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RepORT

The word 'report’ is derived from the latin reportor- 'to bring back’ over period of
ime it has evolved to mean that the gathered information is unbiased and evidence
based.
Reports are a part of our lives starting form school progress reports through news
reports on television and radio to many kinds of reports we are required to submit in
the course of our work. But what is a report ? A report is usuaily a piece of factual
wiiting based on evidence, containing organized information and/or analysis of a particlar
lopic. It is a major form of technical/business/professional communication. A person
fransmits certain facts, ideas or suggestions useful for another person through a report.
It can also be the description of an event or a condition.

InporTance of Reporr

) A report is a basic management tool used in decision makaing. Hence it is extremely
!mpf:nant for all organization, especially for large scale organizations that are engaqed
indifferent activities handled by different departments their top executives cannot have
a personal watch over all these activities. Hence they have to base their decisions on
the reports from the heads of varions departments. Reports bear a lot of significance
both to the organizations in which they arise and to organizations they are submitted to
The following list will give out an idea of the importance of reports, .
® A report is the only tangible product of a professional
® Reports enable decision making and problem solving in organizations
© ; automatic i i : .
::ﬁlt:et:;ﬁ - atic in planning new ventures and in evaluating men
® are an important means of i : o
E?:rzsaniminn‘ 2 ofinformation dissemihation within and outside
® Reports serve as a valuable respiratory imformation
Reports develop certain skills in the writer. )
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Objecrive of Reponrs

Present a record of accomplished work, i ‘

Record an experiment primary research reporVlaboratory repo,

Record research findings or technical specifications.

Document schedules, timetables and milestones,

Document current status.

Record and clarify complex information for futher refrence,

Present information 10 a large number of people.

Present-organized information on a particular topic.

®  Recommend actions that can be considered in solvin
_ Amreportisa formal document writien for a definite

of a problem, its ahalysis, conclusions drawn on the

Purpose of o Reponr

& & & & & @ @ @

i certain problems,
purpose. It contains a deseriptioy
basis of analysis.

A report is written only afier careful examination of a problem, The information
gathered has to be onganized and presented in g logical manner, In brief, we can s
that a report serves following purposes : '

®  Spell out the problem and demarcate
Collect facts and data,

Organize information in a logical manner I
Analyse the facts and data.

Arrive at conclusions,

Give recommendations if requined.

the scope

*® 0 0 @

g
Types of Reporry

Reports are cither oral or written. Oral report is a face to face communication
Hence lack validity and authencity where as.

(a) Written report : is more accurate and permanent. The facts and data presented
are exact. There is no scope for exaggeration, This type of report is formal in nature
and is written as per a fixed format. Formal Reports can be classifieq as-

(i) Business Reports :

® |nventory Reports
® [Inspection reports
® Memo Report |
@ Letter Report ‘
{2) Academic Reports : =
® Progress Reports
e Laboratory Reports
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liii"“" = ization, whether it be an office, institution
;. Inventory Reports : Every O‘E‘"m'k of loqui pment, fumiture, stationary etc.
- I calender. The person inspecting
“w,mgular intervals or before the end of annual calender.
elbet ing in a prescribed firm. ‘
o mlusmﬂ"-‘t:ﬂ::f;om : The inspection of a machine or eqt_npment m'chzl:ru::
G i repairs/replacement required are the concern ?f this report. In iphd
%ﬁlmliw of products, the quality control department in a company Inspec
yarions products manufactured there. R !
I:;:dm Report : [t is mainly used for internal communication ie. within :I:
J:mﬂon Itis used to handle routine business letters. A memo r!:port is a permanel
mon;uf ﬂn-immsal operations of an organization and is quite similar to a letter repnn
4, Letter Report : All parts of business letter are used in this except the inside
dae;s. The styte of writing is factual but it does have a personal touch_,_F'acls are
pointed out as benefits to the readers material is broken down and the terminology is
within readers range of understading.

