
PART-B
READING COMPREHENSION

1. Read the passage given below and answer the questions that follow:
Centuries ago, man discovered that removing moisture from food helps to preserve it, and

that  the  easiest  way  to  do  this  is  to  expose  the  food  to  sun  and  wind.  In  this  way  the
North
American Indians produce pemmican (dried meat round into powder and made into cakes), the
Scandinavians make stockfish and the Arabs dried dates and „apricot leather‟.
All  foods  contain  water – cabbage  and  other  leaf  vegetables  contain  as  much  as
93% water, potatoes and other root vegetables 80%, lean meat 75% and fish anything from 80%
to 60% depending on how fatty it is. If this water is removed, the activity of the bacteria which
cause food to go bad is checked.

Fruit is sun-dried in Asia Minor, Greece, Spain and other Mediterranean countries,
and  also  in  California,  South  Africa  and  Australia.  The  methods  used  vary,  but in  general,
the
fruit is  spread out  on trays in  drying  yards in  the hot  sun. In order to  prevent  darkening pears,
peaches  and  apricots  are exposed  to  the  fumes  of  burning  sulphur  before  drying.  Plums,  for
making prunes, and certain varieties of grapes for making raisins and currants, are dipped in an
alkaline solution in order to crack the skins of the fruit slightly and remove their wax coating, so
increasing the rate of drying.

Now a days most foods are dried mechanically. The conventional method of such
dehydration is to put food in chambers through which hot air is blown at temperatures of about
110 degree Celsius at  entry 43 degree Celsius AT EXIST. This  is  the usual  method for drying
such things as vegetables, minced meet, and fish.

Liquids  such  as  milk,  coffee,  tea,  soups  and  eggs  may  be  dried  by  pouring  them
over  a  heated  horizontal  steel  cylinder  or  by  spraying  them  into  a  chamber  through  which  a
current of hot air passes. In the first case, the dried material is scraped off the roller as a thin film
which is then broken up into small, though still relatively coarse flakes. In the second process it
falls  to  the  bottom  of  the  chamber  as  a  fine  power.  Where  recognizable  pieces  of  meat  and
vegetables are required, as in soup, the ingredients are dried separately and then mixed.

Dried foods take up less room and weigh less than the same food packed in cans or
frozen,  and  they  do  not  need  to  be  stored  in  special  conditions.  For  these  reasons  they  are
invaluable climbers, explorers and soldiers in battle, who have little storage space. They are also
popular with housewives because it takes so little time to cook them. Usually it is just a case of
replacing the dried- out moisture with boiling water.

A) Read the text and complete the following sentences choosing one of the options given
below each sentence:
i) The open-air method of drying food

a) is the one most commonly used today
b) was invented by the American Indians
c) has been known for hundred of years
d) tends to be unhygienic

ii) Bacteria which cause food to go bad
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a) cannot live in sunlight
b) are killed by drying
c) are in no way dependent on the water content
d) have their activity greatly reduced by drying

iii) Fruit is sun dried
a) always by the same method
b) generally on trays
c) in every country in the world
d) by spreading it out under glass panels

iv) Sulphur fumes are used before drying some fruits
a) to dry them more quickly
b) to preserve their colour
c) to prevent the skin from cracking
d) to kill off bacteria

v) Powdered coffee is made
a) by spraying the liquid over a cylinder
b) is one of two different ways
c) in the same way as minced meat
d) by passing through a grinding machine

vi) If soup requires recognizable pieces of meat, they are
a) treated separately
b) allowed to fall to the bottom of the drying  chamber
c) mixed in later as a fine powder
d) sold separately in sealed plastic bags.

B) State whether the following statements are True or False:
a) The water content is greater in green vegetables than in lean meat.
b) Now a days vegetables are most commonly dried on horizontal cylinders.
c) Dried foods are used by soldiers and climbers.
d) Housewives like dried foods because they taste better.

C) Choose the definition which best reflects the meaning of the word as it is used in the
text:
i) expose to
a) leave out in    b) protect from   c) open out            d) demonstrate to

ii) stock fish
a) dried fish        b) salted fish        c) cooked fish        d) stored fish

iii) checked
a) looked over    b) supervised c) stopped               d) verified

iv) prunes
a) dried sulphur  b) dried plums    c) types of grape    d) fruit cuttings

v) dehydration
a) heating            b) airing                c) mechanization   d) drying
vi) invaluable
a) worthless        b) inexpensive      c) very useful         d) free of charge

2. Read the passage given below and answer the questions that follow:
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Where one stage of child development has been left out, or not sufficiently experienced, the child
may have to  go back and capture the experience of it. A good home makes this possible – for
example by providing the opportunity for the child to play with a clockwork car or toy railway
train up to any age if he still needs to do so.

