. Hard hat _______ a head protec on equipment. 
 

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

9. In the current day scenario, knowledge of computers _________ essen al for any job. 
 

10. The conductor _______________ the whistle. 
 

11. The farmer ____________ rice and sugarcane. 
 

• Joseph and Margaret _______________ to the police about the the in their house. 
 

7 ररक्ि स्थान िरें - 
 

a. The instructor ______________ the trainee to wear the appropriate PPE. 
 
b. The electrician ____________ the motor. 
 
c. The trainee ____________ the screw in the machine. 
 
d. ITI 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 ररक्ि स्थान िरें - 
 

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 चाटा में टदए गए ‘मैंने क्या शसखा’ प्रशन का उिर शलखें - 
 

 

 
 
 

 

 
 
 
 
 

 

अपने आस – पास होने वाले आम action words को शलखखए - 
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=d41RaIZEsfo 
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• action word अवस्था या गति ववचध का वववरण करिे हैं  

• यटद naming word singular है िो उससे जोडा action word िी singular होगा   

• यटद naming word plural है िो action word िी plural होगा  
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6. क्रियाथाक शब्द - काल (Action words - Tenses) 
 
 
 

 

इस पाठ के अंि में हम तनम्न उद्देश्य पूरे करेंगे  

• जानें क्रक कैसे शब्द हमें बिा सकिे हैं की action क्रकस समय घटटि हुआ 

• देखेंगे कैसे िववष्ट्य (present), िूि (past) और िववि (progressive) प्रकारों मे action word का रप बदलिा 
• present के action word को past में पररवतिाि करेंग े

 
 

 

Tense दशाािा है क्रक वाक्य में जजस घटना की चचाा हो रही है, वह कब घटटि हुई – िववष्ट्य में, िूि में या 
विामान में! कुछ शब्द अिी घट रही घटनाओं की बाि करिे हैं, और कुछ उनकी जो घटटि हो चुकी है अिी 
घटटि हो रहा है िो present है और हो चुका है िो past है। 

 

 
 

 

मैं क्या जानिा/जानिी हूूँ ?     मैं क्या जानना चाहिा/चाहिी हूूँ ?         आज मैंने क्या सीखा ?

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ac on that is happening now and  
ac on in progress − Present Tense 

 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Happening now 
 

I eat the apple. 
 

I am eaƟng the apple. 

 
 
 
 
 
 

 

Happened in the past 

 

I ate the apple. 
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a. Simple Present Tense 
 
 

 

Generally True 
 

The sun sets in the west. 
 
 
 
 
 

 

 

Future Timetables 
   The train leaves at 10 a.m. 

 
 
 
 
 
 
 

Permanent situaions 
 

   She works at a hospital. 
 

 

Uses  
of 

Simple the 
Present 

Tense  
 

Habits 

I brush my teeth in the 

morning. 
 
 

 

Simple Present Tense Acton Words 

I like fruits. like 

A plumber fixes the broken pipes. fixes 

I agree with the boss. agree 

Metals conduct electricity. conduct 

 

b. Simple Past Tense 

 
 

 

 
 
 
 
 
 
 
 
 
 

 

i. कुछ action words को  ‘ed’ जोडकर present से past में पररवतिाि क्रकया जा सकिा है I 

 
 

Spelling Rules 
  

repair repaired 
 
Increase increased 

 

acƟon words ending in−y 

 

acƟon words ending in 

a vowel + consonant 

 
 

Drop y + ied Apply 
 

applied  

Double the last Transmit 
 

transmiƩed  

leƩer + ed      
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 Spelling Rules    

  Most action words   + ed   repairs -> repaired 

  action words ending in – e   + d   increase -> increased 

  action words ending in – y   Drop y + ied   Apply -> applied 

  action words ending in a   Double the lasts   Transmit -> transmitted 

  vowel + consonant   letter + ed  

 

Uses of the 

Simple Present 

Tense 

Regular or Irregular ac on words 
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Present Tense Past Tense 
 

build built 
 

rise rose 
 

give gave 
 

drive drove 

 

 

Present Tense Past Tense 
 
do did 
 
buy bought 
 
go went 

 

4. कुछ एस ेिी शब्द है जो बदलिे ही नहीं – उनके past और present के प्रकार एक ही है 

Present Tense Past Tense 

fit fit 

put put 

shed shed 

spread spread 

bet bet 

hit hit 

shut shut 

broadcast broadcast 

set set 

 

 

Action 
 
 
 
 
 

Present Tense ex nguish sweep climb cut clean 

Past Tense ex nguished swept climbed cut cleaned 
 
 
 
 
 

1. तनचे टदए गए present tense के शब्दों को उनके उपयकु्ि past tense स ेशमलाइये - 
 

Present tense (happening now) Past tense (completed sometime ago) 
  

load hunted 
  

come soldered 
  

fit kept 
  

solder cut 
  

keep fi ed 
  

hunt loaded 
  

cut came 
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ii. कुछ शब्दो में ed नहीं लगिा, बजल्क उनकी पूरी 
spelling ही बदल जािी है 

 

iii. कुछ शब्दों के past में बदलने का अंदाज कुछ 

अलग ही है 
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2. ये िोस वडा सुलझाइए -
 

Down 
 

1. Present tense of inspected. 

 

• The electrician____the wires to the plug. 

 

• The carpenter____the nail with a hammer 

 

• Past tense of supply 

 

8. Present tense of applied 
 

3 
 

6 
 

7 

 
9 

 
 
 
 

 
 1 

 

 
 2 

 

 
x 5  

 8  

 

 

Across 
 
• I _______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 

 

 

10  

 
 
 
 
 
 

 

 

 
 
 
 
 
 

 

 

 

 

Acton 
 
 
 

 

Acton Word repair fix cook solder 
     

Acton in repairing fixing cooking soldering 

progress     

(-ing)     

 

a. Present progressive tense 
 

जो घटनाए विामान में घट रही है उन्हें present progressive tense में 
व्यक्ि क्रकया जािा है, क्रकसी िी शब्द से पहले am / is / are और बाद 
में  -ing जोड देन ेसे वह present progressive का रप ल ेलेिा है I 
 

I am studying for my exam. 
 
I 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.” 
he is walking, as we 

speak. 
   

 
 
 
 
 

 
Past Now Future 
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Progressive tenses% जो घटना कुछ समय िक इस घाट रही होिी है उसका वववरण action word के Progress 
tense रप स ेक्रकया जािा है क्रकसी िी शब्द को ये रप देन ेके शलए केवल -ing लगाना होिा है  
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B. PAST PROGRESSIVE TENSE 
 

वे घटनाए जो past में कुछ समय िक घटिी रही थी उन्हें Past progressive की मदद से व्यक्ि करिे है, इसकी 
रचना was/were + ing से होिी है I 

 

Past Contnuous 
 

(was/were) + (ac on word + ing) 

 
 
 
 
 

Past Present Future 

 

When my mother called, I was playing in the garden. 
 
I was mending the punctured tyre, when it rained. 
 
The electrician was checking the fuse, when the power went off. 
 

When the principal came, the teacher was wri ng on the board. 
 
When I went, they were packing their bags. 
 
The builders were wai ng for the blueprint of the building.

 

5. नीचे टदए वाक्य पटढ़ए जो शब्द present progressive है उनके तनचे रेखा खीचंचए व जो शब्द past progressive 

है उनके ऊपर गोला लगाइए I 
 

Acton  Acton words in Present Acton words in Past Progressive 

  Progressive  

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

  laptop. my laptop yesterday. 

 
INSTALL 

b. Jothi is installing an app in her  
 

mobile. e. They were installing firefox in   

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

  the computers.  

    

4. सोचचए की आपके वपिा घर पर बल्ब बदल रहे हैं, अपन ेदो स्िर हमको बिाए की आपके वपिा क्या कर रहे हैं I 
उदाहरण देखकर समझे – 

  
 
 
 
 
 
 

 

 

 

52 

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. He is _____________ 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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• अब इन्ही वाक्यों को past progressive में बदलीये -  

 

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 चाटा में टदए गए ‘मैंने क्या सीखा’ प्रश्न का उत्तर शलखे - 
 
 
 

 

1. Tense द्वारा हम action word के घटटि होने का समय समझ सकिे है present व past वो tense होिे है, जो  
क्रिलहाल घट रहे है और घट चुके हैं I 

 

•  Progressive tense उन घटनाओं को व्यक्ि करिे हैं जो विामान या िूिकाल में घटिे रहे I 
 
 
 

 

https://youtu.be/faUvT7zfsyk 

https://youtu.be/-PhyqbvnoCg 
 
https://www.youtube.com/watch?v=-PhyqbvnoCg 
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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. Iden 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. work in 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. ‘Kumar is pas ng s 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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   7. खुद को परखे ( Ricall ) 
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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. Ac on 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. I 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. Iden 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 c. was recruited d. are recrui ng 

 
• 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 
 

• 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 
 

• 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 c. 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. शब्दों का वणाने (Describing words) 
 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे  

• आकार, रंग और रप का वणान करने वाले शब्दों को जानेंगे  

• आकार, रंग और रप के आधार पर शब्दों का वणान करेंगे  

• सही सन्दिा में ववशिन्न describing (ववशेषण) शब्दों का उपयोग करेंगे। 
 
 

 

Describing word हमें naming words के बारे में और जानकारी (रप, रंग, आकार, आटद) देि ेहैं। 
 
 
 
 

मैं क्या जानिा/जानिी हूूँ ?               मैं क्या जानना चाहिा/चाहिी हूूँ?                      आज मैंने क्या सीखा?
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

CROSS PEEN BALL-PEEN STRAIGHT PEEN Yellow Helmet 

HAMMER HAMMER HAMMER  

 
 
 
 
 
 
 
 
 
 

Colour 

Blue, Red 
Shape 

Sound 

Low, High Round, 

Square 
 

Adj.  

Feel Size 

Small Sharp, 
Medium Smooth 

ty Quan 
Cen metre, 

Grams 

 
 

 

1. चचत्रों को देखकर, सही वणान से शमलाइए। देखखये क्रक describing words को आपके शलए अंडर लाइन क्रकया गया है। 
 

          Danger    
          construc on work    

          in progress    

           No    
          unauthorised    

          access    

           No    
          smoking    

          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. नीचे दी गयी टेबल को देखखये! चचत्रों को देखकर, सही describing word का चयन कीजजये और ररक्ि स्थान िररए - 
 

 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) 
    

 

• दीपक ने खुद के बारे में बिाने के शलए describing words का उपयोग क्रकया है। इन षब्दों को पहचान कर, टदए 
गए स्थान में शलखखए। 

 

trainee red cap 
brilliant 

smart Deepak  

opƟmisƟc    straight black 

easy-going 
   hair 
   

oval face     

extroverted    
small     

popular 
   blue eyes 
    

helpful 
   glasses 
    

sociable 
   elegant 
   

handsome     

friend    casual clothes 
    

bicycle 

young tall 
slim frail 

  

   

 
 

__________________________________________________________________________________  

__________________________________________________________________________________  

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

 
 

59 
Gurukul Pvt. I.T.I. Manglam City, Kalwar Road, Jaipur 



 अंगे्रजी साक्षरिा 
 
 
 

 

4. आप एक कंस्रक्शन साईट पर मेनेजर हैं और आपका नाम दीपा है। चचत्र में टदए गए सुरक्षा उपकरण की 
जानकारी अपन ेकमाचाररयों को दीजजये। 
(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,) 

The man in the picture is wearing a yellow _____________________  
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 __________ ___________________ 

____________________ 

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 ______________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

5. खुद का वणान करने के शलए कुछ describing words चुतनए। यह षब्द आपकी कद-काठी, रंग-रप, या व्यवहार को  
दशाा सकिे हैं। 
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     alive      

     dead      
            

alive X dead X     bright dark  
cold  hot            

            

X   X  
correct incorrect 

  
slow fast      

clean dirty      right wrong    

X 
  

X 
      

          

      dry     so 
X 

  

X 
    

hard    damp   straight 

     wet  before a  er  curly 
            

X   X         

         quiet  

X 
  

X 
      

   
healthy 

ill  loud   
     sick     
     well   open   

X 
  

X 
     

   
new 

      
           
            

X   X      shut  
sour      

young 

  

sweet 
      

old 
 

       

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

  I am not lazy     I am extrermely  
  

at all 
      

        talkaƟve   
           

  not at all not very a bit quite  very extremely   
 
 
 
 
 
 
 
 

Hard-working lazy Tidy Messy Sociable Shy 

Vuinerable 

Touchy 

 
 

 

Generous Selfish 
Easy-going 

  Intelligent 

Bossy Quiet Clever   

  Flexible   Talka ve 

 
 

 

    Kind   
Good-tempered 

Bad-tempered Polite Rude 

Caring 

Mean 

Stubborn 

 Helpful   

__________________________________________________________________________________  

__________________________________________________________________________________  

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
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SIZE  SHAPE  COLOUR  SPEED 
heavy, light, big, small,  round, square, straight,  pink, red, orange, black,  quick, fast, slow, swi  , 

li  le,  ny, tall, short, fat,  triangular, oval, sleek,  yellowish, blue, dark,  speeding, rushing, hasty, 

thin, skeletal, giant, long,  blobby, flat, ellip  cal,  green, purple, white,  bustling, rapid, snappy, 

underweight, wide  crooked, wavy  grey, brown  brief, springy 

1 2  3  4  

1. _____________________ 1. _____________________ 1. _____________________ 1. _____________________ 

2. _____________________ 2. _____________________ 2. _____________________ 2. _____________________ 

3. _____________________ 3. _____________________ 3. _____________________ 3. _____________________ 

4. _____________________ 4. _____________________ 4. _____________________ 4. _____________________ 

5. _____________________ 5. _____________________ 5. _____________________ 5. _____________________ 

5 6  7  8  

1. _____________________ 1. _____________________ 1. _____________________ 1. _____________________ 

2. _____________________ 2. _____________________ 2. _____________________ 2. _____________________ 

3. _____________________ 3. _____________________ 3. _____________________ 3. _____________________ 

4. _____________________ 4. _____________________ 4. _____________________ 4. _____________________ 

5. _____________________ 5. _____________________ 5. _____________________ 5. _____________________ 

9 10 11 12 

1. _____________________ 1. _____________________ 1. _____________________ 1. _____________________ 

2. _____________________ 2. _____________________ 2. _____________________ 2. _____________________ 

3. _____________________ 3. _____________________ 3. _____________________ 3. _____________________ 

4. _____________________ 4. _____________________ 4. _____________________ 4. _____________________ 

5. _____________________ 5. _____________________ 5. _____________________ 5. _____________________ 

 
 
 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा' प्रश्न का उत्तर शलखें। 
 

 

Describing words हमें naming words के बारे में जानकारी देिे हैं। उनका प्रयोग आकार, रंग, रप, गुणवत्ता इत्याटद के 
शलए क्रकया जािा है।  

प्रासंचगक वववरण के साथ वस्िुओं का वणान करना उपयोगी है। 
 
 
 
 

अपने आस-पास आपको जजिन ेिी औजार टदखिे हैं उनकी सपेज बनाइये, describing words की मदद से अपनी 
क्लास को उन्हें पहचानने का जजम्मा दीजजये। 

 
 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. वस्िुओं का वणान पररवेश और प्रक्रिया 
  (Describing objects, Surroundings and Processes) 

 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे :  

• रंग और आकारों का वणान करन ेके शलए ववशिन्न शब्दों का प्रयोग करेंगे  

• उन शब्दों को जानेंगे जो वाक्य के दो िागों को जोडन ेका काम करिे हैं – linking words  

• linking words की मदद से एक प्रक्रिया का वणान करेंगे। 

 

 

Describe करन ेका अथा होिा है क्रक हम केवल शब्दों की मदद से क्रकसी व्यजक्ि, वस्ि ुया जगह का पूरा वणान कर 
डालें! इस कौशल पर महारि हाशसल करने के शलए आपको शब्दों का िंडार िी चाटहए, और एक पारखी नजर िी। 
प्रक्रिया क्या होिी है? प्रक्रिया उन steps की श्रृखंला होिी है, जजस काठी कसे अनुसरण करन ेपर कोई काम पूरा हो 
जािा है। सही शब्दों की मदद से ही हम क्रकसी प्रक्रिया का सटीक व सही वणान कर सकिे हैं। 
 

 

 

मैं क्या जानिा/जानिी हूूँ ?        मैं क्या जानना चाहिा/चाहिी हूूँ ?         आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 

 

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 

between the steps in a process or descrip on. 
 

Firstly, secondly, thirdly, next, later, then, a 

er that, a er a while, finally, lastly, in the end, 

at last, in the beginning, now, … 
 

‘And’ and ‘then’ are common linking words. 
They are useful to give a series of instruc ons. 

 

Pattern of descriptve sentences 
 

There is/are …  
They are … 

It is … 

It has … 

It consists of … 

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? Yes, it is. 

It looks amazing! Describe its features.  
  

 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 Yes, there was one! It was a Solaris Orange 

centre fi een minutes ago? 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 Sorry. I didn’t note it down, but the car 

number? was from Pondicherry. I 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 
 

 

2  
Unsecured

chemicals 

 

 
Rubbish 

• on ground
 

 

 

Water on floor 
• (slips/trips) 

 
stacked material 

5
  unevenly 

Pallets blocking 

• fire exit
 

 
Person walking in 

h front of forkli
 

 
 
 
 

Forkli stacked 

8 too high and 
driver can’t see 

 
 
 
 
 
 
 

 

3 
Maching

guarding liŌed 
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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. 
 
Now, pour it into serving glasses. 

 

1. टदए गए वणान को पटढ़ए और उसे उपयुक्ि आकृति से जोडडये। टदए गए उदहारण को देखकर, समझें 
 

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 

narrower than a shovel for digging 

 

3 a box for conveying a load, supported at 

one end by wheels and li ed and pushed at 

the other by two horizontal sha s 

 

4 a device consis ng of a series of vanes or 

blades a ached to it and revolving with a 

central hub to produce a current of air 

 

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 

 

7 a triangular shaped metal square with 

1/4” spaced notches to facilitate scribing 

lines and plain grada ons for reading 

 

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 और describing वाक्यों के pattern को समझकर – ररक्ि स्थान िरें। Objects 
 

Objects Descripton 
  

 a. It is a Tile Saw. It ________of a wire, a tough blade or chain with a 

 hard toothed edge. It is _____ for cutting materials like wood and 

 ceramic. 