Format of Report

Frame work of Reports
A report consists of three divisions :
I. Front matter : This includes-
I. Cover
3 Preface
5. Table of -centents
1. Main body : This includes :

2, Title page Y
4. Acknowledgement

6. Abstract/summary

I, Infroduction 2.Diseussion or Description
3. Conclusion 4. Recommendation
1L, Back Matter Includes-
1. Appendices 2. List of Refrences
3. Glossary
Front Matter

1. Cover : It is the layout of the covering page. It contains
®  The title of report

®  date

& name of writer

® the name of institution or organization,
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A Report gy

Growth oI‘_Madil:aI Tacilities
in Indig

Prepared by

Medical Council of India
February 2015

Title page : This is the firg;

repeated in the title page, PABE of a repont. Information BIVen on the eqyey
Preface : It seryes the purpo
TEPOrt o the readers,

of writing the report. It gives an OVerview of fhe
Serves the pu
helped yay directl

Af:lmowledgcmenl T
Organizations thay have
achnowledged.

Table of Centents ;

of thanks giving, Al

Bt the persons ang
¥ or indirectly shoy

d be gratefully

nee of the report. The
the me i p - 1 Summary contains
Mla body ; thods of analysis the findings and 1he conclusions drawr,
L. Introduction 1
about,

nclusions are based on the
report. In shon, conclusion is g sum

4. Recommendation -
Back Metter

: analysis an
ming up of what all hag

They are not a necessary element of

d findings of the
said in the report,
every repont,
1. Appendices : Comains data and figures.
2. List of refrences : Works from where matter
3. Glossary : It is a list
and explanation.

has been taken,
of iechnical words used in the FEpOTt with their meanings

Drafring the Reporr

Any project or study ends with a report. It is required o undersiang clearly the
elements to be included and in what order, whi?h p;gns have to be llfnﬂcd o i
much background material to be included eic. For instance m‘:sl WIILers prepare e
main body of the report first and then the other parts. Drafting once the woy, o
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iti first draft
- of the report. Wnlmg_lhe

the ratn re| =
is 0 S6P :"ﬁ: .;h,,;‘:;p:f the report. Then introduces the other parts of the repo
the =
prep™ iting and proof reading. ) " i e
s Ma:niling the first draft of the report it should be mw-'-lu.d c::;;;lﬂf; g
ﬁMh: .cpl:m its utility, the time available and also the effective ne
wi:gnninc the amount of revision required.

The first draft is revised for the following-
accuracy of facts
clarity of expression
appropriateness of contents
grammatical aceuracy
correciness of layout ) _

Basically editing is the same as rcvisingtze;:_au:[e its purpose is to correct and
improve the rt and to prepare and check the final copy. " '

The repurr:wiwd from all aspects mentioned above wilhladdlllon deletions or
corrections is again read to check and improve it before submission. If the report .lo be
published, editing also involves carefully preparing the final copy for lhn_: pnntf.'r.
Manuscript should be checked for its correciness completeness and clarify of its
conents.

Proof reading is done al each stage of preparing the first draft 1o ensure correctness,
The proof readers should read each word and phrase carefully and thoroughly check
the punctuation marks.

These days almost everybody uses word processing software and hence tends 1o
proof read the soft copy rather than the printout.

qerokr WRATING

Characreristics or Reovirements of o Good Report

1. Precision : Effective report must clearly reflect its purpose. The purpose should
direct the investigestion analysis and recommendations, The purpose determined the
format, content, sequence in the report.

2. Factual details : The report should be based on
of facts is very essential 10 a good report

facts. The scientific accuracy
making inaccurate facls may lead 1o di

- Since reports invariahi igi
v lead 1o decision
sastrous decisions,
3. Redevance : The facts presented ina report should not op|
also relevance. Irrelevant facts make g report confusirig,
4. Reader Oriented : A good report ig always i
: . reader
feport it is necessary 10 keep in mind he .