This principle, in fact, underlies all psychological treatment of children in difficulties with their
development, and is the basis of work in child clinics.
The  beginnings  of  discipline  are  in  the  nursery.  Even  the  youngest  baby  is  taught  by
gradual
stages  to wait  for  food,  to  sleep  and  wake at  regular  intervals  and  so  on.  If  the  child  feels
the
world  around  him  is  a  warm  and  friendly  one,  he  slowly  accepts  its  rhythm  and  accustoms
himself to conforming to its demands. Learning to wait for things, particularly for food, is a very
important element in upbringing, and is achieved successfully only if too great demands are not
made before the child can understand them.
Every parent watches eagerly the child‟s acquisition of each new skill – the first spoken word,
the first independent steps, or the beginning of reading and writing. It often tempting to hurry the
child beyond his natural learning rate, but this can set up dangerous feelings of failure and states
of anxiety in the child. This might happen at any stage. A baby might be forced to use a toilet to
early, a  young child might be encouraged to learn to read before he knows the meaning of the
words  he  reads.  On  the  other  hand,  though,  if  a  child  is  left  alone  too  much,  or  without
any
learning opportunities, he loses his natural zest for life and his desire to find out new things for
himself.
Learning  together  is  a  fruitful  source  of  relationship  between  children  and  parents.  By
playing
together, parents learn more about their children and children learn more from their parents. Toys
and games which both parents and children can share are an important means of achieving this
cooperation. Building – block toys, jigsaw puzzles and crosswords are good examples.
Parents very greatly in their degree of strictness or indulgence towards their children. Some may
be  especially  strict  in  money  matters,  others  are  severe  over  times  of  coming  home  at  night,
punctuality  for  meals  or  personal  cleanliness.  In  general,  the  controls  imposed  represent  the
needs of the parents and the values of the community as much as the child‟s own happiness and
well-being.
As  regards  the  development  of  moral  standards  in  the  growing  child,  consistency  is  very
important in parental teaching. To forbid a thing one day and excuse it the next is no foundation
for  morality.  Also,  parents  should  realize  that  „example  is  better  than  precept‟.  If  they  are
hypocritical  and  do  not  practice  what  they  preach,  their  children  may  grow  confused  and
emotionally insecure when they grow old enough to think for themselves, and realize they have
been to some extent deceived. A sudden awareness of a marked difference between their parents‟
ethics and their morals can be dangerous disillusion.
A) Read  the  text  and  complete  the  following  sentences  choosing  one  of  the  options  given
below each sentences:
i) The principles underlying all treatment of developmental difficulties in children

a) Is in the provision of clockwork toys and trains
b) Offers recapture of earlier experiences
c) Is to send them to clinics
d) Is to capture them before they are sufficiently experienced

ii) The child in the nursery
a) Doesn‟t initially sleep and wake at regular intervals
b) Quickly learns to wait for food
c) Always accepts the rhythm of the world around him
d) Always feels the world around him is warm and friendly

iii) Learning to wait for things is successfully taught
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a) Only if excessive demands are avoided
b) In spite of excessive demands being made
c) Because excessive demands are not advisable
d) Is achieved successfully by all children

iv) The encouragement of children to achieve new skills
a) Should be left to school teachers
b) Can never be taken too far
c) Will always assist their development
d) Should be balanced between the extremes of pushing and lack of interest

iv) Eagerly watching the child’s acquisition of new skills
a) Should be avoided
b) Sets up dangerous states of anxiety
c) Is universal among parents
d) Is characteristics of mentally developed societies

iv) By playing together
a) Children teach their parents more
b) Parents learn more about the world from their children
c) Parents tend to become like their children
d) Parents and children learn from each other

B) Give the most suitable meanings of the following words as they used in the text choosing
from the list given below:

i) Train
a) sequence       b)discipline            c)exercise   d)vehicle

ii)  Conforming to
a) reforming       b) adapting to       c)confronted with      d)reshaping

iii) Zest
a) enthusiasm    b) aptitude            c) intelligence              d) feelings

iv) Imposed
a) stamped         b)pressed              c) forcibly applied       d) inconvenienced

iv) Consistency
a) quality      b)sameness       c) strictness      d) character

iv) Precept
a) cure          b)punishment    c) instruction   d) prevention

C) State whether the following statements are true or false:
i) Jigsaw puzzles are too difficult for children.
ii) Parental controls and discipline serve a dual purpose.