  

Typical blade shaped 

b. There are ______ blade shapes in the picture. The first one is a 

_______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 

Square Round point Taper 

purposes. The blades are _______ of iron. 

 
  

 

3. हर कोलम में वस्िु से जुदा describing word को शलखखए - 
 

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. हर वस्िु का ववस्ििृ वणान (describing वाक्य) शलखखए। उदहारण पढ़कर, समझें 
 

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. It is used for sleeping. 

Water bo le  

Tool box   

Speed square  

water heater  

Hammer   

Washing machine  

Microwave oven  

Induc on stove  

Needle   

Bobbin   
 

5. चचत्रों में टदए गए षब्दों की मदद स,े ररक्ि स्थान िररये। 
 

I 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 
WOOD  

   

AIRPORT 
  TRAIN STATION 
   

 TRAFFIC LIGHTS  

WAREHOUSE  
SCHOOL 

 
BANK 

  

   

APARTMENT  FIRE  
HOUSE  STATION  

SKYSCRAPER 
CITY CENTRE 

  
   

HOUSE  CHURCH SHOPPING CENTRE 

STADUM PETROL 

HOSPITAL 

 
PARK STATION  

BRIDGE   FACTORY 

POLICE STATION   WHARF 
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6. टदए गए चचत्र को देखकर city कें द्र का वववरण कीजजये - 
 

 WOOD 

 HOTEL 

AIRPORT 
TRAIN STATION 

 

 TRAFFIC LIGHTS 

WAREHOUSE 

SCHOOL 
BANK  

 

 

The city centre is surrounded by many ________________________________________. There is a  
____________ opposite the _________________________________________. There is a _____________ 

behind the _____________. There is a ___________ near the signal. The Police sta on is ________________  
__________________________________. The house is just opposite the __________._________________ 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

7. linking words का उपयोग कर silk worms जीवन काम का वववरण शलखखए।
 

The female moth lays 

many tiny eggs. 

 

The adult moths 
mate with veach  
other.  

EGG 

A tiny black 
caterpillar hatches  
out of its egg.  

The caterpillar eats 
mulberry leaves 
and grows bigger 
and bigger. It goes  

through 4 molts. 

 
 
 

The pupa changes 
into a moth. The 
moth comes out of 
the cocoon. 

 

ADULT 
SILKWORM

 LARVA 

LIFE CYCLE 
 
 

 

PUPA 
 
 
 
 

 

People unwind the silk 
thread from the cocoons 
to weave into silk cloth. 

 

The caterpillar 
spins a cocoon or 
silk threads around itself. 

 

Inside the cocoon, the 
caterpillar changes into a pupa. 

 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
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8. चचत्र को देखखये और linking words के उपयोग से एक उवजी के जीवनकाल का वववरण शलखखए। 
 
 
 

 

The catepillar 
 Adult Moth  
  

Female moth changes into a 
Cocoon 

 
 

lays many Ɵny pupa inside the Eggs 
 

eggs. cocoon.   
   

 
Larva 

 
 
 

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

 

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 ______ changes in to a _______ inside the cocoon. ________, an adult moth appears. 
 

9. Apple शमल्क शेक बनाने की ववचध शलखखए। आपको टदये गये 

Milk shake के उदाहरण को उल्लेख कीजजए । 
Ingredients 
 
Apple (peeled and cut into small pieces) 
 
Milk (boiled and chilled) 
 
Sugar 
 
Ice cubes 
 

First, _____________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 
 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा' प्रश्न का उत्तर शलखें। 
 
 

 

• क्रकसी िी वस्िु का वववरण उसके आकार और रंग से होिा है।  
• ववशिन्न प्रकार के वववरण शलखन ेके शलए हमें वस्िओंु को बारी की से अवलोकन करना होिा है, व क्रकसी काया करने 
की प्रक्रिया को स्पष्ट्ट रप स ेसमझना होिा है।  

• linking words की मदद से हम क्रकसी िी प्रक्रिया अथवा तनदेश की िका  संगि व्याख्या कर सकि ेहै। 

 
 

 

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. सवानाम (Pronouns) 
 
 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे :  

• Pronouns (सवानाम) के उपयोग और आवश्यकिा को समझेंगे  

• Pronouns का अभ्यास करेंगे  

• Pronouns का उपयुक्ि उपयोग पहचानेंगे। 
 
 

 

Pronouns की मदद स ेहम naming words को बार-बार दोहराने से बचिे हैं। 
 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?               मैं क्या जानना चाहिा/चाहिी हूूँ ?                   आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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 
 

DescripƟon Singular Plural 
 

The person speaking 
 
 
 
 
 
 

The person spoken to 
 
 
 
 
 
 

The person or things being spoken 

about 
 
 
 
 

 

b. Different pronouns 
 

 Singular Plural 
   

When the ac on is me us 
  

done to the person you you 
   

 him/her/it them 

   
 
 
 
 
 
 

 

c. Examples 

 

HERE 
 

 

O
N

E
 

 
THIS IS A HAMMER. 

 

 

T
W

O
 +

 

 
THESE ARE TOOLS. 

 

The falling brick hit me.  
The falling bricks hit us. 

The falling bricks hit him/her.  
The falling bricks hit them. 

 
 
 
 

THERE 
 
 
 
 

 
THAT IS A WRENCH. 

 
 
 
 
 

 
THOSE ARE TOOLS. 
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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. चचत्र को सही pronoun से शमलाइये - 
 
 
 
 

 

it you I they 
 
 
 
 
 

he we you she 
 

2. रेखांक्रकि क्रकये गए naming word को उपयुक्ि pronoun से बदल दे, उदाहरण देखकर समझे - 
 
 
 
 
 
 
 

Tenali wants a samosa. I know Nancy. I know Virat Kohli. 

Tenali wants it. I know ______. I know ____. 
 
 
 
 
 

 

Vimal sold the bike. The cream is on her face. Kishore has a spare tyre. 

Vimal sold ____. _____is on her face. Kishore has ___. 
 
 
 
 
 
 
 
 

 

Treat others well. This is a family. All work together happily. 

Treat others the way ___want to ______are all one family. ____work together happily. 

be treated.   
   

 The trainees had a teacher. The ____had a teacher. ____ was Mr. 

 teacher was Mr. Karim. Karim. 
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3. This / that / these / those का उपयोग कर ररक्ि स्थान िरें - 
 

a. 

 

_________________ is a 
 

 

b. 

 

____________________________ 
 
 

 

c. 

 

_________________ is a 
 
 
 

d. 

 

____________________________ 
 
 

 

4. उपयुक्ि pronoun स ेररक्ि स्थान िरें, जंहा आवश्यक हों वंहा capital अक्षर का प्रयोग करें  
 

I  me ___know Ramesh. 

   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. 

   Ramesh knows ____. 

     

 
 

73 

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



 अंगे्रजी साक्षरिा 
 
 
 

 

5. सही उत्तर चुने - 
 

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. सही pronoun से ररक्ि स्थान िरें - 
 

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. 
 

I didn’t have my manual, so Sanjay lent me _____. 
 

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

Your car is 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 bike is ______. 
 

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. Where is ______? 
 

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

The shoes belong to Mohan. It is ______. 
 

7. सही pronoun से ररक्ि स्थान िरें - 
 

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 _____. 

Lakshmi ran out screaming. ____ was scared. ____ 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 चाटा में टदए गए मैंने क्या सीखा प्रश्न का उत्तर शलखें। 
 

 

• Pronouns को naming words के स्थान पर प्रयोग क्रकया जा सकिा है  

• Pronouns के िी naming words की िरह singular or plural form होि ेहैं  
• 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. ववराम चचन्ह का पररचय (Introduction to Punctuation) 
 
 
 
 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे  

• मूल Punctuation (ववराम चचह्न) को पहचानेंगे (capital अक्षर, पूणाववराम, अधाववराम आटद )  

• Punctuation के महत्व को जानें  

• जहाूँ िी आवश्यकिा हो, वहां सही Punctuation का प्रयोग करना सीखेंगे। 
 
 

 

Punctuation, वह चचह्न होिे हैं जो क्रकसी वाक्य के अिं में, अथवा उसके दो शिन्न िागों के मध्य में लगाये जाि ेहैं। 
Capital letter (अक्षर), full stop (पूणाववराम), question mark (सवाल चचह्न) व comm (अधाववराम) punctuation के कुछ 
आम उदाहरण हैं।  

Capital letter क्रकसी िी वाक्य की शुरुआि में लगिा है। Full stop or question mark वाक्य के अंि में लगिा है। 
Comma वाक्य के दो िागों या एक ही सूची की दो वस्िओंु के नाम के बीच ेलगिा है। 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?        मैं क्या जानना चाहिा/चाहिी हूूँ ?          आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

I think we 
should take a 
break, for just 

a second. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

What are 
you guys talking 

about? 
 
 
 
 
 
 

I think we should 
stop all together. 
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 Punctuaton mark   Use   Example  

  
A − Z 

 used to begin a sentence  Rain destroyed the crops.  
 Capital letter  used for names of persons,  Rahim, Bengaluru,  

    places, things, idea  Computer, Welding  
         

 
Full Stop or Period 

  used at the end of a complete  
He completed all his work. 

 
   

sentence 
   

        

    used to separate parts of a  June 26, 2019.  
 

Comma 
  date or a sentence    

   It can also be used to separate  We bought nuts, bolts,  
      

    items in a list.  screws and nails.  

 
Ques on Mark 

  used to end a sentence that  
What is the date today? 

 
   

asks a que.  
  

       
          

   begins a sentence, names  
The race was won by Rahul in Mumbai. He 

 
 
Capital letter 

 
of persons, places, things, 

  

   
received a car for winning. 

 

   
idea 

  

        

 
Full Stop 

    Do not use water on electrical equipment.  
  

ends sentences 
 
Workplace safety is very important. 

 

     
        

 
Ques on Mark 

 
ends ques ons 

 How should the ladder be posi oned?  
   

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 items in a list  Keep the workshop floor, staircases and other  
     

      surfaces clean.    
          

 
 

 

1. मूल punctuation चचन्हों को पहचानकर, ररक्ि स्थान िरें -  
 

I begin a sentence.  

I am called the _______________________. 
 
 
 

 

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

stop  

altogether.  

  

What I ask ques ons. 
are  you I am called the _______________________. 

talking  

guys  

about?  

  
I think I am used to make a list. we 
should 

I am called the _______________________. take a 
break. 

for a  

second.  
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2. जजन वाक्यों के अंि में full stop नहीं हैं वहां उसे लगाइए - 
 

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

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

c. It should be plotted always in the North direc on, so that the top of the drawing sheet represents North 
 

d. The base line is drawn first 
 

e. Intermediate sta ons are marked on the base line. 
 

f. The triangles are checked by check lines. 

g. For plotting offsets, mark the changes of the points along the chain. 

h. The plotting of offsets should be con nued according to the field book.  
  

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

j. The map should not have any dimensions 
 

3. वाक्यों को पटढ़ए व सही punctuation का चयन कीजजये - 
 

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. वाक्यों को पटढ़ए व सही punctuation का चयन कीजजये - 
 

a. The welder used goggles to protect his eyes 
 

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 
 

d. How does one protect the feet from injury in the worksite 
 

e. Is there any site engineer here 
 

f. A skilled electrician should always strive to cul vate safe working habits 
 

g. Are safety guidelines followed to avoid accidents 
 

h. Why should you stand on a wooden stool 
 

i. What kind of footwear should Kumar wear to the mechanical workshop 
 

j. It was a terrible accident 
 

5. पटढ़ए और full stop को रेखांक्रकि कीजजये व comma पर गोला लगाइए - 
 

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. वाक्यों को पटढ़ए और उनके अंि में सही punctuation का प्रयोग कीजजये - 
 

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. वाक्यों को पटढ़ए और सही punctuation का प्रयोग करिे हुए उन्हें दोबारा शलखखए I 
 

a. I can write simple sentences  
_______________________________________________________________________________  
b. Can I 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. जंहा आवश्यकिा हो वहां full stop अथवा comma का प्रयोग कीजजये I 
 

a. I 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. वाक्यों को पटढ़ए और सही punctuation का प्रयोग करिे हुए उन्हें दोबारा शलखखए I 
 

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 
 

_______________________________________________________________________________ 
 
 
 

 

KWL चाटा में टदए गए 'मैंने क्या सीखा प्रश्न का उत्तर शलखें। 
 
 
 
 

• punctuation क्रकसी िी वाक्य को स्पष्ट्ट बनिी है  
 

• Capital letter का प्रयोग वाक्य शुर करने के शलए क्रकया जािा है  
 

• full stop oquestion mark – वाक्य के अिं में प्रयोग होि ेहैं और comma – वाक्य के ववशिन्न िागों को वविाजजि 

 
 
 

 

Punctuation की कुछ और मजेदार activities के शलए तनम्न websites पर जाइये : 
 
http://www.mcpshs.net/ourpages/auto/2014/5/28/30055908/Dear%20John%20Grammar%20Ac vity.doc 
 

https://www.youtube.com/watch?v=B9bJaoIHRp4 

https://www.youtube.com/watch?v=Wk0k2FLjMc 
 
https://dic onary.cambridge.org/grammar/bri sh-grammar/wri ng/punctua on 
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                                            12. वाक्यों के प्रकार - पररचय 

                            (Kinds of Sentences - Introduction) 
 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे :  

• चार प्रकार के वाक्यों को पहचातनए  

• Declarative (घोषणा), interrogative (सवाल), imperative (तनदेश / चेिावनी) व exclamatory (आश्चया) वाक्यों का 
अभ्यास करेंगे  

• ववशिन्न प्रकार वाक्यों का उपयुक्ि सन्दिा में प्रयोग करेंगे। 
 
 

 

Kinds of Sentences 
 

Sentence (वाक्य) शब्दों का ऐसा संकलन होिा है जजसे पढ़कर या सुनकर हम बाि का पूरा meaning समझ पाि ेहैं। 
Sentence द्वारा हम कथन, तनदेश, आश्चया व सवाल व्यक्ि कर सकि ेहैं। इसशलए, यह आवश्यक है क्रक हम सही 
प्रकार के वाक्य का प्रयोग करें। 

 
 

 

मैं क्या जानिा/जानिी हूूँ         मैं क्या जानना चाहिा/चाहिी हूूँ ?         आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

1 
 

2 
 

3 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

Four Kinds of Sentences 
 
DeclaraƟve Sentence − Makes a statement. 
 

It ends with a period. 
 

ImperaƟve Sentence − Gives a command.  
It ends with a period or exclamaƟon point. 

 

InterrogaƟve Sentence − Asks a quesƟon.  
It ends with a quesƟon mark. 

 

4 
Exclamatory Sentence − Shows sudden or 

strong feeling.  
It ends with an exclamaƟon 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. 
 
b. Interroga ve – An interroga ve sentence asks a queston. 
 

There are 2 types of ques ons – Yes/No ques ons and Wh- ques ons 
 

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. 
 

Is it necessary to be qualified to do electrical work? 
 

Wh- ques ons – The sentence begins with a queston word. When? 
 

Who can do electrical work? 
 
c.  Exclamatory – An exclamatory sentence shows strong feeling. 

 
 
 
 

 

YES NO 
 
 
 
 
 
 

 

Where? 
 

Who? 

 

Why? 

 
Oh! how well qualified he is to do the work! 

Which? What? 

 

d. Impera ve – An impera ve sentence gives a command. 

Qualify yourselves to do electrical work. 

 
How? 

 

Asser ve sentences state Interroga ve sentences Impera ve sentences Exclamatory sentences 

facts and beliefs. ask ques ons. give commands or show strong feelings. 

   instruc ons.  
    

Welders use goggles and Why should welders use Use goggles and gloves How safe the welders 

gloves to protect their goggles and gloves? to protect your eyes and work using goggles and 

eyes and hands.   hands. gloves for eyes and 

    hands protec on! 
     

 

 

Who What When 
is a person is a thing or an is a time 

 action   

    

Where Why How 
is a place is a reason is a number or the 

 something happened way something is done 
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1. चचत्र को सही वाक्य से शमलाइये - 
 
 
 
 
 
 
 
 
 

 

Interroga ve Declara ve Impera ve Exclamatory 
 
 

 

Use goggles and gloves It is necessary to be What a great height the Is it necessary to be 

while doing welding qualified to do electrical electrician is working at! qualified to do electrical 

work. work.  work? 
 

2. चचत्र को सही वाक्य से शमलाइये व सही वाक्य को खाली स्थान में शलखखए - 
 

synchronous Motor  Green & Yellow Earth 
   

Single Phase 
 Brown 

Live   
   

Induc on Motor  
Blue 

 
   

Three Phase   Neutral 
   

Induc on Motor    
   

a. Choose the correct soldering b. Know the different types of AC c. Have you seen a metal tester? 

iron. motors. __________________________ 

________________________ ___________________________   
 
 
 
 
 
 

d. Electrical wires used for e. How useful it is to have so f. What is the purpose of a face 

all electrical connec ons are many types of screwdrivers! shield? 

available in three colours. ________________ ______________________ 

_______________________   

 

3. वाक्यों को पटढ़ए और सही शे्रणी में डाशलए - 
 

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 
 
 

 

a. 
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4. वाक्यों को पटढ़ए व देखखये क्रक क्या उन्हें सही शे्रणी में रखा गया है, यटद नहीं िो उन्हें सही शे्रणी में डाशलए - 
 

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.  
– Impera ve 

 
e. Keep the tools in good condi on. – Declara ve 

 

5. वाक्यों की शे्रणी पहचानें - 
 

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. शब्दों को सही शे्रणी में डालकर सही वाक्य बनाइये - 
 

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. काम करिे समय यटद हमें कोई शंका हो िो उसका तनवारण अवश्य करना चाटहए I How, where, what, which, 

when के प्रयोग से शंका व्यक्ि कीजजये / सवाल पूतछए - 
 

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. 
 