¥ be accurate byt

ny -} u 1 .
unambiguons language, A good re RUARE : A good Teport is written
arrangments of facts,

A report should be brigf:
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~ The grammatical acel
Importance,

Gnggyy, Eyg

Lig
uracy of language of 3 200d report is \

of fu%

Pracrice Exercises
Very Short Answer type i
uestion,
L. What s g report ? . i ’4"’""-”3}

Ans. A report is usually a piece of factua]

rm: some forms of illustrations,
ns. Table, graph, maps i
2 Ps, drawing, char,

B writing based o evidence,

Ans. |t can have
*  Manuscrip
®  letter

5. What do You m

any type of format like

pre-printed form,
nd seope of the re; 2
port 7
of the study while scape refers to the

i e Questions (Wi Answers)

re ﬂle rﬂh.lm of a zood report ?

Ans. A good report is- )

®  Precise and brief

Reader oriented

factual

Objective ang homogenous

Unambigous and accy rate

Relevant

Detaited and docimented,

Write objectives of-Reports,

Ans. Some important purposes of reports are

To present a record of accomplished wark

record an experiment

record research of findings or technical specifications,

document schedules, rime tables and milestone,

record and clarify complex information
®  Present organized information.

3. How can you decide whether the report is formal and Informal 7
Ans. The nature and format decide if the report is formal or informal, A formal
report is the result of proper survey and investigation and is presented in a
prescribed format. It is prepared as per the requirement of the organizaion,

L ]
ean by the Purpose g
Ans. Purpoge refers to the objective
depth or extent of coverage.
Short Answer
1.

Z.
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i ort 7
e t:utlmc - f-r:kmxl::ll:i;:‘t::]linfnmat ion collected

. outline isa mechanical fr.nmc“o kin CE{pt

b can be filled in bits and pieces. Cover page serv

mzc:e m readers to know the topic and the author of the report.

o
e x::;t;::sﬁ? cr:séncc of the report. In business reports it is
e opsis. The length of an abstract is generally 2 tolﬂ percent of the
et :fst??rcportr is less than ten pages it docs not require either an abstract
wm'mmmy. A report of 10-50 pages should have an abstract. )
ok s‘“i.eu’; news paper report and how it differs from other reports ?

d r:l;“Ncws paper report is almost same as an editorial report. A onrrc,sp-ondcn_':l
sub ;dilomr acolumnist of anews paper prepares a write up. We d';:r m:':::::
the write up with any address or salutation. The discussion of the subjec!
starts right from the first senlcme’.! % 3

fonts (With Answers,

:'?Nﬁ:::::;?:’: aQrL”:::RCgr::‘f‘ml Representative of central instit.ute of
environmental studies, New Delhi, Write a formal report to the director
of Institute on the problem of air pollution in an urban area of your
region. '\\

Ans. A Report on Pollution control.
From :
Mrs. Chitra mudgal

laipur.

ow do you prepare

To

The Director

Central Institute of Environmental studies New Delhi-110015
Sir,

Pollution is a major problem of every area in the world. The reasons owe to
increasing population, mechanization. Industralzation and lack of greenry.
Natural causes are wind, cyclone, volcanic deforestation, fire etc.

Dust and smoke generated by vehicles are the main pollutants in this area. It is
between pollutants in this arga. It is between 0.2% to 0.25% of total ajr pollutant.
1t is sticky and has a moisture content of 3% to 4% the smoke generated by
burming petrol and diesel in vehicles contain carbon di-oxide paticles and pollutes
the atmosphere. This can create environmental hazards because the quantity
of suspehded particulate matter is increasing hence a large number of school
children are suffering from lung diseases, asthama and bronchitis,

1t is suggested u_m '.hc civil authorties shnubd be asked to set up action plans to

reduce carbon d.ﬁadeemtenlot’gas:m‘mm. Aspray tower should be j

in each factory for the contro| of particulates Pyk; St

s Public should be made aware of
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3.