READING COMPREHENSION
1.   Read the following passage carefully and answer the questions given at the end of

it:
The twentieth century has witnessed a great scientific revolution. Its magnitude is

very much greater than the Industrial Revolution or biological revolution witnessed up to
the end of the 19th century. In the fields of physical and natural sciences, and engineering
and technology there have been tremendous developments in the 20th century. In the 20th
century great strikes have taken place in the fields of atomic and space research. The old

www.rejinpaul.com



theory  of  indivisibility  of  atom  was  exploded;  that  the  atom  could  be  split  has  been
demonstrated.  This  had  lead  to great  developments.  On  the  one  hand,  there  has  the
making  of  atomic  weapons.  On  the  other  hand,  atomic  energy  has  been  put  to
constructive purpose. A number of atomic power stations have been constructed. Atomic
energy has been used to drive ships. Efforts are also onto make it feasible to use atomic
energy in automobiles. Space research has developed in leaps and bounds. The moon has
been  brought  nearer  the  earth.  Rockets  and  space-crafts  have been  launched  into  the
space  in  an  effort  to  get  data  about  the  other-solar  planets.  Speculations are  on  for
building interstellar space crafts.

There  has  been  significant  development  in  the  fields  of  communication  and
electronics.  Wireless  and  satellite  communication  system  have  brought  societies  and
nations very close. Within an instant the message could reach across thousands of miles.
The  electronics  media  has  become a  boon  to  the  society  from  the  points  of  view  of
education and entertainment.

The progress in the field of chemistry has resulted in proliferation of all kinds of
industries. Especially  of  use  to  the  human  society  is  the  contribution  of  chemistry  to

agriculture. The production of fertilizers and pesticides has the way for more production
of food items. The subject of metallurgy has become a major developing science. Further,
the most significant developments of this field is that it has become interdisciplinary in
nature. The application of chemistry to the medical and biological study in noteworthy.

Similarly,  rapid  development  has  been  noticed  in  natural  sciences  also.  Besides
the new methods of producing and using fertilizers and pesticides, new scientific methods
of raising  and managing crops have  come up. The development  in  genetic research has
grown so much that new insights have been obtained in the study of various systems in
living organisms. More and more increased by-products for consumption have come into
existence.  Genetic  engineering  is  now  at  the  threshold  of  bringing  about  another
significant revolution  in  lifestyle.  The  study  of  plants  and  animals  in  relation  to the
environment is developing into another major useful science.

The  great  development  in  engineering  and  technology  has  resulted  in  the
invention  of  numerous  machines  that  make  life  easy  for  human  beings.  Revolution  in
transport  system,  especially  the  introduction  of  the  supersonic  aviation  has  made  the
world a global village. Besides the household gadgets, the robots are being introduced not
only domestic purposes, but also for industrial purposes. That is, more efficient work at

the least possible time is now being promised. The introduction of computing machines
has  revolutionized  all  aspects  of  life.  From  the  medical  to  the  academic  world,  the
computers have become the reliable factor in the diagnosis and interpretation of diseases

and problems.
All the great developments in the physical sciences, natural sciences and

engineering and technology have contributed to a comfortable life. Efficiency in
work almost ensured. Saving of human energy from drudgery has been achieved. In
short, a magnificent  revolution has taken place inhuman life because of scientific
development in the twentieth  century.

(a)  Choose the response which best reflects the meaning of the text:
(i)  The word „this‟ in the first paragraph refers to

(1)  Newton‟s theory     (2 ) the theory that atom cannot be split
(3)  the fact that atom can be split   (4)  atomic research

(ii)  The progress in the field of chemistry has helped in
(1) the development of many types of industries  (2) the progress space research
(3) the innovations of communications field         (4)  the increase of computers

(iii)  The introduction of the supersonic aviation has made
(1)  life easier for everyone (2)  our world a bigger one
(3)  our world a smaller one (4)  our world a healthy one
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(iv)   The word „this‟ in the third paragraph refers to
(1) the field of natural science  (2)  the field of electronics
(3)  the field of metallurgy         (4) The field of genetic engineering

(v)   The development in genetic research has provided
(1)  new dimensions in the study of living organisms
(2)  new out look to science
(3) new names to living organisms
(4)  new life to living organisms

(b)  State whether the following statements are ‘true’ or ‘false’:
(i)  Industrial revolution took place in the 20th century.
(ii) Rockets and space-crafts have been used for travel.