______to check 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 चाटा में टदए गए ‘मैंने क्या सीखा’ प्रश्न का उत्तर शलखें I 
 
 

 

• कथन / घोषणा (declarative) वाक्य सबसे आम होिे हैं, परन्िु अपनी बािें रखने के शलए हमें सिी प्रकार के वाक्यों 
का प्रयोग करना होिा है।  

• Interrogative वाक्यों की मदद से हम सवाल पछू सकिे हैं।  

 • Imperative वाक्यों की मदद से हम तनदेश दे सकिे हैं। 
 
 

 

https://www.youtube.com/watch?v=ld8r6NGXRts&t=34s 

https://www.youtube.com/watch?v=kZkfZwTCed8&t=2s 
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13. वाक्यों को लेखने में अभ्यास करना 
      (Practice in Framing Sentences) 

 

 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• मूल प्रकार के वाक्यों का अभ्यास करेंगे  

• वाक्यों की रचना के शलए शब्दों की सही श्रृखंला को सीखेंगे  

• शब्दों को सही श्रृंखला में डालने का अभ्यास करेंगे। 
 
 
 

 

Sentence (वाक्य) शब्दों का एक ऐसा सकंलन होिा है, जजससे हम क्रकसी िी बाि को पूरी िरह समझ पािे हैं। वाक्यों 
के एक से अचधक प्रकार होिे हैं – कथन, प्रश्न, तनदेश इत्याटद। वाक्यों के उचचि उपयोग के शलए शब्दों का सही 
श्रृंखला में होना आवश्यक है। 
 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?               मैं क्या जानना चाहिा/चाहिी हूूँ ?                आज मैंने क्या सीखा ? 
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1. शब्दों को सही श्रृखंला में लगायें। उदाहरण देखकर, समझे - 
 

a. speak / English / I 

I speak English 
 

b. the parcel / received / we 
 

____________________________________________________________________________________ 
 

c. welding gun / welder / uses 
 

____________________________________________________________________________________ 
 

d. love / I / homemade food 
 

____________________________________________________________________________________ 
 

e. the work / finished / I 
 

____________________________________________________________________________________ 
 

2. शब्दों को सही श्रृंखला में लगायें। वाक्यों को नीचे दी गयी टेबल में शलखें। उदाहरण देखकर, समझें 
 

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 / I / at the theatre / met 
 

____________________________________________________________________________________ 

 

Naming word Ac on Word (Verb) addi onal informa on  

Peter worked in BHEL  as supervisor. 

     

     

     

     

3. शब्दों को सही श्रृखंला में लगायें और वाक्य बनाइये - 
 

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. तनम्न शब्दों का प्रयोग कर, अचधक से अचधक वाक्य बनाए ं- 
 

I walked to the door 

 touched the window 

 opened the book 

 pointed to the table 

 picked up the casseƩe 

 wrote on the board 

 put down the pen 

 sat on the floor 

 stood on the chair 

 closed  

 moved  

 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

5. तनम्न शब्दों का प्रयोग कर, अचधक से अचधक वाक्य बनाए।ं ध्यान रहे क्रक हर sentence में आप उचचि 
punctuation का उपयोग करें। यटद आवष्ट्यकिा हो िो आप - alan/ the / some / a few का उपयोग कर सकिे हैं। 

 

I am tall at work 

we is lazy in the canteen 

he are smart in the factory 

she was lunch boy 

it were friendly girl 

they like idlies people 

 ate ro es manager 

 eat cakes  

 walk fast  

 walked slow  

 work hard  

 worked beau ful  

  naughty  
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_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

6. वपछली activity में शलखें वाक्यों में naming words/action words को रेखांक्रकि करें। 

 
 
 
 

KWL चाटा में टदए गए 'मैंने क्या सीखा' प्रश्न का उत्तर शलखें। 
 
 

 
 
 

 

 
 
 

 

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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1.  Her hair is 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. I hope b. Please repeat c. I believe d. Maybe  

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

  a. I’m sorry b. Can you tell me …? c. Is it so? d. Thank you  

13. Which one of the following is a short response?   

  a. Oh, I see b. I have never thought about it this way 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, I see c. Thank you d. Is it so? 

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. I 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. I am not coming. b. I don’t want to come. c. I’m sorry I 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 go at 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?  

 a. Comma b. Ques on mark c. Full stop d. Capital Letter 
 

25. Pick the correctly punctuated sentence. 

a. The wrench is a useful instrument 
 

c. The wrench is a useful instrument. 

 
 

b. the wrench is a useful instrument d. 

the wrench is a useful, instrument. 
 

26. Pick the correctly punctuated 

sentence. a. Where is the generator? 
 

c. Where is the generator. 
 

27. Pick the correctly punctuated sentence. 
 

a. We need some more screws, nuts and bolts 
 

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

28. Pick the correctly punctuated sentence. 
 

a. The Ganges is a holy river 
 

c. The Ganges is a holy river, 
 

29. Pick the correctly punctuated 

sentence. a. Who is the new instructor 
 

c. Who is the new instructor? 
 

30. Pick the correctly punctuated sentence. 
 

a. The United States of America is near Canada 
 

c. The United States of america is near Canada 
 

31. A pencil is a 
 

a. thin, long, wooden object used to write 
 

c. thin, long, glass thing object to write 

 

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 
 

32. A college is a 
 

a. ground with small buildings for playing 
 

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. A SIM card is 
 

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. A needle is a 
 

a. thin, small object with a sharp point 
 

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

a. small, industrial vehicle used to carry goods 
 

c. large, passenger vehicle used to carry people 
 
36. A helmet is a 
 

a. hard, round protec ve gear 
 

c. hard, rectangular protec on wear 
 

37. A godown is a 
 

a. small, narrow space for walking 
 

c. large, empty space for storing goods 

 
 

b. thick, big object with a blunt point 

d. thin, big object with a sharp point 

 

b. large, industrial vehicle used to carry goods 

d. small, industrial vehicle used to carry water 

 

b. so, long gear for motorists 
 
d. so, triangular protec ve gear for motorists 
 
 

b. large, open space for playing 
 
d. small, busy place for selling goods 

 

38. An email is a    

 a. chatting feature on phones without internet   

 b. virtual message exchanged between people using the internet  

 c. 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. I 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 iii. acbd iv. bcda 

44. Rearrange the words to form a sentence.   

 a. She wondered b. how c. 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. I 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 I 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. अशिनंदन और पररचय (Greetings and self-Introduction) 
 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• उन शब्दों की पहचान करें जजनका उपयोग कर हम लोगों का अशिनन्दन (greet) करि ेहैं ।  

• formal (औपचाररक) informal (अनौपचाररक) greetings का अिंर जानेंगे  

• स्वयं पररचय देना सीखेंगे । 
 
 
 

 
 

 
 
 

 

 
 
 
 
 

 
 

मैं क्या जानिा/जानिी हूूँ ?                  मैं क्या जानना चाहिा/चाहिी हूूँ ?                    आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 

 

GREETINGS IN ENGLISH 
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a. Greetings (अलभिदंि)  

Greet (अशिनदंन) करना, बाि-चीि शुर करन ेका एक ववनम्र िरीका होिा है । हम जब िी क्रकसी से शमलिे हैं, िो 
उन्हें greet करिे हैं । Greeting के औपचाररक व अनौपचाररक – दोनों ही प्रकार होिे हैं ।  

b. Self-Introduction (पररचय)  

हम जब िी नए लोगों से शमलिे हैं, हमें उन्हें अपना पररचय देना होिा है । सन्दिा अनुसार, स्वय ं के बारे में 
उपयुक्ि जानकारी देना ही पररचय की कला है । 

a. औपचाररक greeting का प्रयोग िब होिा है, 

जब आप क्रकसी नए व्यजक्ि, बुजुगा व्यजक्ि 
अथवा सीतनयर से शमलि े है । आपकी बाि-
चीि तनम्न सन्दिा में हो सकिी है 

• मीटटगं या इंटरव्यू  

• अचधकाररयों से बाि करना  

• बुजुगों का सम्मान करना  

• उन लोगों स ेशमलना जजनसे हम िली-िांति   

पररचचि नहीं हैं  

• नए सह–कशमायों से शमलना 
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Expressions  When to use  For whom to use 
    

Good morning/Good a ernoon/ in a formal situa on • colleagues 

Good evening     • business clients 
     

• formal rela onships 
Good Morning/a ernoon/ in a formal situa on, if you know • new neighbours 

evening Mr. ______ or Ms. the person already • 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 ng someone 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. अनौपचाररक greeting का उपयोग िब होिा है जब हम शमत्रों से, हम-उम्र लोगों स ेअथवा वप्रय-जनों स ेशमलिे हैं। 
इस अशिनन्दन में औपचाररकिा नहीं होिी, और ऐस greeting उत्तर ववशिन्न प्रकार से टदया जा सकिा है। 

 
 

 
Hello, John! 
How are you? 

 
How are you? 

 

 
How are you? 

 

 
How are you? 

 

 
How are you? 

 
 

 

 

C. Self-Introduction (falu) जब हम क्रकसी से शमलिे हैं, िब उन्हें अपने बारे में तनम्न प्रकार की जानकारी देिे हैं - 
हमारा नाम, हमारा जजला-विन, हमारे course का नाम, हमारे ऑक्रफस का नाम, हमारी रुचचयाूँ आटद! 

 

My name is George. 
 

I am from Goa. 
 

I am a residen al electrician. 
 

I inspect electrical components for safety. 
 

I like installing wiring and ligh ng at home. 
 

I find my job exci ng and interes ng. 
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K Greeting को सही शे्रणी में डाशलए और बिाइए क्रक इसका प्रयोग व उपयुक्ि उत्तर क्या होगा ? 
 

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 को सही शे्रणी में डाशलए। 
 

Expressions Formal Informal 
 
 
 
 
 
 
 

 

Hi, how’s life? 
 

How are you? 
 

Good evening, Jerry. 
 

Hey, come and join us. 
 

I 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 को एक शमत्र के साथ कररए। स्वयं का पररचय दीजजये, व अपने शमत्र का पररचय सुतनए। खाली स्थान में 
अपने शमत्र का पररचय िी शलखखए । 
 

I am ________________________  (name)  
I come from __________________ (village/town/city) 

My father is a _________________ (father’s job) 
My mother is _________________ (mother’s job) 
I have _______________________ (brothers and sisters) 

I like ________________________ (actor, food, game, music) 

I want to become _____________  (businessman, fi er, welder) 

My aim is ____________________ 
 

__________________________________________________________________________________  

__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________ 
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12. उदाहरण पढ़कर, पररचय का अभ्यास कीजजये। और क्रफर उसी प्रकार से ररक्िस्थान िरकर, अपने पररचय शलखखए। 
 

Hi. My name is My name is Kirana.  Hi.  My name is 

Deepak I come from Let me introduce  Deepak. I come 

a big family. I am my family first. l  from a big family. 

the only child in live with my dad,  I am the only child 

the family. I have 3 my mother and  in the family. I 

aunts, 6 cousins. My my elder sister. We  have 3 aunts, 6  

mother is not tall. She has short live in Chhattisgarh. My dad is self- cousins. She is very kind and I like 

hair and green    s. employed. My mother is a housewife. her. I miss my mother when we 

My mother is a typist. She is My sister is 20 years old and works in are not together. 

very kind. I like her. a bank.          
       

I am Thara.I am 17 years old. I live with my family.  Let me introduce about my family first. I live in a small 

Our family has four persons. I have     but nice village with my family. In   

a younger brother. My mother is a     my family, there five members, my   

teacher in a primary school. My father     two brothers, my parents and me.   

is a government employee. My brother     My father is a farmer. My mother   

is a trainee reading in class 7. We live     is a housewife. My elder brother   

in Baroda. I am also a trainee. I am     works for a company. My younger   

training in welding in ITI. I just passed     brother is a motor mechanic. I am   

from my school.       Shekar training in secretarial prac ce in Pusa ITI in 

          Delhi.     

      

 (father, mother, brother, sister, work, study, like, tall, short, happy, small)     
 My name is __________________________________     

 I live with my family in _________________________       

 There are __________________ members in my _____________     

 I have _______________________________________________     

 My _____________________________ in __________________     

 My brother __________________________________________     

                
 

a. अपने शमत्र को अपना पररचय दीजजये – इस बार आपके पररचय में आपको अपनी रुचचयों के बारे में िी बाि  

करनी हैं 
 

(chocolates, ice-cream, movies, colour, bike, car, city, food, games)  
I am _____________________________________ 

I like to eat __________________ during summer. 

I like watching/playing ____________________________ 

My favourite colour is _____________________________ 

I like driving _________________________________ 

I like to visit _____________________________ 

I like to eat ________________ for lunch/dinner. 
 
 
 
 
 
 

 

  
96 

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



अंगे्रजी साक्षरिा 
 
 
 

 

3. यह activity एक शमत्र के साथ करनी है। आप में से एक जना 'अरववन्द' बनेगा और एक ‘रहीम' – अब आप 
अरववन्द और रहीम के रप में एक दसुरे को अपना पररचय दीजजये। 

 
 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. 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 चाटा में टदए गए 'मैंने क्या सीखा प्रश्न का उत्तर शलखें। 
 

 

• Greetings – औपचाररक िी होि ेहैं, और अनौपचाररक िी।  

• पररचय की मदद से हम दसूरों के बारे में जानिे हैं।  

• औपचाररक व अनौपचाररक पररजस्थतियो में उपयुक्ि greeting का प्रयोग करना अतनवाया है ।  
 
 
 
 

अन्य लोगों को greet करने में, जजन greetings का प्रयोग होिा है – उसकी एक सूची बनाइये । अब सोचचए क्रक 
उनमें से कौन से greetings औपचाररक अथवा अनौपचाररक हैं, और िला क्यूूँ । 
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         16. प्रश्नों को पूछना और जवाब देना 
                                                           (Asking and Responding to Questions) 
 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• प्रश्न व उत्तर के अिंर को समझेंगे  

• प्रश्न व उत्तर को व्यक्ि करने के आमिरी के जानेंगे 

• प्रश्न व उत्तर का अभ्यास करेंगे 
 

 

Question (प्रश्न) का उपयोग जानकारी पान ेके शलए, 'K' का दरू करन ेके शलए व मदद मांगन ेके शलए क्रकया जािा 
है। Response (उत्तर) उस सवाल / प्रश्न के जवाब में टदया गया कथन होिा है। Response जानकारी देिा है, 

Question जानकारी मांगिा है। हाूँ 'yes' व ना 'no' का उपयोगिा response में होिा है। 
 

 

 

मैं क्या जानिा/जानिी हूूँ ?                  मैं क्या जानना चाहिा/चाहिी हूूँ ?                    आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 

a. Ques ons and responses 

 
 
 
 
 
 
 
 
 
 

 

b. Common words and phrases used as responses 
 

Ques on 
 

Am I?  
Do 

Have 

Can 

Will 
 

Are you?  
Do we? 

Have they?  
Can 

Will 
 

Is he?  
Does she? 

Has it? 

Can 

 

Will 

 

Response  
(answer) 

 

• am 

do 

have 

can 

will 
 

You are 

We do 

They have 

 can 

 will 
  

He is 

She does 

It has 

 can 

 will 
  

 
 

  Responses 

 Common words/expressions 

 Posi ve Nega ve 

 Oh Sure. I’m not sure. I’m doub ul. 
 I’m sure. Never. I’m sorry. Not oK. 
 OK. None, rarely. 

 Yes. No use. None. 

 Of course. It’s not true. 
 Certainly. It’s not possible. 
 Definitely. It’s impossible. 
 It’s possible. Nobody. No, not yet. 
   

 

Set Phrases 
 
in the train, on the phone, on the first floor, at the 

office, in the workshop, to the factory, on Friday, in 

2019, at 8:00 a.m., from 1 to 1:30 p.m., for two years, 

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 do not = don’t 
 does does not = doesn’t 
 did did not = didn’t 
 have have not = haven’t 
 can can not = can’t 

 will will not = won’t 
     

d. Types of ques ons and responses  

a. Ques ons checking/confirming the present Responses (answers) 

situa on (what is happening or going to 
   

Posi ve (yes) Nega ve (no) 
happen and what has just happened)    

Am I safe now? Yes, you are. No, you’re not. 
Are you a mechanic? Yes, I am. No, I’m not. 
Are we going to work tonight? Yes, we are. No, we’re not. 

Are they engineers? Yes, they are. 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, I know. No, I don’t. 
Do we work on Sundays? Yes, we work. No, we don’t. 
Do they work every day? Yes, they work. No, they don’t. 
Does he work in the weekend? Yes, he works. No, he doesn’t.  
Does she know the job? Yes, she knows. No, she doesn’t.  

Does it take more me to do? Yes, it takes. No, it doesn’t.  

Have you reported the accident to the engineer? Yes, I have. No, I haven’t. 
Have we complained about the damage to him? Yes, we have. No, we haven’t. 
Have they lost their tools? Yes, they have. 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? Yes, I was.  No, I wasn’t. 
Were we doing the welding work last Sunday? Yes, we were.  No, we weren’t. 
Were they angry about the delay? Yes, they were.  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, I did.  No, I 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, I will.  No, I won’t.  
  Can she hold the ladder? Yes, she can.  No, she can’t.  

  Will you help her measure the object? Yes, I will.  No, I 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?  12.30 to 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  
       

 

  
a. Are you a trainee?  Q       

           

b. Am I 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. इस पेज में केवल response हैं, positive के आगे सही का चचन्ह लगाए, negative response को गलि के 
चचन्ह से अंक्रकि करें I 
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Responses / X 

Yes, he is.  

No, we are not.  

Not possible.  
  

She hasn’t come.  

I won’t.  

You can.  

I don’t know.  
  

Yes, I am.  
  

No, he is not a fi er.  

Never.  
  

Good!  

None.  

Of course.  
  

Sure.  

She hasn’t.  
 