GEnERryy, Exg r
ol J-&
the dangers of pollution and be it.” :
asked ¢

around faciories, e e g |
Yours faithfully, '
Chitra |
Pollution has become a problem for all,
Pollution in Metropolitan citi
newspaper.,
Ans,

Write an article on Envirgy,
€5, Suppose you are a correspondeng of 3 lm:

Environmental Pollution In Bi i
New Delhi 15th Feb,, 2015.., e

::d hea!lh}- environment for our survival and !‘nrmbsurvivalnrﬂ'seyuu
ater air and r’:?od are the basic necessities of life that are becoming pa)

b;. a—cd:d}.;'hc hmp:vufindl,u,slri;al1'z.f1|| ion has made everything polluted N::gs:nﬁ:lll:sdlfz
p or the safe drainage of the i i

The nature hfls provided a very bafa::ch::i“::dl ms::;nexft:]xgr :: U"t siui
example. we inhale oxygen and exhale carbon-di-Oxide, The carbon 'wabmhdm oo
by pla{n:s. ISliIl we need care 1o preserve our environment, The e
and directions of the Supreme Court that the vehicles rurlr by 1;':':(3‘:1;&5::;
replace the vehicles run by petrol and diesel js Vvery important in keeping the ai
pure and iruhalabl_c in big cities. We as a member ofthe civil society shaﬂ::'ilsa r::

Remain clean.”

On International Women's Day, different Women activisis oraanized

functions, seminars etc., in the capital. Being a reporter from IndianrgE:-prm
N%ws Service you attended one of the porogrammes, Draft report in about

150 words.

Ans. jaipur_ Sth March. 2015.... (BJ'*'] 3"ﬁ‘fﬂpﬂn‘tr_ Times ﬂfh‘ﬁa}
From workshops to burning of effigies of politicians and seminars 10 puppet shows,
women activists organized a wide range ?f program mes in the capital o mark
International Women's Day’ on Monday. I.m- Joint Action Fapyg, for Women'
organized a seminar on Necessity of Women's l;m_pnwerrenl l':mhg Development
of the nation, in which Union Human Resources mr;::i"?"'“ Minister was the
Chief Guest. The other senior political leaders also graced the occasion, yiyy 1 oir

kers asseried the need of passing the bil] g idi

Most of the spea blies. The mice. | Providing
reservation in Parliament and State Assemblics. NESter informed

presence.
Women's
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- rvation had already been introduced in this budget session of

M-lm bl: I;::i :::gnwmmeni is trying to get the bill passed with suppnn'of_the
whafn_l:ﬂ He also informed that some political parties are opposing the bill just
“w{:-g of opposition. The member activists exemplify the role of the women
Ww,::edgm struggle and in the development of the nation. The president of the
e . Kidwai told that by giving 33 per cent reservation for women, 1o
' y is doing any favour to the women. Women constitute 50% or_!hc
mand for free eduction for women upto graduation, making
in disposing the case of crimes against women was also

ressed jubilation at the progress of women have
against women and low

ieal part
ﬂ;:ﬁpﬁatinn. A.ii;:
judiciary more qnn:;ci i
ﬂ;?vz:;ﬁ;mm Ihepcru:le statistics of crime
jiteracy among women bothered many. e
politicians stressed the need that the women n[ld the girls sk it
%om and inciting fashions which resulted in the increase of erimes agai ’
T:m:n and girls. The necessity of the moral and elhil:alls values wal::mphasnze
in the educition of the young generations. The seminar was a grand success. )
4 You are correspondent of a local daily, you find very unhealthy craze ';“t:ug:
the students for foreign goods. Write an article for a newspaper in