(iii) Societies have become closer because of wireless and Satellite
Communication System.

(iv) Science has become interdisciplinary in nature.
(v)Genetic engineering can never bring another revolution in life style.
(vi) Medical diagnosis has become more reliable because of computer.

(C) Choose the most appropriate synonym which conveys the meaning of the word from
the context:

(i) magnitude
(1) importance   (2)  size      (3)  quality

(ii) constructive
(1)  construction   (2)  useful (3)  critical

(iii) proliferation
(1) development   (2)   production  (3) increase in number

(iv) threshold
(1)   beaten track  (2)   doorway   (3)  building

(v) promised
(1)  assured   (2)  given    (3)  spoken

iii) As regards rules, parents should make as few exceptions as possible.
iv) „Example is better than precept‟ is an impossible rule for most parents.

INSTRUCTION WRITING
Writing instructions find an important place in technical writing. Instructions are clear and
detailed information on how to do something or what one should do in a particular situation.
Guidelines for writing instructions:
 Use always the imperative form. e.g. Close the lid tightly.
 Begin each step with an action verb.
 Number the steps to avoid ambiguity and ensure the correct order of the procedure.
 Use simple and direct language free from jargon and ambiguity.
 Review your statement for technical accuracy.
Examples:
1. Write important instructions to be followed in the chemistry laboratory
to avoid unseen accidents.
 Always wear shoes and lab coats while entering a chemistry laboratory.
 Keep strong acids on sand mound.
 Be careful not to add excess reagents.
 Always wash all apparatus with distilled water before and after use.
 Keep the test tube in a slanting position away from the face while using it.
 Use test tube holders while heating or adding concentrated acids.
 Do not wash glass apparatus in cold water.
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 Always keep the bottles containing chemicals such as ammonia or concentrated
acids that give out strong, unpleasant fumes closed.

2. Write important instructions to preserve environment:
 Start using renewable sources of energy for transportation for domestic purposes,

and also in industries.
 Keep the vehicles in condition to prevent spewing out toxic gases.
 Treat sewage and industrial effluents before discharging into the water bodies.
 Use natural fertilizers and pesticides for agriculture.
 Employ methods for proper recycling of non-biodegradable wastes such as plastics.

 Do not cut trees. Encourage afforestation. Create awareness among the public on the
needs and methods for environmental conservation.

LETTERWRITING
Contents of a Formal /Business Letter Contents of an Informal Letter
 Date, Name and address of the person  Name and address of the person
 Name and address of addressee  Salutations and greetings to the  addressee
 Content
 Valediction (informal and personal)
 Signature and name of addressor  Post script (if necessary)

Formats for Formal Letters

The formats of business letter given below are according to the standard letter format followed in
specific countries. While the United Kingdom, Canada, and Australia have similar set patterns
for formal letters, the United States tends to follow a different format for letters. Hopefully the
example of a professional letter format relevant to each group, given below, will help elucidate
the different formats. The first of the examples is prevalent in the countries, UK, Canada, and
Australia, while the second format is common in the United States.

Letter Format Example 1

John
313, North Street
Chennai-6000002

3rd June 2013

David
Ford India
454, Car Street
Pune-6000290

Dear Sir,
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First Paragraph
Second Paragraph
Thanking you,

Yours sincerely,
(Signature)
John

Letter Format Example 2
John
313, North Street
Chennai-6000002

June 3rd 2013
David
Ford India
454, Car Street
Pune-6000290
Dear Sir,
First Paragraph
Second Paragraph
Thanking you,
Yours sincerely,

(Signature)
John

Informal Letter Format Example
Giving a format for an informal letter can be difficult because there is no set format that can be
followed while writing a friendly letter. In the format that we have given below, all the possible
constituent features of an informal letter have been listed. While writing, the address of the
sender of the letter is not a compulsion, it is a good practice to do so.
Nathan.M
21, East View Apartments
45, Oak Road
Salem-636010
Dear Ram
First Paragraph
Second Paragraph
With lots of love
Nathan

PS:
LETTER TO THE EDITOR

Write a letter of complaint to the editor of a newspaper about the increasing air pollution in
Chennai city. Your letter should also suggest suitable solutions to tackle the problem of air
pollution.
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Chennai-93
18.06.2012

The Editor
“The Hindu”
Chennai-600002.
Sir,

I would like to bring through the column of your esteemed daily the ever increasing
danger of air pollution in our city.