3. तनम्न Questions का उपयुक्ि response चुतनए  
 

No. Ques ons  Yes No 

1 Is the class interes ng?    

2 Did you read the concept?    

3 Do you like the training?    

4 Are the ac vi es useful?    

5 Are you learning to ask ques ons?   

6 Can you respond confidently?   

7 Are you familiar with all the responses?   

8 Will you complete all the ac vi es?   

9 Are the ac vi es easy?    

10 Have you finished reading all the ques ons?   
 

3. Yes या No का उपयुक्ि प्रयोग कर उत्तर दीजजए  
 

Are you safe?  Yes, I 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 को पटढ़ए और स्थान में उपयुक्ि question word शलखखए Question words है - what, when, who, 

 
  

 
 

 
 

 
 

 
 

 
 

 
 

  
 

• question को सही response से शमलाइए, उदाहरण से समझें  
 

A. Q R  

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

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

c. How was the programme? In 2021.  

d. Why are you late? By walk.  

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

f. Where is the lab? Blue.  
   

 

B. Q 

 

R 
 

a. Who is he? 
 

b. Was the job over or not? 
 

c. Have you ever taken leave? 
 

d. How many wrote the test? 
 

e. Are you sure about the examina 
 

f. Where were you born? 

 
 
 

 
 
 

 

on dates? 

 

It wasn’t over. 
 

No, never. 
 

Not sure. 
 

He is a fi er. 
 

Mumbai. 
 

None. 
 

xi चचत्र के आधार पर question का सही response चुने - 
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Responses   Question 

a. I’m fine.   How are you? 

b. John   ______ is the plumber? 

c. Tomorrow  ______ is the training?  

d. Hyderabad  ______ is the training? 

e. Five   ______ many spanners do you need? 

f. Tools   ______ do you want? 

g. To ghten the nuts ______ do you want the cutting plier now? 

 

where, why, how, उदाहरण पढकर समझे 
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  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).  
  

• चचत्र के आधार पर question का सही response शलखें - 
 

a.    
 

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?  

b. 
   

 
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?  

c. 
   
 

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?  

d.    

Do you know a good 
 Ques ons Responses 
 

What is the man doing? 
 

mechanic?   

  Is he happy or upset?  

  What is wrong with the car?  

  Can you repair cars?  

  Do you know a good mechanic?  
 

3. ररक्ि स्थान िरे व अपने शमत्र के साथ इस डायलोग का अभ्यास करें - 
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KWL चाटा में टदए गए 'मैंन ेक्या सीखा प्रश्न का उत्तर शलखें। 
 
 

• Questions के प्रयोग हैं - जानकारी पछूना, शंका का तनवारण माूँगना व मदद माूँगना।  

• Response & question का उत्तर होिा है।  

• Response जानकारी, सूचना व मदद देन ेमें सहायक होिा है। Response हाूँ या ना – दोनों में से कोई िी बाि 

व्यक्ि कर सकिा है। 
 
 
 

  

  

Mary. What is your name? 

I’m eighteen. How old are you? 

In London. 
Where do you live? 

 

On foot. 
How do you go 

to work? 

It’s my mom’s. Whose car is this? 

 
 
 
 

 

Ques ons Responses 
  

  

  

  

  

  

  
 

https://www.youtube.com/watch?v=t4yWEt0OSpg  

https://eslvideo.com/quiz.php?id=28363 
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17. दसूरों के साथ जानकारी साझा करना 
      (Sharing Information with others) 

 
 
 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• जानकारी देने में उपयोग आनेवाले कुछ चीिें मे (वाक्याशों) को जानेंगे  

• जानकारी मांगन ेऔर देने की प्रक्रिया का अभ्यास करेंगे  

• जानकारी देने के शलए उपयुक्ि िाप िचंगमा की रचना करेंगे 
 
 

 

 
 

 
 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

a.  

Making request Sharing informa on Making enquiry Giving opinion Short responses / comments 

Please repeat. It is about … Can you …? I hope … It’s simple. 
Please listen. It is on … Will you …? I believe … It’s clear. 
Once more It is at … Would you …? I think … It’s useful. 
please. It is about … Is it? I’m sure that … It’s great! 
Tell me.  When is it? It is because It’s wonderful! 
Please share.  What is it? of … It’s nice. 

Please explain.  Who is it? (reason) It’s interes ng. 

Check whether…  How to do it? That’s why … It’s right/wrong. 
Tell me about …  What if …? (reason) Oh, I see. 

  Why not?  Fine. 

  Really?  Good. 

  Where is it from?  Well, … 

    Possibly. 

    Probably. 

    Maybe. 

    I got it. 

    I know. 

    Sure. 

    I understand. 

    Thanks for sharing.  
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Sharing information (जानकारी बाूँटना) ववशिन्न सन्दिो में हम अक्सर एक दसुरे से जानकारी बाूँटिे हैं। इस काया के 
हेिु कुछ आमचीिें मे (वाक्याशंों) हमारे बहुि काम आ सकि ेहैं ! जानकारी – आंकडों, तनदेश, मदद इत्याटद – के रप में 
हो सकिी है। 

मैं क्या जानिा/जानिी हूूँ ?                  मैं क्या जानना चाहिा/चाहिी हूूँ ?                    आज मैंने क्या सीखा ? 
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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. I don’t suppose you 
(would) know ...? 

8. I was wondering ...? 
 

9. I’m calling to find out ... 
 

(use this phrase on the  
telephone) 

 
 
 

 

6. Do you happen to know ...? 
 
7. Could you find out ...? 
 
8. Could you give me some 

idea of...?  
9. I’m interested in ... 
 
10. I’m looking for ...? 
 
11. Have you got an idea of ...? 
 
12. Don’t suppose you 
 
(would) know ...? 
 
• I wonder if you could tell me 

...?  
• I wonder if someone could 

tell me ...? 

 

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! I 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 It’s informa ve too. I can see five ps for a 

interes ng!  healthy life. 

Well, it shows how to manage me. I believe it Yes, but I’m not good at that. That’s why, I feel 
is an important p.  stressed some mes. 

Oh! You must learn to manage me. Yes, I will. 

Thanks for sharing.  You’re welcome. 

Get  Step 

moving  away 
 
 
 
 

 

Talk through  

your problems 
 

Manage  

your me 
 

Build  

healthy 

habits 
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Suren Thanu 
  

Hi! I received an email from our site engineer. Is it? 
  

Yes. Did you receive any mail? No, I 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. 
  

 
 
 
 

  
   

 Hi Ajay! Hi Rani! 
   

 Hope you are preparing for the semester exam. Yes, I am. 
   

 Can you please lend me your trade theory book Why not? 

 for a day?  
   

 Thanks! What about your book? 
   

 I think I lost it. Oh! 
   

 I’ll photocopy your book and return it soon. I don’t think it is necessary. 
   

 What do you mean, Ajay? I 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, I 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 Yes, and it’ll save some paper and money too! 
 the exam.  
   

 Oh, yes! I don’t have to photocopy it! You got it! 
   

 But I don’t have a smartphone or any device to Don’t worry. I’ll lend my book then. I shall read 

 read it online or download it! it in my smartphone. 
   

 Thanks, Ajay! It’s alright. Prepare well for the examina on. 

   

 Sure, I will. All the best, Ajay! All the best, Rani! 
   

 Bye. Bye. See you tomorrow. 
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2. ररक्ि स्थान िरें -  
    

  Eswar Kevin 
    

  Are you staying in the hostel? _______________________. 
    

  I hope the food in the hostel is good? Yes, but I like to cook my food. 
    

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

  Oh great! What else do ______ know? I know ___________ and ___________ too. 
    

  Good! Now, tell me what you _______ and what you 

   are _______ at? 
    

  I know swimming and I’m good at pain ng and Excellent! That’s why you have joined this trade! 
  ________.  
    

  Yes, I like ______very much. I 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 I right? Yes. __________! 
    

  Ok then, … Click on __________ 

    

  __________ ________________________. 

    

  Thanks, Kevin, for sharing the informa on. My pleasure. 
    

  All the best! All the best, Eswar! 
    

3. अपन ेआईटीआई से जुडी सुचना ररक्ि स्थान में िरें -  
    

  Is your ITI situated in Karnataka? No, It is in _____________. 
    

  How long is it from the central railway sta on? It is ________ kms. 
    

  Oh! It is too far from the railway sta on. Yes, but transport is available. 
    

  I heard there are more than _______ trainees in Yes, we have different trades. 

  your ITI.  
    

  I hope there are many trades available in your _______, trades such as Fitter, electrician, 

  ITI. __________________. 
    

  Fine. Which trade are you in?  
    

  When did you join this ITI?  

    

  Oh, then you will be comple ng this course in  

  two years.  
    

  I hope your ITI has a campus placement drive.  
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4. पोस्टर में दी गई जानकारी ररक्ि स्थान में िरें - 
 

Your Friend You  
   

Hi! Hi, look at the __________.  
   

Yes, I saw it. It is about the Is it? I think it has warning signals.  
__________ work going on there.  Danger 

Yes, there are three signs. No, _________________ signs. You 
construc on work 

in progress 

 have a look at it now. No 
  

unauthorised 
Oh yes! I was wrong! It’s four. What The yellow one is a danger sign. The access 

are they? two ________ ones warn us about No 
 

________ & _________. 
smoking 

 on site 

And the blue one? It is for _______. It tells that they All visitors 
 

_______ report to recep on. 
must report 

 to recep  on 

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 Yes, you’re _________.  
the site directly?   

   

• कथन के आधार पर आपको नीचे दीए गए डायलोग को पूरा करना है - 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

You Your Friend 
  

Hi ________! Look at this message. I have seen it already. 
  

I don’t get this message. Can you tell It is about the ______ of _________ 

me what it is about? skills in our graduates. 

‘Lack’ means? ________ means ‘no’ or ‘absence’. 

  

You mean our ________ don’t have Yes. The message means that. 

_________ skills.  
  

Ok, I got it. Then, what can be done More skill-based training can be given. 

for employability?  
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• चचत्र के आधार पर आपको नीचे टदए गए डायलोग को पूरा करना है - 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Your Friend You 
  

Hi! How was the class today? Fine. I 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? I 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, I learned to use a wrench. 
  

Is wrench a spanner? ______________. It is a _______________. 
  

I have never used a wrench. Tell me how to turn it. 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, I understand. Thanks for sharing. I thank you too for ________________. 
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      GOVERNMENT INDUSTRIAL TRAINNING     
       INSTITUTE (ITI)     

       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     

          

   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 me it is on a   Please tell me the topic of the Is it on Weaving?  

  _______ (same/different) topic.   workshop.     

  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   Can you _____ this message through Please do. It would be useful.  
  ________, and for further _______   WhatsApp?     

  contact ________.         

  ________, I’ll do.    Thanks________! Thanks _______!  

  You’re welcome.         
 
 

• दी हुई जानकारी के आधार पर आपको डायलोग पूरा करना है - 
 

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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7. तनम्न जानकारी को पढे़ और A, B & C के बीच की वािाा में ररक्ि स्थान िरें, इस वािाा को अपने दोस्िों के साथ 
रोल करे - 
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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!  
 
 
 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा प्रश्न का उत्तर शलखें। 
 

• हमें सामाजजक, व्यावसातयक व पढाई के सदंिा में लोगों के साथ जानकारी बाूँटनी होिी है।  

• जानकारी देने के शलए कुछ ववशशष्ट्ट चीिें मे का उपयोग होिा है।  

• कुशल communication (सचंार) के शलए, उपयुक्ि चीिें मे का अभ्यास आवश्यक है 

 

 

  

 
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 y two)    

    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 ITI.) 

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 4a4df&ac 

on=click 
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1. नीचे टदए हुए नौकरी के इश्िहार जैसे अन्य इश्िहार ढंूढें, व इस जानकारी को अपन ेशमत्रों के साथ अंगे्रजी में बाटें  
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1. Saran: “I’d like to __________ you to Mary. Mary this is Helen.” Helen: “How do you __________.” 

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

2. Helen: “It’s __________ to meet you.” Mary: “It’s my __________.”   

 a. nice...pleasure b. good...pleasure c. great...pleasure d. All of the answers are correct 

3. Jamal: “I’m going home now. See you __________.” Paul: “__________!”   

 a. tomorrow...ok b. later...ok c. soon...sounds good! d. All of the answers are correct 

4. Rani: “Hey Mala. What’s __________?” Mala: “Not much. I’m __________ watching TV.”  

 a. on...trying b. home...sitting c. going...not d. up...just  

5. Hey there, Jai, What’s __________?    

 a. going on b. in the way c. on d. Hi, how’s life?  

6. Hey, come and join us. To whom will you say this?    

 a. Teacher b. Friend c. Parent d. Superior  

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

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

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

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

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

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

10. It was a pleasure seeing you. This statement is a    

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

11. What will be the best response to the ques 
 

a. Yes b. I wrote it well. 

 
on ‘Are you coming to the picnic tomorrow? 

 
c. It was good. d. Great 

 

12. When are you going to London, then? 
 

 a. Yes b. On Tuesday 

13. Will you be doing some shopping? 

 a. Last week b. Congratula ons 

14. Has Malliga called us for the party? 

 a. She will go. b. Yes, she has. 

15. Was Ajay crying?  

 a. No, he wasn’t. b. Yes, they were. 

16. Can we leave early?  

 a. We’ll go tomorrow. b. Yes, you can. 

17. Should I be doing this differently? 

 a. Please don’t sit. b. Yes, you should. 

18. The date is wrong on the letter. 

 a. I wrote it. b. Oh, yes, it is. 

 
 

 c. No 
 
 

c. I certainly will. 

c. I will certainly. 

c. I le it. 

 
c. He’s okay now. 

c. He’s not here. 

 
c. I told the teacher. 

 
 

d. Maybe 
 
 

d. Yes, I’d submi ed. 

d. On Monday 

 
d. Congratula ons 

d. I met him. 

d. Thank you 
 
 

d. I did not inform him. 
 

19. 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! I 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 c. making enquiry d. giving opinion 

23. The statement ‘I think this job is very easy’ can be used for  

 a. making request b. none c. 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 c. making enquiry d. giving opinion 

26. The statement ‘Are you going to the workshop?’ can be used for  

 a. making request b. none c. making enquiry d. giving opinion 

27. The statement ‘Please help me finish this’ can be used for   

 a. making request b. none c. making enquiry d. giving opinion 

28. The statement ‘May I know your mobile number please?’ can be used for  

 a. making request b. none c. 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 c. making enquiry d. giving opinion 
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     19. औपचाररक और अनौपचाररक सचंार 

       (Formal and Informal Communication) 
 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे।  

• जानेंगे की communication का क्या अथा होिा है  

• communication के क्या प्रकार होिे हैं  

• communication के शलए उपयुक्ि िाप-िचंगमा का अभ्यास करेंगे। 
 
 
 

Communication – दो व्यजक्ियों के बीच जानकारी का आदान-प्रदान है। एक व्यजक्ि sender (िेजनवेाला) होिा है, व 
दसूरा व्यजक्ि receiver (जानकारी पानेवाला) होिा है। जब दोनों व्यजक्ि एक दसूरी की बाि समझ जाि ेहैं, िब हम 
communication को सफल मानिे हैं। यह बाि हम शलखकर, बोलकर, चचत्रों स ेया संकेिों | हाव-िाव स ेकह सकि ेहैं। 
Communication का उपयुक्ि माध्यम, उसके संदिा से तनधााररि होिा है। 
 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?                   मैं क्या जानना चाहिा/चाहिी हूूँ ?                       आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 

 

Telling: 
 
 
 

 

Sender Message Receiver 
 
 

Communica  on: 

 
 
 
 

 

Sender Message Receiver 
 

Sender Reciever 
Feedback 
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Communication के उद्देश्य व शैली के अनुसार, इसके दो प्रकार होिे है.  

a. औपचाररक communication प्रोफेशनल लाइफ में अक्सर हम इस शैली का ही प्रयोग करिे हैं। मौखखक / सांकेतिक 
/ शलखखि – इन सिी प्रकारों से हम औपचाररक communication कर सकि ेहैं।  

b. अनोपचाररक communication प्रोफेशनल जीवन के बाहर हम अनोपचाररक communication कर सकिे हैं 
  Verbal – Wri en/Oral 
    

Talking to your friends,   Hi Jenny! I am going out for shopping this 

family or work colleagues on   weekend. 

the phone about personal    

ma ers.    
    

Talking around the dinner   Don’t spill the food, Priya! 
table with family/friends.    

    

Sending a friendly email to    

friends or colleagues.   seema123@yahoo.com 

    Subject 

    Dear Seema, 

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

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

    I 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 

     

Cha tting casually with   This coffee is too good. 

people.    

    

Waving to friends as you   Bye! See you tomorrow. 

walk by them.    

     

Pa ng someone on the back   That was a good presenta on, Mr. Vikram. 

to show that you support    

them.    

    

Sending wishes/   My best wishes for your future endeavours! 

congratula ng on    

achievements.    
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Facial Expression, 

Body Language, 

Gestures 

 
 

 

Non-verbal 
one Hello   

... ...  

... 
Hmm 

This 
  

   
    

 
 

 

ANGER DISGUST FEAR 
down 

... 
Oh no ... 

 
hooo 

... 

  Calm Yes!!!  God, please ... 
        

      Woo   

JOY SADNESS SURPRISE       
 

 

• टदए गए ववकल्पों को पढ़ें और शलखखि ओपचाररक communication के शलए उपयुक्ि / सही ववकल्प का चयन करें   

  
Answer 

 
• Addressing your boss in an email.  
• Dear Manickam 

i Hey, Manickam 

9 Dear Sir 
 
4 Introducing oneself 

1. This is with regard to … 

2. This is with reference to … 

3. I want to tell you that … 
 
8 Closing the letter/email  
4. Lots of love 

4. Warm regards 

8. Many thanks 
 
• Thanking someone. 

i Thanks a million for that. 

j Many thanks for that. 

k Thank you very much for that. 
 
 Saying sorry for your 

mistake. i. I’m sorry about that.  
ii. I wish to apologize for that. 

iii I sincerely apologize for that.  

d. तनम्न को ओपचाररक व अनोपचाररक के अनुसार शे्रणी में डाले - 
 

Verbal Communica on Formal Informal 
 
What’s up? 

 
Thank you, sir! 

 
With reference to your email, … 

 
I wish to bring to your kind no ce … 

 
Listen, I wanted to tell you something. 

 
You are requested to complete the  
given assignment by Monday. 

 
No problem. 