e Craze For Foreign Goods
raze For Fo
::mﬂw. 12th May, 2004... {From Local Correspondence)
A general tendency is now-a-days seen among the students that they am:;tnla:m;cel
by foreign goods, whether good or bad, but whatever -they pumh?.se :m l:n.dian
originated from a foreign country. This idea never enters into our brains that .
goods are not in any way inferior. We have advanced to such an :.vxlenr_ that r:;n}
items are being exported by us. Our goods are of the superb quality. Stll .‘;e v;
a sensation to buy a foreign make. We are admired in -:cns.m{i.‘tmn. utility an
acclaim its worth. In some of the cases. Even our manufactured items are 1abel1lad
a5 made in foreign e.g. Japan. England and Germany etc. We never try to examine
its worih, utility and consumption. Gene are the days when even from the s:ma;dlw
needle to the highest implement was imported from England or U.S.A. This led to
a habit of liking for the foreign goods. It is also a worth mentioning fact that
foreigners do not like to purchase foreign goods.
5. Write a report to the Superintendent of Police regarding the increasing
number of thefts and chain-snatching incidents in your locality. Also suggest

ways 1o improve the situation. Sign the report as ABC.
Ans. Jawahar Nagar, Jaipur,

20 Jan, 2015,
The Superintendent of Polige.
Jaipur
Dear Sir,
Last eVENIng at abowt seye, o'clock a motor-cyelist stopped beside a woman
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standing on the main road near Jain
chain and made £ood his escape. The
rehlj-mllah. raised a hue a cry, but ¢
chain-snatching in this area, Five g
months. The number of thefts com
thefis were commited during the |
snatching and thefis hav

GENERAL Eh‘uu
By

Temple, Jawahar Nagar, snatcheg
woman, who was buyin
© no avail, This is not a
uch incidents 100k place g
mitted in the area is also on th
ast three months,

The number of poli
:i':'uld be given a Jeep to chase the culprits,
Pe You will try vour level best 1o impl
check the incidents of cha; gy
n-snatchi
Yours faithfully, i
ABC

uggestions given aboye ;,

the survey, vour findi
Aps.

The Editor,

The Indian Express,
New Delhi

Sir,

I hen-le mnd!.;ﬂ:d a survey of TV- waiching
peculiar similarity was observed in the likj

points which are mimllyappliumﬁ:;f;:?ﬂmﬂxeﬁA b i
group of thirteen and nineteen are being discussed here. Weibctmasniisag
A]fzw;pacja; :a.ils and tendencies govern their minds, The
select those T.V. programmes which are action orj .
They prefer adveniurous stories, serials involve Ol;ﬂurdm:;;v: I:w lnan-glc.
detective episode, comedy serials and some other programmes Iike":ars;;":a tlll‘:nns
farc. ”‘I"hegl-r do not r\e!ish things of lofty and sublime nature, They enjo fl.l:l
imaginative, romantic and tragedy items, which can make they, jump :nd ﬁn“};
themselves one of the heroes of the serials. Some serials which show confliet with
the society in the matter of love and marriage is also liked by the leenagers very

ng and your critical rem

teenagers about their preferences, A

teenagers generally

. much. They do not need things of intellectual nature.

1 think suc‘h Iyp:! of_ tendencies are not good for |hcif real ﬁ"",’"“ﬂmum. They we
living in imaginations and dreams. They are being carried gy from the
imaginations of the serials and unable to understand the reality of life, of the world.
They should be inspired o walch diﬂ'ﬂ:nll PrORramInes connccled with o lirical,
social, religious and economic subjects. It isa must for the healthy develapment of

uring the lasy ﬂh‘q .
| T
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gers. The parents should check the children and try to discuss with them ar;d
theirqueries. Something radical should be done to raise the level of teenager’s

: king, In fact the parents can play a vital role in this matter.
% are Akshay Shukla, a correspondent from India Express. You were an
m,.-imm to an Election campaign in Delhi. Write a report for the newspaper

in about 100 words.