The ambient air quality in our city is causing alarm. the total suspended particulate matter
is found to be very high compared to the reparable suspended particle matter which is mcg/cm,
especially in commercial and industrial  areas like T.Nagar, Avadi,Tambram etc. It is
scientifically a proven fact that air pollution has a varied of effect on human health and well-
being. Headaches, respiratory problems, cold, change in blood pressure and other cardio-vascular
changes and even cancer are some of the adverse effects of air pollution.
In addition to industrial pollution and vehicular pollution, air pollution is also caused by

construction works. Huge bulldozers, whining cutting machines, demolition of huge structures
and digging activity undertaken by the government and private, raise clouds of dust that settle on
vegetation around ,not only killing the houseplants altogether, but also spoiling the safe and
healthy environment.
A few suggestions to improve the deteriorating quality of air are:

1. Use of public transport systems should be encouraged rather than     private
vehicles.

2. Alternative sources of energy should be used.
3. Vehicles must be periodically serviced and checked for emission levels.
4. Strict action must be taken on those who use adulterated vehicle fuel.

Unless citizens‟ awareness is raised, laws enforced strictly, and concerted action taken to
improve the quality of air, we stand to lose heavily.

Yours truly

Sd.
Viswanathan.G

Address
68,Third Cross Street
Gandhi Nagar
Chennai.

LETTER OF INVITATION

Write a letter of invitation to the Registrar, Anna University inviting him to preside over the
valedictory function of Youth Red Cross to be held  during the second week of February 2012.
Give him the details regarding the date, time, venue, number of participants, purpose of the
programme and the nature of the activity undertaken by the volunteers of Youth Red Cross
during 2011-2012.
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The Secretary
Youth Red Cross
Paavai college of Engineering
Namakkal-18.
20/08/2012

The Registrar
Anna University
Chennai-28.

Sir,
Sub: Invitation for function in our college –reg.

I, as the Secretary of the Youth Red Cross of our college ,write this to invite you as
Chief Guest for our Association valedictory function. Our college has been in the cause of
education for the past 20 years. It has been servicing the society not only in imparting quality
education, but also doing other social activities particularly to uplift the down trodden youth.

The Youth Red Cross has been functioning in our college since 2000.we have conducted
literary programmes for the less privileged youth and made them appear for their 10th and 12th
standard exams. We have organized a few Blood Donation Camps also wherein our students and
faculty have donated their blood. This year, as the last activity for this academic year, we are
planning to conduct a Cultural extravaganza and donate the proceedings to the orphanage near
our college through the University. We plan to have the valedictory function on 13th September
2012 in our college Auditorium. We request you to grace  the  occasion by accepting to be the
Chief Guest and give the valedictory address and also receive the cheque from our Chairman
towards the Unprivileged Youth Relief Fund. Your acceptance will be a motivating  factor in the
youth minds.

We request you to accept the invitation. Arrangements for your transport will be taken
care of. Anticipating your confirmation.

Yours faithfully
(sign)
M.RATHER

LETTER OF ACCEPTANCE

ANNA UNIVERSITY

CHENNAI-600028

23.01.2012
The Secretary
Youth Red Cross
Paavai college of Engineering
Namakkal-18.
Dear Mr.Rather
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Thank you very much for your invitation to the valedictory function of Youth Red Cross of your
college. I was extremely happy to know about your contribution to the society through the
programmes you had conducted .I am glad to accept your invitation and be a part of your
services to the society.
Thank you for the transportation also.
Best regards
Yours sincerely
(sing)
The Registrar
Anna University
Chennai-28.

LETTER OF DECLINE
ANNA UNIVERSITY

CHENNAI-600028
23.01.2012

The Secretary
Youth Red Cross
Paavai college of Engineering
Namakkal-18.
Dear Mr.Rather
Thank you very much for your  invitation to the valedictory function of Youth Red Cross of your
college. I was extremely happy to know about your contribution to the society through the
programmes you had conducted.
I would have loved to be there and be a part of your services to the society, but I am attending an
International conference in the second week of February and I will be out of country for a month.
Hence, I regret my inability to accept your invitation.
However, best wishes for all your endeavours.
Yours sincerely
(sing)
The Registrar
Anna University
Chennai-28.