 
I 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,   

Hand 
stress on   

words) 
 

Sound movement  

(e.g.waving)  (e.g. Laughing) 

Closeness 
  Posture 
  (e.g. 

(e.g. ‘Invading 
  

  
slouching) 

someone’s   
   

space’) Non-verbal   

 communica on   

Body contact 

/Body language  

Appearance 

  

  
(e.g Shaking   (e.g. un diness) 

Hands)    

Facial   Head 

expression   movements 

(e.g. frown) Eye (e.g. nodding) 

 movements   

 (e.g. 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. 
 
 
 
 
 
 
 
 
 
 
 
 

 

Facial Expressions 
 

The human face is extremely expressive, able to 

express countless emo ons without saying a 

word. And unlike some forms of non-verbal 

communica on, facial expressions are universal. 

The facial expressions for happiness, sadness, 

anger, surprise, fear and disgust are the same 

across cultures. 

 

Poor Posture Good Posture Poor Posture  
Forward  Forward  

head  head 
Rounded    

   shoulders 

Flat 
Balanced  Weak 
upright 

Sway 

abdominal 

back posture musdes back 
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2. चेहरे के िाव को उपयुक्ि शब्द से शमलाइए - 
 

worried Thinking 
 
 

 

Happy Crying 
 
 

 

sleepy unwell 
 
 

 

Angry Confused 
 
 

 

Scared sleepy 
 
 

 

Wink exhausted 
 
 
 

 

3. चचत्रों को देखें और ओपचाररक व अनोपचाररक की शे्रणी में डाले, शे्रणी का नाम खली स्थान में शलखें - 
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4. यह एक औपचाररक खि का उदहारण हैं। वाक्यांशों को पढ़ें  
 

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 

I am wri ng on behalf of 

I am wri ng to draw your attention to 

Making a request 
I would appreciate if you could 

I would be most grateful if you would 

Would you be so kind and 

I was wondering if you could  
Apologising 

We apologise for any inconvenience caused 

Please accept our sincere apologies 

Complaining 
I am wri ng to express my dissa sfac on with 

I 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. उपयुक्ि वाक्यांशों को चनुकर – BHEL में apprenticeship के शलए apply करें 
 

From 

__________________________________________________________________________________ 
__________________________________________________________________________________ 

__________________________________________________________________________________ 
To 

__________________________________________________________________________________ 
__________________________________________________________________________________ 

__________________________________________________________________________________ 
Dear Sir/Madam, 

__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 

 
 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा' प्रश्न का उत्तर शलखें। 
 

 

• communication मौखखक या साकेंतिक हो सकिा है  

• communication का उद्देश्य तनधााररि करिा है क्रक उसे औपचाररक होने चाटहए या नही  

• औपचाररक communication के कुछ तनयम हैं। अनऔपचाररक communication के कोई कडे तनयम नही ंहै - यह 

स्वािाववक रप स ेहोिा है। 
 
 

ऐसे शब्दों की सूची बनाएं जजन्हें हम अनौपचाररक बाि-चीि में इस्िेमाल करि ेहैं, परन्िु औपचाररक बाि में नही ं
कर सकिे । 
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20. कायास्थल के बारे बोलना और जानकारी साझा करना 
      (Speak and Share Information about Workplace) 

 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• नौकरी से जुडे शब्दों को पहचानेंगे  

• नौकरी और कायास्थल 'workplace / office' के वणान का अभ्यास करेंगे  

• Workplace से जुडी ववशशष्ट्ट जानकारी बाूँटने का अभ्यास करेंगे 

 
 
 
 

Workplace का अथा है वो जगह, जहाूँ लोग काम करि ेहैं। Workplace से जुडी कोई न कोई जानकारी एक कमाचारी 
को अपने मैनेजर या सुपरवाइजर से साझा करनी होिी है। किी-किी हमें ग्राहकों को िी यह जानकारी देनी होिी है। 
Workplace पर स्पष्ट्टिा व ववनम्रिा से बोलना आवश्यक है। 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?                   मैं क्या जानना चाहिा/चाहिी हूूँ ?                       आज मैंने क्या सीखा ? 
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2. वववरण को सही शब्द से शमलाइए, उदाहरण देखकर समझे - 
 

Sl.No. 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. उपरोक्ि वववरण की मदद से तनम्न डायलोग पूरे करे -     
      

You  You friend    

Which job do you think is difficult? Please wait. Let me read the job descrip ons given.  
    

OK  I 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  

  _________________.   

I 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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2 पहली Activity में टदए गये जॉब वववरण के आधार पर अपने शमत्र के साथ कोई िी दो नोकररयो के बारे में चचाा करें, 
ररक्ि स्थान िरें - 

 

You You friend 
  

Which job do you think is difficult? I 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 

_____________________________. _________________. 
  

I will say the job of __________________________________ 

_____________________________. __________________________________ 

  

____________________________. __________________________________ 

  

A _______________________ has to __________________________________ 

______________________________ __________________________________ 

______________________________ __________________________________ 

______________________________ __________________________________ 

______________________________  
  

 

4. इस डायलोग का अपने शमत्र के साथ अभ्यास करें - 
 

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 floor in a 

 building. 
  

How do you commute to your workplace? I go by train. 
  

Tell me about the nature of your job. I enter data and process informa on using computers. 
  

Fine. How do you process informa on? I compile, codify, categorize, and verify informa on or data. 

  

What else do you do? I 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 Of course. We edit graphics using pixel or bitmap edi ng. 

edi ng?  
  

Can you give me your office contact Yes. Here it is. 

informa on?  
  

Thanks! It’s my pleasure. 
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5. ररक्ि स्थान िरें व क्रफर से अपने शमत्र के साथ इस डायलाग को बोलने का अभ्यास करें - 
 

You   Your friend 
    

What do you do?   I am a ____________ at _____________. 
    

Where is your office located?   It is 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?   I contact my customers through ________________ 

   __________________________________________ 

   __________________________________________ 
    

Oh, I see. Can you ___________________   Of course. 

__________________________________?    
    

Can you give me your office contact informa on?  __________________________________________ 

    

Thanks!   __________________________________________ 
    

   
 

 

7. Printer placed on floor 
instead of on table 

    

11 
Boxes blocking 

   

       

    fire exit      
  

3 
Si  ng at desk 

    

          

  (repe   ve movements)        
          

          
       

8 
Work sta on 

 

Person carrying 
10 

   

ergonomics 
  

      

too much at once 
       

     (layout of dest) 
        

Overloading 

5 trolley to 

move files  
Rocking 

9. on chair
 

 
  

4 
 Boxes and fi les   

   stacked too high  

         My Workplace 
       

 

2 
  Cord on 

7 Files on floor 
  

ground 
 

  

 

 
    

 How many hazards do you find? 
 

1 
Uneven floor, carpe ng 

OFFICE (trip hazard) 
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   Supervisor Worker   
       

   I have received complaints about our workplace Madam, I have already checked our office.   
   safety. Please check them immediately and share     

   the details with me.     
       

   Ok, 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. ररक्ि स्थान िरें व बोलने का अभ्यास करें -     
     

  Customer Customer Representa ve  
     

  Hello! Hello! This is AB Car customer service.  
     

  I am ___________. I’m __________, how can I help you sir?  
     

  I want to know whether my _____ 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 I 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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8. ररक्ि स्थान िरें - 
Hi _____________ Hi _________, How are you? 

  

Fine, ____________? Fine. What do you do? 
  

I 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.  
  

I work as _____________________. Fine. 
  

I do ___________________________ Is it an ISO cer fied company? 

_______________________________.  
  

Yes, ______________ How many hours do you work? 
  

I work for _________________________ Fine. 
   

10. चचत्रों की मदद अपने ऑक्रफस में उपलब्ध सुववधाओं की जानकारी अपने शमत्र को दें। 
 

Day care centre Cafeteria Gym Library Health centre 
 
 
 
 

 

You Your Friend 

Where do you work? I work in _________________________. 
  

Tell me about your office. It is ______________________________ 

 __________________________________ 
  

Fine. What are the facili es available? __________________________________ 

 __________________________________ 
  

That’s good. We also have _______________________ 

 __________________________________ 
  

That’s fine. I 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, I would like to. You can send your _________ to the HR. 
  

Can you ___________________it please? ___________________________________ 

___________________________________ ___________________________________ 
  

___________________________________ ___________________________________ 
  

 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा' प्रश्न का उत्तर शलखें। 
 

• अपने सहकशमायों व मनैजेर से बाि करने के शलए, हमे अपने ऑक्रफस / workplace की जानकारी होनी चाटहए।  

• Workplace में सफलिा पाने के शलए हमें अपनी बाि-चीि में उपयुक्ि शब्दों/औपचाररकिा का प्रयोग करना चाटहए।  

• ऑक्रफस के माहौल को अच्छा बनाने के शलए, हमें ववनम्र व्यवहार करना चाटहए। 
 

 

 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=OayCm263kIM  
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                                              21. चालू संिवों के बारे चचाा 
(Discussions on Current Happenings) 

 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• अपने ववचार व दृजष्ट्ट कोण को व्यक्ि करेंगे  

• अन्य लोगों के ववचारों से सहमिी/ असहमति जिाने का अभ्यास करेंगे  

• चचाा में िाग की कला को जानेंगे। 
 
 
 

Discussion (चचाा) के द्वारा बहुि से लोग, क्रकसी एक मुद्दे पर बाि करिे हैं। Discussion की सफलिा के शलए 
आवश्यक है क्रकस िी लोग अपन ेववचार व दृजष्ट्ट कोण को दसूरों से साझा करें। आज हम सीखेंगे क्रक क्रकस प्रकार, 

हम अपने ववचार स्पष्ट्ट व सटीक रप से व्यक्ि कर सकि ेहैं। 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?                   मैं क्या जानना चाहिा/चाहिी हूूँ ?                       आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

a. चचाा में प्रयोग होने वाली आम कहाविें / कथन 
 

Ini a ng Discussion Asking for Opinion/Explana on/Clarifica on Ending Discussion 
   

Let’s talk about … Can you tell 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 I ask you …?  

 Tell me about …  

 Please explain/clarify …  
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Personal Point of View General Point of View 

• In my experience ... •   It is thought that ... 
•   As far as I’m concerned ... •   Some people say that ... 
• In my opin on ... • It is considered ... 

• Personally, I think ... • It is generally accepted that ... 

• I’d say that ... 

• I’d like to point out that ...  
• I believe that ...   

Agreeing with an opinion •   Disagreeing with an opinion 

• Of course. • Yes, but ... 

• You’re absolutely right. •   I’m sorry to disagree with you, but ... 

• Yes, I agree. • That’s not en rely true. 

•   I think so too. • On the contrary ... 

•   That’s a good point. •   I’m not so sure about that. 
 Exactly. 

 That’s true. 
 Neither do I. 

 I couldn’t agree more. 
 

 

b. चचाा में सहायक होने के शलए कुछ उपयोगी hint  
 

In a discussion … 
 

2. maintain eye contact while speaking 
 

3. speak clearly and sensibly 
 

4. allow others to speak 
 

5. listen to others carefully 
 

6. make sure to bring the discussion on track 
 

7. have posi ve attitude 
 

8. be polite. 
 

 

Ganesh Peppin Aiysha 

Let’s talk about the career I think there are many. Is it? 

opportuni es for ITI trainees.   

I hope so. There is very good opportuni es I disagree with you. 

 for ITI trades.  

There was a man on of 3000 There are opportuni es in foreign Really? 

vacancies for ITI trainees in public countries too.  

sector companies.   

It is generally considered that ITI There is a shortage of skilled Do you mean there’s a need for 

courses are not compe   ve, but it cra smen all over the world. people who fix things and provide 

is not so.  services? 

Definitely! For example, trades like fi ers I agree, but many do not know 

 have more opportuni es in how to apply for these jobs. 

 interna onal oil and gas factories.  
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The placement cell will help us to Yes, they have e-ups with Oh, I see! 

get the right jobs. many na onal and interna onal  

 companies.  

We had a good discussion. To sum up, ITI trainees have better It’s very informa ve, thank you 

 opportuni es if they have right friends. 

 skill sets.  
 
 
 
 
 

3. उपयुक्ि उत्तर चनु,े उदाहरण देखकर, समझे - 
 

a. When you start a discussion on a topic, what do you say? 
 

i. Let’s discuss ii. 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, I agree. ii. I’m not sure. 
 

e. When you disagree with an idea/opinion, you say ___________ 
 

i. Do you know …? ii. I’m sorry, but … 
 

f. How do you express a personal view? 
 

i. In my experience … ii. I 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, I have to disagree. 
 

j. How do you keep the discussion moving? 
 

i. Next, let’s talk about … ii. To summarize … 

4. चचत्रों को उपयकु्ि प्रतिक्रिया से शमलाइए, उदाहरण देखकर, समझे -  
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A B 
  

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? I think in the first picture, friends walk off 

 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 लोन के बारें में दी गई जानकारी को पढ़ें और डायलाग पूरा करें, इस डायलाग का अपने शमत्रों के साथ 
अभ्यास करें - 

 

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, I have heard of it. No, I __________________. 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, I see. Fine. How much amount one can 

enterprises can apply.  get? 

   

Up to Rs __________. Oh, that’s great. This will be helpful for micro and 

  small ________. 

   

Do you know when it was I think it was in ___________. A good ini a ve. 

launched?   
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8. इस जानकारी को पढ़ें और डायलाग पूरा करें, इस डायलाग का अपने शमत्रों के साथ अभ्यास करें - 
 

Issues Hydraulics Pneuma cs 
    

Power Hydraulic tools are powerful, because Pneuma c tools cannot deliver the same 

 they use pressurized liquid (oil). power, because they use pressurized air. 

   

Maintenance Very little maintenance is required, as More maintenance is required as it 

 the internal parts are always bathed in includes draining moisture from air tanks 

 oil. and constantly keeping tools oiled. 

   

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 c tools are cheaper and easier 

 pneuma c tools. to build.  
    

 
 

John Rakesh 
  

I am planning to buy a Pneuma c In my opinion, Hydraulic pumps are better 

water pump for my house. What is your than ________________. 

______________?  
  

How do you say that? Hydraulics is more powerful because ______ 

 _________________________________. 
  

Yes, but doesn’t it need a tank to store the Of course, but compara vely it has more 

liquid/oil? advantages. 
  

Oh, I 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 I 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 I agree. So, have you changed your mind? 

_______________________. Thanks for the  

___________________________.  
  

Yes, _______________________________. It’s a better op on. 
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A B  
   

I’m interested in applying for _____________. Do you I have already _______________________.  
have any idea?   

   

Where do you find the applica on form? Go to ___________________ 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 _________________________. ________________________________________.  
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: www.appren ceship.gov.in is the official website to apply for the appren ceship training. 
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6. इंटनाशशप के अन्िराष्ट्रीय अवसर पर अपने शमत्रों से चचाा करें। नीच ेदी गयी जानकारी व टदए हुए वाक्यांशों का 
प्रयोग करें - 

 
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 ______________? 
 
I think ___________________. 
 
It is considered that _________________. 
 
In my opinion, __________________. 
 
TITP offers ___________________. 
 
It promotes ____________________. 
 
 

7. आपके शमत्र ने एक शानदार खोज करी है । उसन ेएक ऐसा उपकरण बनाया है जो की गटर लाइन की plubing 
problems का पिा लगा सकिा है। दी हुई जानकारी को पढ़ें , व अपने शमत्र को NSD | की इनोवशेन सेल के बारे में 
बिाए ं

 
 
 
 
 
 
 

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. जानकारी को पढ़ें और अपन ेशमत्रों के साथ चचाा करे क्रक CAD के उपरािं – आपके career ववकल्प क्या है - 
 
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. 
 

__________________________________________________________________________________  

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
 
 

 

KWL चाटा में टदए गए 'मैंने क्या सीखा' प्रश्न का उत्तर शलखें। 
 

 

• चचाा स ेहम क्रकसी िी टॉवपक से जुडी नयी यजुक्ि/यजुक्ियाूँ में तनकाल सकिे हैं।  

• चचाा के दौरान हमें ध्यान से सुनना चाटहए, ठीक से सोचना चाटहए व स्पष्ट्ट उत्तर देना चाटहए।  

• यटद आप उपयकु्ि वाक्याशं का प्रयोग करें िो चचाा बडी ही सरलिा से आगे बढ़ सकिी है। 

 
 

 

Visit https://www.youtube.com/watch?v=nAGvLAogmuk. कौशल ववकास में NSQF का महत्व जानें और शमत्रों से उस 
पर चचाा करें। 

 
 
 
 
 

 
 

134 

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



अंगे्रजी साक्षरिा 
 
 
 
 
 

 

22. टेशलफोन कौशल (Telephone Skills) 
 
 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• टेलीफोन पर बाि करन ेमें उपयोग आनेवाल ेआमचीिें मे (वाक्यांशों) को जानेंगे  

• टेलीफोन कॉल के िीन िागों को समझेंगे  

• टेलीफोन कॉल करने का अभ्यास करेंगे 

 
 

 

Basics of Telephone Call  

आइये देखिे हैं क्रक फोन कॉल के दौरान क्रकस प्रकार की ववशिन्न पररजस्थतियाूँ उत्पन्न हो सकिी हैं। 
 

   

   

   
 
 
 

 

   

   
 
 
 
 
 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?                   मैं क्या जानना चाहिा/चाहिी हूूँ ?                       आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. Parts of the phone 
 

   The keypad 

the (tele) phone The receiver The dial The key 
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Caller- वह व्यजक्ि जो कॉल 
करिा है 

On hold- कॉलर को 
'waiting' पर रखा जािा है 

आप जजस व्यजक्ि से बाि 
करना चा रहे हैं, वो अन्य कॉल 
पर व्यस्ि है 

Receiver- जो व्यजक्ि वो 
फोन उठािा है 

Hang up- फोन रख देना Hang up- फोन रख देना 
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b. Receiving a call 
 
 
 
 
 
 
 

The phone rings. I li the receiver. I answer. I hang up the phone. 
 

c. Making a call 
 
 
 
 
 
 
 

 

I pick up the phone. I dial the phone. I talk. I hang up the phone. 

 

d. कॉल receive करने का अथा है – caller का अशिनदंन करना और बहस के उदेश्य को जानना - 
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 I help you?  
May I know where you are calling from? 