R

F

Elections Held peacefully

Ans. "
Lucknow, Tth Feb, 2015...(Report by Akshay Shukla, a correspond from Indian
Express)

India being the largest democracy of the world a great emphasis is faf_d on the free
and fair elections. In Delhi, the election commission declared elections and the
schedule of filing and withdrawing nominations as well as the date of election was
also announced. This time the Electronic Voting Machines will be used in the
elections. All preparations were made in advance. More than 250 candidates filled
their nomination papers for Delhi assembly seat. Accordingly different symbols
were charter to the constituting candidates. The candidates arranged meetings and
put forth their charter of manifesto. Every candidates was trying to tempt and
woo the voters through their oily and sweet slogans and speeches. Posters and
slogans were decorating the walls. Several meetings of many high profile leaders
and Film stars were organized during the campaign. Hand bills were being circulated
among the residents, The candidates were holding comer meetings under a certain
code of conduct. The election campaign came to a standstill 48 hours before the
date of polling. On the poling day tight security amangements were made. The
volers came in great number and there were long queues in the beginning. The
voling started at 7.00 a.m. and continued till 5.00 p.m. result was scheduled to be
declared after three days. It was started in the presence of the candidates and their
agents as per the scheduled programme. The retuming officer declared the resulr
then. The elections were held peacefully and in a congenial atmosphere.

Qoo
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Language Skills

IMproving Command in English

Writing is an art and editing i i i roced
ngis adraft i.e. a science that has i

i i diting | t adefinite
m:i;rl::ccisssanf writing rw:s:n? is the third step that includes many step!;. F.dillim:
s hags bnnpm:sn?tf mnd;eﬁqnlg a document to increase effectiveness Orw? the
fi it can be refined into an effect .mcr.m
revising one's own draft does not begin imrrl'esdialflc;.lt.we W ; s
) Selelctmg the Right word : As a business communicator,
in selecting the right words. Cog ;

; word has to be cultivated,
Sometimes even the correct use of
play writers use words that implicit in

words has 1o be confirmed. Poets, novelists or
writers are concerned with being cl

meaing but journalists, editors, letter and report
- th ear concise and accurate in their case of language.
In business communiction the use of language has to be

Nouns and verbs are the most concrete words in mmﬁ;ﬁfammﬁ I
much as you can, Use adjectives and adverbs sparingly although they are alsl:?mponam—
They are subjective in nature and business communication should be objective

Verbs are powerful words because they carry the action. The more dymr;ic the
word the better it is. Communication is best through familiar words. Use viords thal

are in common and familiar to most people.

Compose your message by using short words or sentences,

Someting Extra to Write Sentences more correctly - The punctuation marks

Puctuation is an important skill that writers, particularly prose writers have 10
master.

|
The table below denotes the punctuation marks, their names and their fupetions. |

e |
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Shows the end of sentence
Shows a short pause or separating
clauses in a sentence

Shows a longer pause or separates
the related items =
Used before a list or bc_fore giving
evidence to prove a point

Used in direct speech to quote the
exact wordings of sEakcu:

Used at the end of a question

Shows surprise, shock, humour ot

excitment

| Ellipsis Shows words that are missing
B | Dashvhyphen | To link two words i
' Apostrophe Shows possession or 2 missing
letter

Choice of Words

Waord
abandon
absurd
accomplish
achieve
admire
affliction
aggressive
amiable
amicable
apt
assault
assist
anribute
behaviour
benevolent
bewitching
baold
brisk

Synonyms and Antonyms

= Synonyms

" leave, give up

e ridiculous, foolish

- fuifil

= min
praise, adore
distress, sorrow
= forceful
= lovable
friendly
fit, suitable
attack
help, aid, support
impute
conduct
Benerous
fascinating
brave, Courageous
active
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Calamity
Callous
calm
Candid
captivate
celestival
commensurate
conjective
convict
cordial
counter feit
coy
dearth
decorum
decree
delegate
deny
diabolical
dialectic
dilemma
discern
dreadful
endeavour
callous
calm
candid
extempore
feeble
felicity
fortify
£enial
Eorgeous
haughty
imposter
industripus
Jargon
Jjuxta position
precise
profound