\

PERMISSION FOR PRACTICAL TRAINING
Imagine that you are a student in the  second year, Mechanical Engineering. You like to go for
in-plant training for 2 weeks in Ford India Ltd. Write a letter to Human Resources Department
seeking permission for practical training.

Chennai
5th March, 2012

R.Prasanth
Paavai college of Engineering
Namakkal-18.
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The Personal Manager
Human Resources Department
Ford India Ltd.
Chennai.

Sir,
Sub: Requisition for Practical Training-Reg.
I am a student doing second year in Mechanical Engineering at Paavai college of Engineering. It
is the one of the criteria that all engineering students should undergo in-plant training  in some
industry at least for a period of four weeks.
The Ford company is my dream company. I wish to undergo practical training in your company
at least for a period of two weeks. The training under the prestigious hands of your reputed
company will boost my confidence and prospects. So, I request  you to grant permission to
undergo training.
I assure you, Sir, that I will abide by the rules and regulations stipulated by your office. I am
enclosing a copy of my bona fide certificate.
Anticipating your positive response.
Thanking you,
Yours faithfully
(sign)
R.Prasanth

PARAGRAPH  WRITING

As  we  know,  language  is  the  art  by  which  man  expresses  his  thoughts,  feelings  and
experiences, in order to share them with his fellow human beings. All three processes thinking,
speaking  and  writing - require  the use  of  words  arranged  in  a  particular  order  so  as  to  be

understood by others.
Writing is more important than speaking when we want to select the right words to express

a particular idea accurately. Writing composition is one of the means by which we can express
ourselves  adequately  in  any subject. Mastering  the  skill  of  writing  will  help  you  later  in  life

when you have to write notes, memoranda, reports, minutes of meeting, or letters etc.
Definition

A Paragraph is a group of sentences which deals with one topic or idea. The paragraph, as
defined  by  the  Concise  Oxford  Dictionary,  is  a  distinct  unit  in  prose  writing,  marked  by  an
indentation of the first line. Generally a paragraph may consist of 2-10 sentences.

For "Paragraph  writing" or  "  the Expansion of Ideas", the examiner usually sets  a sentence, a
proverb or an old wise saying and asks the candidate to expand it into a paragraph of about 100-150

words.

Expansion means the amplification and explanation of  the given topic, idea or proverb in a
paragraph of the required length. As you know, the English language uses only 3 types of
sentences. They are simple, complex and compound. Any paragraph may contain a combination
of all the three types. Besides, a paragraph concentrates on a particular idea. A good paragraph
clarifies the meaning of this idea or topic, elaborates it and examines it critically.
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Good expansion depends on two factors:
a. Power of thinking
b. The ability to construct a paragraph
Keep in mind that the secret of clear writing is clear thinking. Thinking provides the matter

as  well  as  the  manner  in  which  an  idea  has  to  be  expanded,  while the  skill  of constructing
a
paragraph  will  give  a  suitable  form  to  the  amplification.  Don't  express  your words  in  a
roundabout way.

The Basic Requirements of a Paragraph
The three basic requirements of a paragraph are unity, coherence and emphasis.

Practical hints - how to write a paragraph
a. A paragraph must have a topic sentence. It is generally the first sentence, because it opens the subject to be

dealt within the paragraph.
b. All ideas should be connected with the leading idea and arranged according to their

importance and order.
c. Advantages are discussed in a paragraph. Give reasons for supplying the advantages.
d. Linking verbs or transitive verbs (adverbs that is followed by an object) help the writer to

move smoothly from one idea to another.
e. It should be impersonal and impartial. As far as possible, avoid subjective approach.
f. Bring originality in your writing. Begin your composition in the most natural and striking

way possible.
g. Keep strictly within the prescribed word limit. It is usually 100-150 words in paragraph

writing.
h.  Mention only those points that are strictly relevant to the subject.
i.Use simple but forceful language. Stick to the main topic .
j.. Write briefly, simply and to the point.
k. Check your grammar and punctuation. Mistakes in grammar, spellings, punctuations,

idioms etc. should be avoided.
1. If a sentence given for expansion is a metaphor or a simile- then explain its full meaning in

plain language and give reasons to prove or disprove it.
m. A conclusion should trace the steps by which conclusion has been arrived at.