May I know your name please? 

Note down the informa on. 
 

Thank the caller for calling.  
Say goodbye. 

 

 

e. टेशलफोन कॉल के िीन मुख्य िाग - 
 

Phases  Step What you should do Example 

  1 Greet the person. Good morning Sir/Madam. 
 

2 Introduce yourself. 
trade. 

  I am Rahim from ITI, Guindy. 

    I am trainee in the electrician 

     

  3 Say why you are calling. I am calling to find out if I 

 

 

  may come 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 
   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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1. तनम्न वाक्यों को पढ़ें , व चचत्र की मदद स ेररक्ि स्थान िरें। उदाहरण देखकर, समझें 
 

When you have to pass  Tell (speak) the message to him/her. 

on a message to someone   

immediately, what do you do?   

   

What will you do if the person is  Tell the message over the 

far away?  _________________________ 

  (caller, receiver, telephone) 

   

The person who makes the call is  (caller, receiver, telephone) 

called ___________________   

   

The person who receives the call  (caller, receiver, telephone) 

is called ____________________   

   

Trainees can contact the ITI over  (caller, receiver, telephone) 

the ______________________   

   
 

4. तनम्न शब्दों को सही चचत्र व वववरण से शमलाएं। 
 

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. टेलीफोन पर हुई बाि – चीि को पढ़ें व उसे उपयुक्ि शे्रणी में डाले, शे्रणीयां हैं - Greeting (अशिनन्दन), identifying 
self (पररचय देना) purpose of जीम call (कॉल का उदेश्य), उदाहरण देखकर समझे - 

 
5. Hello! My name is Ramesh. I would like to speak to Anju, please. 

 
6. Good afternoon! This is Shanthi. May I speak to Arti? 

 
7. Hi! I’m Ajith. Is Anu at home? 

 
8. Hello! My name is Rajesh and I’m calling from HSBC. I would like to speak to Mr. Chetan from the marke 

ng division. 
 

9. Good morning! I am calling from Harsha Trading Company. Could you connect me to your accountant? 
 

10. Good evening! Rakesh Sharma here. I would like to speak to Ms. Rekha. 
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Sl. No. Gree ng Iden fying Self Purpose of Call 

    

1. Hello! My name is Ramesh. I would like to speak to Anju, please. 

    

2.    

    

3.    

    

4.    
    

5.    
    

6.    
    

 

6. आपकी रसोई का पाइप लीक कर रहा है। ्लम्बर को फोन कीजजये, और उसे बिाइए की क्या करना है। 
 
 
 
 
 
 
 
 

 

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. आपकी ITI वका शॉप में बबजली नही ंहै। बबजली वविाग को फोन कीजजये, बिाइए की आस-पास की बबजल्डंगों में 
बबजली है, और उन्हें समझाइये क्रक वो आपको मदद कैस ेकर सकि ेहैं। 

   

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.   
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26. आपको कंस्रक्शन साईट पर सकैफोल्ड (बजल्लयाूँ) लगवानी है। पजंीकृि कंपनी को फोनकर, उन्हें इसके बारे में 
बिाएं व उन्हें अपना पिा िी दें। 

 
 
 
 
 
 
 
 

 

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. 
 

28. आप एक फैक्री में काम करिे हैं। आपकी फैक्टरी में रेफ्लेजक्टव जैकेट बनिी है। जैकेटों का आडार िैयार है। कूररयर 
कंपनी को फोन कीजजये और बिाइ की यह आडार पैक कर, आपके लखनऊ वाले डडस्रीब्यूटर के पास पहुूँचाना 

 
 
 
 
 
 
 

 
 

Step What you should do 
 

d. Greet the person. 
 

e. Introduce yourself. 
 

f. Say why you are calling. 
 

g. Discuss what should be done. 
 

h. Thank the person. 
 

i. Say goodbye. 
 

29. आपके अध्यापक ने आपको फोन क्रकया है। आपके पास उनका नंबर नहीं है, इसशलए आप उन्हें पहचान नहीं 
पाए। इस कॉल पर बाि करने का उपयकु्ि िरीका क्या होगा? टदए गए ववकल्पों में, सही ववकल्पों पर चचह्न 
लगायें। उदाहरण देखकर, समझें  

      

 1 Answer the call in the first ring.    
      

 2 Answer the call after ten rings.    
      

 3 Greet by saying “Hi, how are you?”    
      

 4 Tell the caller your name.    
      

 5 Speak while the caller is saying something without listening.    
      

 6 Speak very fast and make noises.    
      

 7 Be ready to note down what the caller has to say.    
      

 8 Ask politely what the caller has to say.    
      

 9 May I know your name please?    
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 Who is this? 
 

 What do you want? 
 

 May I know what the ma er is? 
 

 Call me later. I am watching a movie. 
 

 It is a holiday. Give me the details on Monday. 
 

 How did you get my number? 

 

31. जब आप फोन पर स्वयं का पररचय देि ेहैं, िब आपको क्या करना चाटहए? सही ववकल्प पर चचह्न लगायें। 

 

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 ऑक्रफस में आपको इनमें से क्रकस प्रकार से फोन आंसर करना चाटहए? सही ववकल्प चुनें 
 

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. 
 
 
 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा' प्रश्न का उत्तर शलखें। 
 

• फोन कॉल के िीन िाग होिे हैं – शुरुआि, शमडडल (बीच की बाि), और अिं  

• फोन करिे समय हमें पिा होना चाटहए की कैस े– अशिनदंन करना है, स्वय ंका पररचय देना है, कॉल का उद्देश्य 

बिाना है, बाि करनी है और ववनम्रिापूवाक कॉल खत्म करना है।  

• "to hang up", "to hold", "line busy", "line engaged”, “dialling" and "disconnect” फोन कॉल के वववरण के शलए यह 
कुछ मुख्य शब्द हैं । 

 
 

 

ऐसी पररजस्थतियों की सूची बनाएं जजसमें आपको फोन पर बाि करने की आवश्यकिा पड सकिी है।  
https://www.youtube.com/watch?v=6tfFRD0envo 
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23. टेशलफोन कौशल - िूशमका तनिाना          
(Telephone Skills - Role Plays) 

 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• ववनम्रिा से फोन पर बाि करने का अभ्यास  

• ववशिन्न सदंिो में फोन पर बाि करने का अभ्यास  

• फोन पर क्रकसी अन्य व्यजक्ि के शलए 'message' लेन ेका अभ्यास 

 

 

फोन पर Courtesy (ववनम्रिा । शशष्ट्टिा) जब हम क्रकसी व्यजक्ि के प्रति ववनम्रिा, आदर और सम्मान व्यक्ि करि ेहैं 
िो उसे ही 'courtesy' कहा जािा है। आज हम जानेंगे की अंगे्रजी में क्रकन शब्द और वाक्यांशों की मदद स ेहम फोन 
पर ववनम्रिा व आदर प्रकट कर सकिे हैं। 
 

 

 

मैं क्या जानिा/जानिी हूूँ ?                   मैं क्या जानना चाहिा/चाहिी हूूँ ?                       आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 

 

a. Unacceptable and acceptable expressions 
 

Unacceptable Acceptable 

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 Could you please give me your  
on the phone, use polite number?  
expressions like “may” or   

“could”. May I take your number?  

   

When someone is not available, I am sorry. Mr Richard is  
inform the caller politely. not available. Shall I take a  

Request for a message. message?  

Note down the message. 
  

Would you like to leave a  
  

 message? Mr Richard is not in  

 office now.  

Ask for clarifica ons, when you Could you repeat that, please?  
are not sure about what they   

are saying. Could you speak a little more  

 slowly, please?  
   

If you cannot hear very well, you Could you please speak a bit  
need to ask them to be louder louder?  

very politely. 
  

Would you mind increasing the 
 

  

 volume of your voice, please?  
   

Be polite when you ask them to Could you wait for a moment  
wait. please?  

   

 Hold the line for a moment  

 please.  

When giving nega ve I am afraid, Mr Ramesh has le  
informa on, be polite. office.  

   

 I am sorry. Mr Ramesh is on  

 leave.  
 

 

35. क्रकस पररजस्थति में कौन सा उत्तर उपयुक्ि होगा? नीच ेदें गयी सूची में देखें, और सही पररजस्थिी िो उपयुक्ि 
उत्तर से शमलाइए 

Sl. No. Situa ons 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 I am afraid that the person you want is in a  

 available. mee ng now.  

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 I 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 wants is in a       Could you repeat what you just said, 

please? mee ng. 
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I आप फोन पर बाि कर रहे हैं। तनम्न पररजस्थतियों को पढ़ें , और उनका उपयुक्ि उत्तर चुनकर, शलखें - 
 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 is in 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. ररक्ि स्थान िरें, आप इस हेिु तनम्न शब्दों का प्रयोग कर सकि ेहैं – (transfer, hold, louder, section, who, hold, 

may, calling)  
 

Don’t Say Say    
     

Hang on … May I put you on ------------------ ?  
    

Hold on … --------- I put your call on --------------?  
     

Who is calling? May I know ----------- 
is -------------- 

?  
    

I can’t hear you. Could you speak ------------- ? I am unable to hear you. 
    

I can’t help you. I need to -------------- your call to the ------------ so that they can 

 answer your ques on, May I do so?  
     

 

L मनीश और ररकंी के बारे में पढ़ें। आप और आपके शमत्र मनीश व ररकंी का क्रकरदार तनिाइए, और यह डायलाग 

दोहराई। 
 

Rinki is a COPA trainee. Manish is the recrui ng officer in ABC 

She wants to apply for internship manufacturing company. He is receiving 

in ABC manufacturing company. a call from Rinki. Rinki wants to do internship 

She calls Manish, the recrui ng officer. training in ABC manufacturing company. 

Hello, am I talking to Mr Manish? Hello, yes this is Manish speaking. 
  

I am Rinki, COPA trainee from ITI, Suratkal. Nice to know. May I know what I can do for you? 
  

I wish to apply for internship in your company. I am sorry. We are currently not enrolling candidates for 

 internships. 

Could you tell when I may approach you Sure. Please make a note of it. 

again?  

Just a moment please. Let me take a pen and Our normal internships offer are from January to March 

paper to note down. every year. 
  

Thank you for the informa on. May I know Sure. You need to apply through your ITI. The applica on 

the process for applica on? should reach the company by December. 
  

Thank you, Mr Manish. I shall apply through You are welcome. Good bye. 

my ITI in December. Good bye.  
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10 शोराब और मैथ्यू के बारे में पढ़ें। आप और आपके शमत्र शोराब और मैथ्यू का क्रकरदार तनिाइए, और यह डायलाग 

दोहराइए । 
 

Shorab is a welder trainee. Mathew is a re red ITI instructor. He has been 

He wants to apply for helping trainees for appren ceship training. 

appren ceship training. Shorab, an ITI trainee calls him seeking advice. 

He calls Mathew his instructor  

for advice.  

Hello, am I talking to Mr Mathew? Hello, yes this is Mathew speaking. 
  

I am Shorab, trainee in welder trade from Nice to know. May I know how I can help you? 

ITI, Trichy.  
  

I wish to apply for appren ceship training. That’s good. Where did you complete your trade training? 

Could you guide me, please?  

I completed my training from ITI, Trichy. Okay. Have you approached BHEL which is near your ITI? 
  

No, sir. Could you please tell me what I Sure. Please make a note of the following steps. 

need to do?  

Just a moment please. Let me take a pen Register in the government of India appren ceship portal. 

and paper to note down. Choose BHEL Trichy under Establishment menu. 
  

It is enough if I register and choose BHEL, No. That is the first step. You need to apply online in the BHEL 

Trichy? 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 Yes. BHEL no fies the employment exchange to publicize the 

any other way to apply? informa on. 
  

Could you tell me if it is open to all Preference is for candidates who can speak Tamil. 

candidates across the country?  
  

Thank you, sir for the valuable informa on Best wishes and Goodbye. 

and guidance. Goodbye.  
  

 

8 एन और शसन्ध ुके बारे में पढ़ें। आप और आपके शमत्र एन और शसन्धु का क्रकरदार तनिाइए, और यह डायलाग 

दोहराइए। 
 

Anne is a secretarial prac ce trainee. She Sindhu is a career counsellor. She has been helping candidates 

wants to know job opportuni es. She calls iden fy job opportuni es. Anne, a secretarial prac ce ITI 

Sindhu, a career counsellor for advice. 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 Nice to know. May I know how I can help you? 

Government ITI for Women, Firozpur.   

I wish to know the job opportuni es for Do you know what the job role expects from you? 

me. Could you guide me, please?   

I am expected to maintain files and handle You are right. You also need to have the ability to plan and 

human resources efficiently. coordinate func ons in the office. 

Okay, I got it. Could you please tell me the Sure. Please make a note of it. 

kind of jobs that I may apply for?   
  

Just a moment please. Let me take a pen You may look for jobs as personal assistant, personal secretary 

and paper to note down. in mul na onal companies, private offices, banks and other 

 ins tu ons. 

Where do I find the job adver sements You may find it in naukri.com, freshworld.com, mesjobs.com 

other than in newspapers? 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. 

I 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, चेन्नई की सीमा-जी, दगुाादेवी-जी स ेबाि करना चाहिी हैं। आपको दगुाादेवी के ररसे्शन से जानकारी शमलिी 
है की वो क्रफलहाल उपलब्ध नहीं हैं। एक शमत्र के साथ इस डायलाग का अभ्यास कीजजये ! 
  

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. 
 

9 संदीप, वेंकट से बाि करना चाहि ेहैं। वेंकट के ररसे्शन से पछूा जा रहा है क्रक क्या संदीप, वेंकट के शलए कोई 
__message' (संदेश) छोडना चाहेंगे? अपने शमत्र के साथ इस डायलाग का अभ्यास कीजजये। 
 

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 चाटा में टदए गए 'मैंने क्या सीखा प्रश्न का उत्तर शलखें। 
 
 

• फोन पर बाि करिे समय, सकारात्मक व ववनम्र शब्दों का उपयोग करें।  

• अपने पररचय व उपयकु्ि ववनम्र वाक्यांशों का अभ्यास महत्वपूणा है।  

• किी-किी फोन उठान ेपर, हमें क्रकसी और के शलए सदेंश लेकर, उस ेशलखना होिा है। 
 
 
 

फोन पर इस्िेमाल होनेवाले ववनम्र वाक्याशंों की एक सूची बनाइये। 
 
https://www.youtube.com/watch?v=OWDyWLhu0FY  

https://www.youtube.com/watch?v=Tw2r9DkL5co  

https://www.youtube.com/watch?v=zNpmtVZFXS0 
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24. पढ़ने के शलए (Let's Read) 
 
 
 
 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• पाठ्य में पाए जानवेाले आमशब्दों व चचह्नों से पररचचि हो जायेंगे  

• संदिा को समझकर, शब्दों का अथा समझने का अभ्यास करेंगे  

 • तनदेशको पढ़कर समझन ेका अभ्यास करेंगे 
 

 

Reading (पढने) द्वारा हम शलखखि शब्दों को समझ पाि ेहैं। Reading के शलए हमें अपना ध्यान एकाग्र करना होिा 
है। इसकी मदद से हमारा शब्द कोश िी बढ़िा है और उसे प्रयोग करने का आत्मववश्वास िी ! Reading पर महारि 
हाशसल करने के शलए हमें सीखना होगा - मुख्य शब्दों की पहचनान करना, पाठ्य को अपने पूवा-ज्ञान से जोडना, 
संदिा को समझना, प्रश्न पूछना, क्रफर से पढ़ना और दोहराना। 

 
 

 

 

मैं क्या जानिा/जानिी हूूँ ?                   मैं क्या जानना चाहिा/चाहिी हूूँ ?                      आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 
 

How to escape from a sinking car? 
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• आपको शब्दों को सही शे्रणी में डालना हैं,शे्रणीयां हैं - (N), ac on (A) or describing (D) words. पहला उदाहरण देखकर, 
समझे - 
 

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 
 

• 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 
 

l. plo ng drawing 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  na on ra on 
 

4. उस शब्द को अकं्रकि कीजजये, जो गु्रप के अन्य शब्दों से अलग है 

 

a. injury Sheet wound cut hurt blister 

b. hammer axe micrometer spanner wrench box 

c. electrician fi er 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 cau on no ce forkli alarm signal 

l. plotting land survey line draw ball 

m. varnish paint brush bake spray enamel 

n. chisel hammer saw clamp cookery nail 

o. mask gloves shoes book eye glasses helmet 
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3. सन्दिा और सकेंि को समझकर, शब्दों के सही मिलब का अदंाजा लगाइए। 
 

 

Cau on 
Forkli trucks opera ng  

No unauthorised persons 

allowed beyond this point 
 

High visibility clothing must be worn 
 

Protec  ve footwear must be worn 
 

Pedestriand must keep to walkways 

 

• Evacuate: fill, stay, live, empty, water. 
 

• Immediately: lately, fast, slowly, delay, try. 
 

• Warning: request, sugges on, order, letter, board. 
 

• Alarm: tool, warning bell, sleeping bell, lunch bell, sign. 
 

• Cau on: help, sign, warning, opera on, vehicle. 
 

• Pedestrian: poli cian, plumber, child, walker, worker 
 

• Protec ve: safe, selec ve, unsafe, proper, plas c 
 

• Visible: dull, attrac ve, blind, dark, unseen. 
 

• Warehouse: a construc on site, a house for workers, a building for storing goods, a factory. 
 

• Walkway: le, right, path, factory, warehouse. 
 

• ररक्ि स्थान िरें - 
 

 There are three kinds of wires. ____ (true/false). 
 

 Are there five different colours? ____ (yes/no). 
 

 Green is a live wire. ____ (yes/no). 
 

 What is the colour of the neutral wire? ____. 
 

 Is there a red wire? ____ (yes/no). 
 

 Earth wire is in ________& _______ colour. 
 
 

xii पोस्टर पढ़कर, उपयुक्ि उत्तर दें - 
 

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. 
 

• The second sign means ___________. 
 

 run towards the exit.  ii. close the exit.  iii. check the building. 
 

 run away from the exit. 
 