Objectives of paragraph writing:
1. The personality of a writer is reflected in his style of writing.
2. It helps develop the habit of independent thinking and analyzing a quotation.

Examples
Exercise 1: All that glitters is not gold

Shakespeare  in  his  famous  comedy  'The  Merchant  of  Venice'  says,  "The  World  is  still
deceive  with  ornaments",  which  means  that  seeing  is  not  always  believing.  Appearances  are

mostly  deceptive.  Things  are  not  what  they  seem.  Glittering  appearances  hide  the  foulness  of
wickedness within. Shinning ornaments may allure an inexperienced person but the goldsmith at

once finds out the reality. The artificial flowers may tempt the onlooker for some time but they
soon lose their charm, as they have no life and fragrance. As in the physical world so in the world
of morals there are appearances which believes the inward reality. Therefore, one should not be
misguided  by  the  face  value  of  the  things.  Sometimes  the  people  are  deceived  by  fine

dress.
Wicked men use fine words to conceal their thoughts. Evil minded people throw dust in the eyes

of others by showing kind behavior and good manners. One should be attentive and careful in life
and should not  be beguiled by  false  appearances. A person, who has concern  for us outwardly,
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may be our enemy in reality. A careful observation, a clear understanding and a vast experience
of life will enable us to distinguish the chaff from the grain.
Exercise 2: Money is a good servant, but a bad master

It is everybody's duty to earn money as it is an essential commodity in the present day life. A
man can obtain all the necessary comforts and amenities of life. Money is a great blessing if
properly handled, and if one misuses it, it is like inviting troubles for oneself. Money gives man
courage, confidence and social prestige. With money one" can do constructive and nation
building work. It can be utilized" for providing comforts to the people in general and amelioration
the lot of downtrodden in particular. But there is the other side of the picture too. The love of
Mammon is the cause of all evils in the world. "Prosperity discovers vice", says Francis Bacon,

the father of English essayists. Excessive love of money is avarice. Lust of wealth degrades
human character. A man, blinded by his wealth, becomes addicted to certain evils. Money makes
him commit thefts, black marketing, gambling, even murders. Love of money for its own sake is
a curse. A man who simply has a pile of treasure at home is no better than the proverbial miser-
king Midas. It makes him cruel, mean, selfish and dishonest. So money is like a sharp-edged
knife, which if used by a surgeon can cut to heal or if used by a thief, can cut to kill.
Exercise 3: A stitch in time saves nine

Timely action is a very important thing in life. We know well that the time gone past never
comes back. Postponing an action is like defeating its very purpose. In the history of the world
many ills would not have been happened, had timely action been taken at the outset. In daily life
also, there are enough examples which prove that we must do things at the right moment. Ifwe
do not care for little ailments right at the time being, very often they grow into serious disasters,
which  are  difficult  to  control.  A  little  cough,  if  neglected,  might  develop  into  diseased  like
asthma or tuberculosis. But very few people realize its significance. In Greek mythology, time

has been presented as a man' with a bald head having hair on the forehead only and walking with
swift steps. If one wants to catch him, he has to take him by the forelock or else his hand will

slip on his bald head. If one wants to do something in life, he has to make proper use of available
time.  What  is  required  is  the  general  alertness  of  mind.  Once  a  deed  is  done,  it  cannot  be
undone; therefore nothing should be done rashly or impulsively.

Skimming and Scanning
Skimming is used to quickly identify the main ideas of a text. Skimming is done at a speed

three to  four times faster than normal  reading. People skim when they have lots of material  to
read in a limited amount of time.

There are many strategies that can be used when skimming. Some people read first and last
paragraphs  using  headings,  summarizes  and  other  organizers. This  technique  is  useful  when
seeking specific information rather than reading for comprehension. Skimming is to find dates,
names, and places. It might be used to review graphs, tables, and charts.

Scanning  is  a  technique  you  often  use  when  looking  up  a  word  in  the  telephone  or
dictionary.  You  search  for  key  words  or  ideas.  In  most  cases,  you  know  what  looking  for,  so
you're concentrating on finding a particular answer. Scanning is moving your eyes quickly down
the page seeking specific words and phrases. Scan.

When  scanning,  look  for  the  author's  use  of  organizers  such  as  numbers,  letters,  or  the
words,  first,  second,  or  next.  Look  for  words that  are  bold  faced,  italics,  (different  font  size,
style, or color)
Comprehension - 1

Men have never succeeded in keeping free from war in the past nor are they like do so in
the future so long as they are organized in separate national states, each of controls its own army,
navy  and  air  force  and  each  of  which  is,  therefore, able  to  plum  world  into  war  whenever  the
individual who happens to control the government believe however wrongly, that he can obtain
an advantage for himself and his country by so  Only some form  of world government,  which
controls  all  the world's  armed  force  against  which  no  single  nation  or  group  of  nations  could
wage war, since they would not have the wherewithal to do so, can finally save the world from
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war.
Secondly,  science,  by  accelerating  man's  speed  of  movement,  has  made  the  world  into  a

single whole. Hence, any war which breaks out anywhere will destroy the whole of civilization
and not merely some part of it, the part affected by the war, as has been the case in the past. That

is  why  the  new  powers  conferred  upon  men  by  science  increasingly  demand a  world
government, if they are not to result in man's destruction.

1. According to the writer, wars are unavoidable because
a. The governments think they stand to gain some benefits out of these.

b.A dictator rightly thinks that wars are the only way he can prosper himself and help his
country prosper.

c. Some nations possess vast military power and want to dominate others.
d. The world community is divided in national states and supposed national gains.

2. The need for a world government is all the more urgent in the modern age, because
a. Science has speeded up man's movements.
b. The nations are sick of so many wars and want peace.

c.Science,  with its  vast  potential,  will  destroy  the  whole  world  in  the  absence  of  such  a
government.

d. A modern war, as in the past, would destroy the whole civilization.
3. Which one of the following statement is not true?

a. Wars generally take place due to selfishness and narrow nationalism.
b. In the past a war tended to destroy the whole civilization.
c.In case of a world government in control of the armed forces, no single nation will have
the resources to start a war.
d. The choice before humanity is either a world government or total destruction.

4. The statement "since they would not have the wherewithal to do so" at the end of the first
paragraph, means

a. They would not have any reason to do so.
b. They would have no control over the army, navy and air force.
c. They would have no encouragement to do so.
d. They would not possess the resources to do so.

Transfer of Information
The letters or figures arranged in the code form convey certain meaning to us. When the meaning
of such codes is decoded in the written form in a descriptive manner it is called transcoding.
Any  set  of  symbols  that  communicates  meaningful  messages  is  a  code.  A  language  is  a  set  of
symbols and hence it is a code. Graphs, flow charts, pie charts and tables a: of symbols and are
codes, too. Graphic aids make communication easy to understand.
A Table is a list of facts or figures arranged in an ordered way, especially in columns.
A  Pie chart is  a diagram  consisting  of  a  circle  divided  into  sections  which  represents  a
specific portion of the whole.
A Bar  Chart is  a  diagram  on  which  narrow  bands  of  equal  width  but  varying  are  used  to
represent quantities .
A Flow Chart is a diagram showing the development of something through different stages or
processes.
An Organizational Chart shows the line of authority in an organization. It   shows the hierarchy
from the top to the bottom and indicates the function of each department, subdivision or section
and their relationship to the organization as a whole.
Procedure for decoding charts and symbols
Take a good look at the given chart or table.

Understand the meanings of the code symbols.
Interpret and infer messages from the figures or pictures.
Prepare a rough draft.

Put these messages in logical continuity.
Compare and contrast variables.
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Begin the paragraph with a topic sentence, and follow it up with sentences that help to
expand, explain, elaborate, exemplify.

Example

1. Study the following carefully. Describe and comment on it in not more than 150 words.

This chart is about the sales by Darrow 2009 (2 wheeler producer) in the first quarter of
200 1-2002 and 2002-2003. The company produces three types of 2 wheelers, namely, 100 cc
motorbikes, mopeds and scooters.

In the first quarter of 2001-2002, the company produced 32.550 units of 100cc
motorbikes. During the same period, namely the first quarter of the following year 20022003 the
sales reached 44,750 units, showing an increase of 12,200 which is a great achievement,
reflecting the popularity of the motorbikes produced by this company.

Even the sale of mopeds recorded an impressive upward trend. In the first quarter of
2001-02,65.850 mopeds were sold whereas in the first quarter of2002~03, the sales went up to
85,950 recording an increase of 20, 1 00 units.

Not only that, even the sale of scooters showed a very great increase. In the first quarter
of 2001-02, 5,550 scooters were sold. But in the first quarter of2002-03 the company sold 10,950
scooters. This proves that the two wheelers produced by Darrow 2009 are in great demand.
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