5. When there is fire in the building, you should _______ the building. 
 

i. stay in ii. leave iii. return to iv. go to 
 

d. If you hear the fire bell, you should immediately report to the _______. 
 

i. assembly point ii. stores room iii. canteen iv. shed. 
 

e. When you see the fourth sign, your entry to the building is ________________ 
 

i. easy ii. strictly not restricted iii. strictly not allowed  iv. allowed 
 

f. The last sign means, _______. 

 
 
 
 
 
 
 
 
 
 

 

Raise the alarm 

 
Leave building by the 

nearest available exit 
 
Reort to assembly point 

 

Do not return to the building 

un l authorised to do so 

 
Do not take risks 

 
i. No risk ii. take risk iii. safe to enter iv. not safe to enter. 
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6. टूल सेफ्टी के पोस्टर पढ़कर, उपयुक्ि उत्तर दें - 
 

A. 
 

a. __________ maintenance of tools is important. (proper/improper). 
 

b. Keep your tools clean and ______ (blunt/sharp). 
 

c. Is PPE necessary when you use power tools? ______ (yes/no). 
 

d. Can you carry a power tool by its cord? _______ (yes/no). 
 

e. If you use power tools in wet condi ons, it is _______ (safe/unsafe). 
 

6. You should inspect all tools before use. ____ (True/False). 
 

 

B. 
 

5. Hand tools are _____ operated 

(manually/ electrically). 
 

6. Is hammer a hand tool? ______ (yes/no). 
 

7. What does ‘hazard’ mean? ____ (safety/danger). 
 

8. If a tool is misused, it is ____ (safe/unsafe). 
 

9. When a tool is maintained properly, it is in ____  
condi on. (good/bad). 

 
10. ________(Do/Do not) use damaged tools. 

 

Hand Tool Safety 
 
 
 
 
 

Five Basic Safety Rules 

 

C. 
 

a. Can you use a carpenter’s hammer on metals? _____ (yes/no). 
 

b. Can you drive nails with a Machinist’s hammer? _____ (yes/no). 
 

c. Is it possible to use a file with handle? ______ (yes/no). 
 

d. Can you use a wrench too large for nuts? ______ (yes/no). 
 

e. Should you use improper tools for the job? ___ (yes/no). 
 

f. Should you handle the tools with care? ___ (yes/no). 

 

Use proper tools 
 

FOR THE JOB 

 
Never drive nails with 
a Machinist’s hammer 

 
Never use a wrench 
too large for nut 

 
Never use file 
without a handle 

 

Take care 
Never use a 
carpenter’s 

hammer on metal 

  

• A व B के युजक्ि संगि कथनों को शमलाइए, उदाहरण देखकर समझे - 
 

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. Water problem is solved.  

A B 

 
a. The surveyor measured the land. The Mechanic arrived.  

b. The small object has to be measured. The welder is called.  

c. The car broke down. The surface became smooth.  

d. The steel gate is broken. Plotting of land was done.  
e. He used the file on metals. She brought the micrometer.  
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2. उन शब्दों को रेखाकं्रकि करें जो श्रंखला के सही िम को व्यक्ि करिे हैं 
 

a. First, wipe the object clean of any debris or dust. 
 

b. Then, place the object on a large piece of cardboard or newspaper 

to protect the surface on which you are spray pain ng. 
 

c. 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. 
 

e. Apply two or three coats of paint for a bright look. 
 

3. पोस्टर पढ़कर, सही िम से प्रक्रिया का वणान करें। 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Make notes here. 

__________________________________________________________________________________  

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
 
 
 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा प्रश्न का उत्तर शलखें। 
 
 
 

• पढ़कर हम शलखखि शब्दों का मिलब समझ पािे हैं  

• पढने के हमें िाक्रका क क्षमिा व एकाग्रिा की आवश्यकिा है  

• दोहराना, सन्दिा समझना, ववशय के पूवा-ज्ञान का प्रयोग करना – reading को बेहिर करने के कुछ िरीके हैं। 

 
 
 

Visit https://learningenglish.bri shcouncil.org इस वबेसाइट पर जाकर 'skills' शलकं पर जक्लककरें, व उसके बाद 
'reading' सपदा का चयन करें। अब अपने स्िर और रुची अनसुार – सही लवेल का चयन करें। 
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1. I work in an IT Company. I am a 
   
    

 a. teacher b. so ware engineer  c. doctor d. lawyer 

2. I take care of people’s need to look pre y or handsome. I am a   

 a. beau cian b. plumber  c. welder d. typist  

3. I join metal parts together. I am a     

 a. plumber b. welder  c. mechanic d. so ware engineer 

4. I repair vehicles and change spare parts of machines. I am a   

 a. nurse b. mechanic  c. welder d. plumber 

5. I help in designing and building houses. I am    

 a. a fi er b. an architectural assistant c. a turner d. a machinist 

6. I work with wood designing doors and windows. I am a   

 a. fireman b. carpenter  c. draughtsman d. beau cian 

7. I specialise in the design and manufacture of shoes. I am a   

 a. footwear maker b. foot doctor  c. paediatrician d. shoe mender 

8. I am a rubber technician. I work in an industry that manufactures   

 a. medicines b. tyres  c. pencils d. so -drinks 

9. I am a plas c processing operator. I work with    

 a. steel b. polymeric materials  c. laptops d. robots 

10. I use water hoses, ladders and other ex nguishers for my job. I am 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. trainees cannot enter the workshop if they do not wear shoes 

 
b. trainees will be asked to wait outside the workshop 

 
c. trainees can wear socks and enter the workshop 

 
d. trainees may wear shoes if they want 

 
12. Embroidery courses are a great opportunity for enhancing one’s employability skills. This sentence means 
 

a. you may find it difficult to get a job if you learn embroidery 
 

b. 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 ll 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 management is 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 I agree with you …?’ is used for       

 a. elabora ng   b. apologising c. star ng a 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 I explain what I 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. ... I 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. It is 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. “I apologise for the inconvenience” d. “I will put you on hold”  

46. When talking to a caller a 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. “I told you it was not going to be long” d. None of the above   

47. Who should end the phone call first?    

 a. the person who answered b. the person who called  c. it doesn’t matt er d. none of the above 

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 
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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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26. सरल वाक्यो शलखना (Writing Simple sentences) 
 
 
 
 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• टदए हुए ढाूँचे के अनुसार, वाक्यों की रचना का अभ्यास करेंगे  

• शब्दों को सही िम में लगाकर, वाक्यों की रचना करेंगे  

• सरल वाक्य रचना का अभ्यास करेंगे 
 
 

 

अंगे्रजी में शलखना – एक महत्वपूणा कौशल है। ररज्यू मे और कवर लैटर हमें जॉब पाने में मदद करिे हैं। यटद आप 
अंगे्रजी शलखना जानिे हैं, िो आप के शलए न केवल देश, बजल्क ववदेश में िी बहुि से नौकरी के अवसर खुल जाि े
हैं। 
 
 

 

मैं क्या जानिा/जानिी हूूँ ?              मैं क्या जानना चाहिा / चाहिी हूूँ ?               आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. तनम्न शब्दों के इस्िेमाल से जजिने मुमक्रकन हो, उिने वाक्य बनाइये।  

I, we, he, she, you, they, eats, gave, goes, come, walk, is, are, an apple, the book, coming, I 

gave the book. Are you coming? She eats an apple. 
 

__________________________________________________________________________________  

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________ 

__________________________________________________________________________________  
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f. चचत्र और शब्द को देखकर, वाक्य बनाइये। आप इन बच्चों को अपनी पसदं के नाम दे सकिे हैं। 

 
 
 
 
 
 
 
 

 

Ravi is talking. ______________________________________________________________________________  
__________________________________________________________________________________________ 

 
 
 
 
 
 
 
 
 

 

l. पूवा activity में बनाए हुए वाक्यों को अब चेंज tense (िूिकाल) में शलखखए। (is / am/are की जगह was / were 

शलख दीजजये) 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

4. चचत्र में टदए हुए शब्दों की मदद से वाक्य बनाइये। 

 
 
 
 

 

 

 

 

 

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. 
 

__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  

• तनम्न शब्दों की मदद स ेचचत्र में टदए गए औजारों का वववरण कीजजये। उदहारण देखकर, समझें 
 

(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 चचत्र को देखें और उसके आधार पर कुछ सवाल बनाएं । उदाहरण पढ़कर, समझें 
 
Is there a white towel next to the paint n?  
Make more ques ons. 

__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________ 
 

2 तनम्न शब्दों का प्रयोग कर, कुछ वाक्य बनाए।ं इन वाक्यों के द्वारा आपको – तनवदेन करना है, या तनदेश देना है। 

एक उदहारण (तनदेशका) आपको टदया गया है। 
 
keep, come, close, write, say, walk 

Keep those books on the table.  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________   
__________________________________________________________________________________  

8. शब्दों को सही िम में लगाकर, वाक्य की रचना कीजजये 
 

f. beau ful is flower the.  
g. run the dogs fast very.  
h. came late she class to.  
i. driver the lorry caught was.  
j. playing were children the with ball.  
f. aircra the taking is off.  
g. police searching the were for the thief.  
h. the woman speaking the to was Principal.  
i. many flying butterflies are garden the in.  
j. old man reading was newspaper the. 

 
The flower is beau ful. 

 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा प्रश्न का उत्तर शलखें। 
 

 

• शलखखि communication के द्वारा हम अपना पररचय िावी कंपतनयों को देि ेहैं  

• नौकरी में सफलिा के शलए हमें मूल-िूि वाक्य शलखना आना चाटहए  

• शलखन ेकी क्षमिा को ववकशसि करने के शलए हमें सामान्य वाक्य शलखने का अभ्यास करना चाटहए 
 

 

अपने आस-पास की वस्िुओं को देखखये, और अपने शमत्रो को सरल वाक्यों में उनका वववरण शलखकर दीजजये। 
 
https://www.youtube.com/watch?v=jTEATmzxdro 
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27. बािचीि करना (Speaking) 
 
 

 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• अंगे्रजी बोलने में काम आनेवाल ेआमशब्दों और वाक्यों का अभ्यास करेंगे  

• अपने ववचार व्यक्ि करन ेका अभ्यास करेंगे  

• अपनी पसदं/ना पसदं को जानकर, उस ेव्यक्ि करने का अभ्यास करेंगे 

 

 

अपने ववचार तनडरिा व सहजिा से क्रकसी के िी सामन ेरख पाना – एक महत्वपूणा कौशल है। अंगे्रजी िाषा का सही 
इस्िेमाल, आपको जीवन में सफल बनाएगा। बोलना ही िो एक माध्यम है – लोगों से शमलने का, सिी के ववचार 
समझने का, और अपनी बािें सिी से कहन ेका ! 

 
 
 

मैं क्या जानिा/जानिी हूूँ ?        मैं क्या जानना चाहिा/चाहिी हूूँ ?        आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 

 
Grow Your Vocabulary. 

Read 10 mins/ day. 

 

Write your thoughts down. 

Then say it out loud. 

 
 
 

 
Write three ques ons. 

Tell a friend to ask you 

them. 

 
 
 
 

Read a book/ magazine 

article out loud. 

 
 
 
 
 
 
 
 
 
 
 
 

 
Record Yourself. 

Listen back. 

 
 

 

वािाा का उद्देश्य अकसर स्वयं का और अन्य लोगों का पररचय देना, ववचारों को साझा करना और ववचारों के बारे में 
पूछना होिा है । वािाा शुर करने के शलए ही हमें पहले अपना पररचय देना होिा है । आप स्वयं का िी पररचय देिे 
हैं, और दसूरों के बारे में िी सीखिे हैं । जब कोई आपका पररचय देिा है, िब िी आपको उत्तर देना होिा है। 
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159 

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



 अंगे्रजी साक्षरिा 
 
 
 

 

There are several ways by which you can introduce yourself and others. 
 

Here are expressions to introduce yourself: Here are expressions to introduce others: 
   

• My name is ... •  Jack, please meet Nicolas. 
• I’m .... •  Jack, have you met Nicolas? 

•  Nice to meet you, I’m ... •  I’d like you to meet Jack. 
•  Pleased to meet you, I’m ... •  I’d like to introduce you to Nicolas. 
•  Let me introduce myself, I’m ... •  Jack, this is Nicolas. Nicolas this is Jack. 
•  I’d like to introduce myself, I’m ...  

  

•  Useful responses when introducing yourself or other people: 
•  Nice to meet you.  

•  Pleased to meet you.  

•  Happy to meet you.  

•  How do you do?  

• Hai…Hello  
   

 

Everyone of us have opinions to share with others. 
 
 
 
 
 
 
 

 

If you ask me 
To be honest 

Honestly, I think 
My point of view is that 

Well, if you ask me 
 

The main points are 
 

I’d say that  
I’d suggest that 

 
 
 

 

It seems to me  
As far as I know 

I feel that 

I would say that 

As far as I’m concerned 

If I am not mistaken 

• believe I 

feel 

In my opinion In 

my view 

It seems likely The 

way I see it is I agree 

with Personally, I 

think 
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• ररक्ि स्थान में उपयुक्ि उत्तर शलखें 
 

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. सही उत्तर को शमलाए ं
 

How do you get to work? I got struck in the traffic. 

How long is the drive? Normally, I drive. 

Do I 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 नीचे दी गयी बाि-चीि को ध्यान से पटढ़ए। उन वाक्याशंों को रेखांक्रकि कीजजये, जो क्रकसी ववचार को व्यक्ि करने 
का काम कर रहें हैं और अब उन्हें शे्रखणयों में बाटंटए opinion, 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 I 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 I totally disagree with you. What is the point of fun in 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 I don’t agree with you, Sam. I 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 चाटा िरें - 
 

Expressing Opinion Agreeing Disagreeing 
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5 तनम्न सवालों का उत्तर दीजजये - 
 

 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. 

 

e. 
people find hard. 

 

 Two situa ons where you always try to be early. 
 

 

9 तनम्न पररजस्थतियों पर अपने शमत्र के साथ चचाा करें- 
 

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
 

9. weren’t used to doing before? 
 

What jobs do your parent’s make you do at 
10. home?

 

 

 

• आपकी क्लास का एक सहपाठी कुछ टदनो से क्लास में नहीं आया । आई है। अपन ेशमत्र के साथ बाि कीजजये, 

और अदंाजा लगाइए की उनका छुट्टी पर रहने का कारण क्या हो सकिा है। 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
 

_______________________________________________________________________________________ 
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l चचत्रों को देखें और उनकी एक-दसूरे से िुलना करें। ये लोग क्या काम करिे हैं? इस काम को करन ेके शलए उन्हें 
क्रकस प्रकार के अनुिव और कौशल की आवश्यकिा होगी? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 

9. चचत्र को देखें - आपके ववचार में क्या यह हमारा िववष्ट्य है? सहमिी व असहमति व्यक्ि करनवेाले वाक्य शलखें। 
 

I Agree I Disagree 
  

  
 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा' प्रश्न का उत्तर शलखें। 
 

 

लोगों से बाि करने के शलए उपयुक्ि शब्दावली और वाक्यों का प्रयोग करना आवश्यक है। हमें अपने ववचारव पसंद 
/ना पसंद व्यक्ि करने के शलए, मौखखक communication का अभ्यास करना होगा। 
 

 

तनम्न चीजें करने के शलए हमें क्रकस प्रकार के वाक्यों का प्रयोग करना चाटहए ? 

 
• Giving Your Opinion  
• Introducing 

Informa on 

• Giving Examples 

• Concluding & 

Summarizing 

• Showing Cause 

& Effect 

• Specific Situa ons 

 
e. Raising Points  
f. Clarifying & Resta ng  
g. Asking for 

Clarifica on 

h. Politely Interrup ng 

i. Generalizing 

j. Keeping track of 

the discussion 
k. Agreeing & 

Disagreeing 
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     28. ध्यान देना (Listening) 
 
 
 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे  

• सुनन ेकी आवश्यकिा और महत्व को समझेंगे  

• क्रकसी काया को पूरा करने के शलए 'सुनने की क्षमिा का प्रयोग करेंगे 

• 'सुनने के कौशल का ववशिन्न संदिो मे अभ्यास करेंगे 

 
 

सुनने की कला हमें क्रकसी िी संदेश को समझने में मदद करिी है। सुनने स हम कौन से उद्देश्य पूरे कर पािे हैं? 

हम जानकारी जुटािे हैं, प्रश्नों के उत्तर पािे हैं, व छात्र, कमाचारी और नागररक के रप में बेहिर प्रदशान कर पािे हैं। 
सुनने की क्षमिा के आधार पर ही हमारी िाषा से जुडी अन्य क्षमिाएं ववकशसि होिी हैं। इसशलए ध्यान से सुनना 
अत्यिं अतनवाया है। 

 

 

मैं क्या जानिा/जानिी हूूँ ?        मैं क्या जानना चाहिा/चाहिी हूूँ ?        आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

a. Listen to a High School Principal making an announcement to the trainees. 
 

“Children, I 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. I want to be part of this team. 
 

Jitu: I 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. On 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. तनम्न घोषणा को ध्यान से सुनें और मुख्य सूचना को शलखें - 
 
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. I 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 c 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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• इस बाि-चीि को सुनें और नीच ेटदए गए प्रश्नों के उत्तर दीजजये - 
 

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. I will go to the zoo tomorrow and make a rough sketch of what I see. I will show it to you a er 

I complete it. 
 

Leena: I want to paint sunrise. I will watch it from the beach and get a rough pain ng ready. I 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. 
 

• Where does Jitu want to go in the weekend? 
 

 to the zoo 
 

 to an art store 
 

 to main street 
 

 to the public library 
 

• What does Leena want to paint? 
 

 an animal 
 

 natural scenery 
 

 sunrise 
 

 zoo 
 

3. इस सन्देश को सुतनए और उत्तर दीजजए - 
 

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. 
 

l. 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. 
 

l. Be careful while walking in the workshop where loads are suspended. 
 

m. Keep all safety materials handy. 
 

3 इस आपािकालीन सूचना को सुनें और तनदेशानुसार उपयकु्ि उत्तर चनुे - 
 

“Ladies and gentlemen, may I 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 l 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 l they hear ‘All-Clear’. 
 

7. The ‘All-Clear’ will be given by the building staff. 
 

8. The announcer thanked them. 
 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा प्रश्न का उत्तर शलखें।  
 

 

• सुनने का अथा – सनुना, समझना और जवाब देना – िीनों ही होिा हैं। 
• घोषणा या सूचना को सुनिे समय, हम मुख्य बािें नोट कर सकिे हैं।  

• तनदेश को सुनने के बाद, हमें तनदेश का सही पालन करना होिा है। 
 
 
 

रेडडयो और टी.वी पर खबरें सुनें – दोनों में क्या अिंर है? 
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29. कौशल का उत्पादक उपयोग (Productive Use of Skills) 
 
 
 

इस पाठ के अिं में हम तनम्न उद्देश्य पूरे करेंगे:  

• तनदेश सुनकर, काया करने का अभ्यास  

• शलखखि, प्रदशशाि व मौखखक सूचना के आधार पर काया करने का अभ्यास  

• उचचि सन्दिा में उपयुक्ि शलखखि communication का अभ्यास 

 
 

अंगे्रजी में बाि रख पाना, व अन्य लोगों की बाि समझ पाना एक बहुि महत्वपूणा कौशल है। तनदेशों और सूचनाओं 
को पढने स ेहमारा शब्द कोश बढ़िा है। जैसे-जैसे हमारी अंगे्रजी सुनने और पढ़ने की क्षमिा में सुधार होिा है, हमारा 
अंगे्रजी बोलना और शलखना िी बेहिर होने लगिा है। यटद आप अंगे्रजी बोलने और शलखने में कुशल हो जाि ेहैं, िो 
मान लीजजये की आपने िाषा सीखली है । 

 
 

 

मैं क्या जानिा/जानिी हूूँ ?        मैं क्या जानना चाहिा/चाहिी हूूँ ?        आज मैंने क्या सीखा ? 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Spoken Word 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Images  
Visual 

 
 
 
 
 

 

en Word 
 

Wri 

 
 
 
 
 

 
 

Body 
Language  

 

11. आपके अध्यापक तनम्न चीजों को पढेंगे। आपको इन्हें चल-पद slip के चचत्र में ढूढना है। 

 

a. Iden fy the name of the branch. 
 

b. Who is the cheque to be given in favour of? 
 

c. What is the value of the cheque in rupees? 
 

d. How much is the exchange amount? 
 

e. Men on the name of the bank. 
 

f. When has the applica on been made?  
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• आपके अध्यापक तनम्न चीजों को पढ़ेंगे। आपको इन्हेंcheque/dd के चचत्र में ढूढना है। 
 

 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 _________________________________ 
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• चचत्र में दी गयी सूचना के आधार पर, प्रश्नों के उत्तर दीजजये - 
 

 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 

 

 

Cooking  

(Pulping) 

 

Pulp 

 

Washing 
 

Paper Machine 
 

Finishing 
Conver ng 

 

 

Paper Product 
 
 
 

h चचत्र में दी गयी सूचना के आधार पर, पपेर बनान ेकी प्रक्रिया का वणान करें। आपको वाक्यों के कुछ ढाूँचे टदए गए 
 

(collect, carry, convert, take, sort, send, put) 
 

a. First, wood from the ___________________ 
 

b. It is then ____________________________ 
 

c. It goes to the paper mill after ______________________ 
 

d. It is converted into ______________________ 
 

e. It is taken to ________________________________ 
 

f. Paper is sorted for _________________________ 
 

12. ________________________________________ 
 

13. ___________________________________________ 
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1. Planta on 

 

3. Transport 
 
 
 
 
 
 

2. Harvest 

4. Pulp mill 
 
 
 
 
 
 
 
 
 
 
 
 

 

6. Printers  5. Paper mill 
 
 
 
 
 
 
 
 

 

7. People 

 

9. Recycling 
 
 

 

8. Paper sor ng 
 
 

 

10. Landfill 
 

__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________ 
 
__________________________________________________________________________________________  
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• नीचे टदए गए दोनों चचत्रों को गौर से देखखये। इन चचत्रों के आधार पर, चाय की पत्ती बनाने की प्रक्रिया का 
ववस्ििृ वणान कीजजये। 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

     Leaves & Buds                 

                  
 

      
               

  
Withered 

      

 Steamed                   
                      

     
 
        

    Pan fried/Steamed   Bruised   Bruised/Rolled  

                            
                

Oxidized (brief) 
 

      Rolled/Shaped     Oxidized (full)  

  Dried                          

      
   

 
   

      
 
      

      Dried Pan fired/Dried   Fired/Dried   
                    

                           

                         

 

 

White Tea     Green Tea     
Oolong 

Tea    Black Tea  
 
 
 
 
 

 

__________________________________________________________________________________ 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
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e. इस चचत्र में कमाचाररयों के कॉफी िके के दौरान देखे जानेवाल ेव्यवहार का वणान क्रकया गया है। अपने शमत्र के 
साथ, इस व्यवहार के बारे में चचाा करें। 

 

Check clock.              
                

                

Is it  
Yes. 

 

Go to 

   

Is No. 
 

 

    
      

break time 
  

Relax. break time?         
      break area.    over?    
                

  
 

       
 

 
 

   
 No.        Yes.    

                
      

Return to  
Yes. 

 
Is the No. 

 

Look busy. 

   
      

boss around? 
   

   work area.       
               

                
                

 

 

I think it is not correct to _________________________ 
 
We need to be ______________________________ 
 
It is ok to relax _______________________________ 
 
The company’s produc vity will _________________________ 
 
What if I relax for a few minutes when_________________________ 
 
Personal values _________________________________ 
 
As an employee, I need to _________________________________ 
 

9. इस चचत्र में कमाचाररयों के कॉफी िके के दौरान देखे जानेवाल ेव्यवहार का वणान क्रकया गया है। अपने शमत्र के 
साथ, इस व्यवहार के बारे में चचाा करें। 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
 

__________________________________________________________________________________ 
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4. आप ABC मैन्युफैक्चररगं कंपनी में सुपरवाइजर हैं। अपना पररचय, XYZ डडस्रीब्यटूर के माकेटटगं मेनेजर रमेश को 
दीजजये। आपको उन्हें अपनी कंपनी के प्रोडक्ट की जानकारी िी देनी है, और अपन ेबारे में िी कुछ बिाना है 
(नाम, अनुिव, आटद) । 

 
__________________________________________________________________________________________  
__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

__________________________________________________________________________________________ 
 
 

 

KWL चाटा में टदए गए 'मैंन ेक्या सीखा प्रश्न का उत्तर शलखें। 
 

 

• क्रकसी िी टदए गए काया को पूरा करने के शलए तनदेशों को ध्यान से सुनें व पढ़ें।  

• ववशिन्न सन्दिो में बाि करने के शलए, उपयुक्ि शब्दावली का अभ्यास करें।  

• रोजाना के जीवन में अंगे्रजी के बहुि से उपयोग होि ेहैं – बैंक्रकंग, इत्याटद इनमें स ेएक है। 
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1. Rahul enjoys ________ with his pet dog. 

 30. खुद को परखें (Recall) 

  
 a. playing b. wri ng c. reading d. washing 

2. The company _______ goods to Vietnam.   

 a. buys b. exports c. falls d. goes 

3. She said that she was ______in the proposal.   

 a. forgot b. interested c. wri ng d. gave 

4. I was quite _______with his performance.   

 a. differed b. given c. wrote d. impressed 

5. Please do not _____ on the grass.   

 a. step b. feel c. cut d. see 

6. Father cooks _______ pasta every evening.   

 a. delicious b. painful c. 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 ll 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 d. Karl Benz’s 

6. In which year did Ransom E. Olds start the Olds Motor Vehicle Company?  

 a. 1903 b. 1901 c. 1902 d. 1904 

7. Produced means…    

 a. bought b. named c. made d. sold 

8. Fuel is ...    

 a. a car produc on system   b. what makes cars go c. the price of a car d. None of the above 

9. Pollu on in the air is .…    

 a. dirty air b clean air c. a kind of fuel d. a system of produc on 
 

10. Most modern cars s ll use diesel and petrol. 
 

True                   False 
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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. I Can & I Will   
2. Spoken- b,c,f,g,i,k,l,o, 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. carpenter i. tailor   j. beau cian 

 k. fi er l. nurse         
2. b. library c. Central avenue d. Second street e. Drugstore   f. Store / bank / police sta 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     

4. cu 

ng, welding, plumbing, 

connec ng, install    
5. a. blue/ small   b. round/brown/smooth c. many/shiny d. many/rough  

 
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. 
 

LeƩers Names Places Things Animals Birds 

H Hyder Ali Hyderabad Hammer Hyena Humming bird 

M 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  lceris   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. cutt ing 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  en up / a flower g. a season / 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 
 
c. circular– in the shape of a circle/ a no ce 
 
d. current– in the present moment/ electricity 
 
e. express– to say or show one’s feeling/fast 
 
f. fair– lighter in complexion/honest 
 
g. kind– type of / being considerate and helpful 
 
h. 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 N K W T M F M T N C N 

N O U E E Y A Q N S O D 

O G I N T C X E D P I E 

W V G T T S M P X M S V 

G A E O U P A G K A N I 

M D R R I A Y F I L E C 

V Y X U A S C Y Q C P E 

R Y Q B Z L A E G I S S 

W E R O L L L L R T U R 

T I U C R I C S P P S B 

U G X K B L N C P K D Y 

C O M P O N E N T J R I  

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             

H L J W C F G H W I A U I T R 

K U B L I O L K F H F M I L B 

O A E X U N N E R W U E U I I 

D R I L L G L N V O S A J T D 

P O S I T I O N E E W S C U T 

S A K H N P C G E C L U E N L 

E I B A G O T P L J T R A E C 

W X E M R N I O J Q O E F D A 

F L W R U S E T A B N I W S T 

C I E P A L V C L Y L K Z L J 

D C T S K J P E X E O Q Q I F 

T R K E A B K R O Y Z P G D P 

L J U Q S V R E D R L N A E F 

E C R E I 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 

2.               

3. a. operates b. gave  c. is d. has  e. appreciated  f. delivered g. drove h. barked 

i. found j. is k. is  l. 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.) 
 

5. a. is b. help c. is  d. assists e. do f. looks  g. are h. are i. has  j. is   

6. a. repair b. install c. are  d. work e. is f. cuts g. apply h. recruits i. erects j. is k. are 

 l. is m. blows n. grows  o. complained       

7. a. asked b. repaired c. fixed d. follow e. are f. is g. wear  h. are i. ensure j. try 
 

8. 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. 1.inspect  2. spoke  3. connected  4. shut  5. hit  6. supplied 7. insulated 8. apply 9. gave  10. Made 
 

3. a. I am 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.       d. I was installing 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 x dark cold x hot correct x incorrect right x wrong clean x dirty slow x fast wet x dry  
before x after hard x so healthy x sick loud x quiet curly x straight new x old young x old 

open x shut 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 c 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 

 

3 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 
 
5 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. 
 
7 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.  

 I 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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2. a. This is a spanner.   b. These are spanners.   c. This is a screwdriver.   d. These are screwdrivers. 
 

3. I 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. 
 

4. a. Yes, it is his.  b. They are theirs.   c. No, it isn’t theirs.   d. They are ours.   e. Yes, it is his. 
 

5. b. his. c. mine. d. my e. mine f. mine g. theirs h. yours i. his 
 

6. they, They, They, They, It, them, She, She, She, She, It, She, She her, her 
 

11. Introduction to Punctuation 

 

1. capital letter, period/fullstop, ques on mark, comma 
 

2. b, c, d, i, j 
 
3. 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. 
 
4. a-.  b-.  c-.  d-?  e-?  f-.  g-?  h-?  i-?  j-. 
 
5. a-?  b-.  c-.  d-?  e-.  f-?  g-?  h-?  i-.  j-? 
 
6. a-.  b-? c-.  d-?  e-?  f-.  g-?  h-?  i-.  j-. 
 
7. a. I 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. 

 
8. a. When is it safe to remove or replace fuse? 

 
b. What is the use of a micrometer? 

 
c. What will happen when kerosene comes into contact with fire? 

 
d. The company has opened its branch offices in Mumbai, Kolkata, Bangalore and Shimla. 

 
e. Remove fuse grips while working on dead circuits. 

 
f. Turn an adjustable wrench toward the movable jaw. 

 
g. Don’t you have shoes to wear in the workshop? 

 
h. 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. Interroga ve 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. Impera ve b. Interroga ve c. Declara ve d. Declara ve  e. Impera ve f. Interroga ve  g. Declara ve 

 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.  I speak English. 
 

 b. We received the parcel. 
 
 c. Welder uses welding gun. 
 
 d. love homemade food. 
 
 e. I 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. I 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  
     

I  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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1. 
15.Greetings and Self-Introductoon  

   
    

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.    
 
 
 
 
 
 
 
 

 

Hi, how’s life? 
 

How are you? 
 

Good evening, Jerry. 
 

Hey, come and join us. 
 

I am Sa sh from Ranchi. 
 

Hello, this is Janaki from Nagpur. 
 

Hey, it’s long me since we met. 
 

My name is Ranjith. 

 

16. Asking and Responding to Questions 
 

1.   b. Q   c. R   d. Q   e. Q   f. R   g. Q h. Q   i. R j. R   k. R 

2. 
    

Responses 
  

/ X    

 Yes, he is.    

 No, we are not.   X 

 Not possible.   X 

 She hasn’t come.   X 

 I won’t.   X 

 You can.    

 I don’t know.   X 

 Yes, I am.    

 No, he is not a fi er.  X 

 Never.   X 

 Good!    

 None.   X 

 Of course.    

 Sure.    

 She hasn’t.   X 
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4. 

 Are you safe? Yes, I am. 
   

 Are you an engineer? Yes, I am./No, I am not. 
   

 Can you check the fuse? No, I can’t. /Yes, I can. 
   

 Do you know how to use a No, I don’t. /Yes, I know. 

 Vernier Caliper?  
   

 Can you measure the height of Yes, I can. /No, I 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, I can. /No, I can’t. 
   

 Did you pay the examina on Yes, I paid. /No, I didn’t. 
 fee?   
   

 Will you attend the training in Yes, I will. /No, I won’t. 
 your ins tute?  
   

 Have you finished? Yes, I have. /No, I 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: Hi! How are you? 
 
 B: I’m fine. How about you? 
 

A: Is it raining? 
 

B: Yes, it is. 
 

A: Then, take the umbrella. 
 
A: Do you want to read the manual? 
 
B: Yes, I want to. 
 
A: Can you fix the pipe? 
 
B: Yes, I can. 
 
A: Where is your ITI? 
 
B: My ITI is near the park. 
 
A: When does your class start? 
 
B: It starts at 09:00 a.m. 
 
A: Do you have the lunch break? 
 
B: Yes, it is from 01:00 p.m. to 02:00 p.m. 
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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 

 

1. a. iii b. iii c. ii d. iii e. ii, iii 
 

2. Formal – Thank you, sir! With reference to your mail …; I wish to bring to your kind no ce …; You are 

requested to complete the given assignment by Monday.; I look forward to …; Let me congratulate 

you on …  
  Informal – What’s up? Listen, I 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? I 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. GreeƟng IdenƟfying Self Purpose of Call 

a. Hello! My name is Ramesh. I would like to speak to 

   Anju, please. 

b. Good afternoon! This is Shanthi. May I speak to Ar? 

c. Hi! I’m Ajith. Is Anu at home? 

d. Hello! My name is Rajesh and I would like to speak 

  I’m calling from HSBC. to Mr. Chetan from the 

   marke ng division. 

e. Good morning! I am calling from Harsha Could you connect me to 

  Trading Company. your accountant? 

f. Good evening! Rakesh Sharma here. I 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? Is ....... 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 SomeƟmes Never 

Give your name     

Give a gree ng     

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     

 

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. I 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. I 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 I 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 I connect her. 
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         24. Let’s Read     

1. a. N b. N c. N d. N  e. N f. A g. − h. N i. N   j. N k. N l. A   m. N n. N  o. N p. N 

2. b. Box c. French  d. carpenter e. cycle f. start g. paper h. shirt i. bank j. engine k. forkli 

 l. 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. ii  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. There is 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. 
 

l. 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. 

I am from Delhi. 
 

My contact number is 99999 99999. 
 

My house is situated near the government school. 

Yes, I shall come. 
 

(Answers given are only indica ve. It can include a lot more.) 
 

2. How do you get to work? – Normally I drive. 

How long is the drive? – About 40 minutes. 
 

 Do I need to wear a e? – You’re supposed to, but not everyone does.   

Why are you late? – I got struck in the traffic. 
 

Where is your car? – It’s been repaired. 
 

3. Expressing Opinion: In my opinion, to my mind, I think, I am sorry to say 
 

Agreeing: I completely agree, you are right 
 

Disagreeing: I totally disagree, I don’t agree 
 

4. a. I finish my homework. I brush my teeth. 
 

b. I try to do well in studies, in maintaining good rela onships, in helping others. 
 

c. I take others’ pieces of advice seriously. I seriously take medicines when I am sick. 
 

d. I do not fear to face the crowd. It is so difficult to stay awake in the class. 
 

e. I volunteer to lead the team. I take chance to meet new people. 
 

f. I go early to sta ons to catch the bus. I go early to exam halls. 
 

(Answers given are only indica ve. It can include a lot more.) 
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5.   a. I hate walking long distances. 
 

b. I am worried about my mother who is sick. 
 

c. I hope to be a better trainee next year. 
 

d. The last me I helped my friend was during the Annual exam. 
 

e. My parents don’t allow me to waste money. 
 

f. Last year I promised to visit my cousin at her home and then I forgot. 
 

g. Reading books is the best thing I do now which I 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 
 

I seriously believe that the reason for Rahul’s absence is because he is sick. I remember him feeling so 

weak yesterday during football game. I hope he has been taken to the hospital for treatment. I 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. 1-c  2-a   3-c 
 

3. a. F b. F c. F d. F e. T f. T g. T h. T i. T j. T k. T l. 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. Apr 2013  c. Mr. Ramesh Sharma d. HDFC Bank e. JP Nagar f. 30 Apr 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 

 in the 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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