- GENERAL El‘hu& '

disaster
hard, indifferen;
cool quiet
frank, straight forwarg
fascinate
heavenly
suitable, applicable
guess '
culprit, guilty, criming|
warm, hearty, friendy
false
shy, reserved
scarcity
decency
law mandate
depute, authorize
contradict
devilish, wicked
arguements . |
confusion
disclaim
horrible, terrible
aspiration, attempt
hard, indifferent
cool, quict
frank, straight forward
unprepared :
weak
oy, happiness, good luck
strengthen
cordial, warm
splendid, magnificent
rudl, au'm“
cheat
busy hard working
shop talk
Clmu“
exact
deep
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: LLS
W{EU-“G_L- Sm
abundant
. pile * hero
ist
protgon’s twist
quirk listed
scheduled characteristics
it s justify, revengcnful
e fanciful
whimsice enthusiasm
peal
s Antonyms
oNE concrete
abstract *
P praise
acknowledge deny
Iw false
obtuse
it professional
ani humble
graceful
mrd] itiead civilized
Im &
timid
o 2 merciless
compassionate ;
concise detailed
i weaken
dnfnmm peakee °
ﬁcite surplus
dF inish increase
i : extravagant
economic i
e fiction
frequent occasionally
wemu? selfish
cheerful
, Sloomy s
glorify !
harass sl
i i pessimist
GPHTI'EII‘I theory
mx insert
transparent opacque
vield ! resist
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V.

Common Problem with words, adjectives, adverhy,
Pronouns, conjunctions punctuation, prefix & suffyy,
Common Errors of Paris of Speech

Incorrect

Common Errors in the use of nouns
He is my cousin brother

Please put your sign here

This lady has not issues

Pack your luggages

1 want your reply soon.

I have to get my hairs cut.

I'saw many sheeps and deers.

I gave these news to him.

Common Errors in the use of Adjective

He has a strong headache.
He is our mutual friend.

You come yesterday evening.
I have no any money.

This book costs rupees ten,
He is 2 worst man

All student were Ppresent.

It is & most interesting book
He is superior than yOul,

This is a best book

Correct

He is my cousin,

Please put your signatures here,
This lady has no issue,

Pack your luggage.

I want a reply from you soqp,

| have to get my hair ¢y,

I saw many sheep and deer.
| gave this news to him,

He has a bad headache,

He is our common friend.
You came last evening,

I have no money,

This book costs ten rupees.
He is a very bad man,

All the student were present,
It is very inheresting book.
He is superior 10 you.

: This is the best book.

She is older than the two sisters, $he is older of the two sisters,
We perfer this house than that one, We perfer this house to that one.
Common E, ‘

My parents are better than you.
Neither of these four books. is your,
Nane of us have met her.

Your's sincerely or your sincerely, '
I want your reply soon,

One should not waste his money,

I enjoyed during the holidays,
Give me any of these two shirs,
Common Errors in the use of Verp
How you know him ?
Tell me not such a story,
Keshav slept since Yesterday,

Frors in the use of Pronoun

My parents are better than yours.
None of these four books is YOurs.
None of us has met her,

Yours sincerely,

I'want a reply from you soon.
One’s should not waste the money.
I enjoyed myself during the holidays
Give me either of these two shirts.

How do you know him ?
Don't tell me sych o story.

Keshav has been sleeping since yester""
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you ¢ of the boys were intelligent,
T"‘Wmet him yesterday.
e o went 10 his house yesterday 2
p ,Iadmmea that he is guilty.
it lﬂld me | have no money.
| sée you when | shall come back,
jid mot s€€ him for two days.
b was going on for a long time.
e ssid that he saw him last year.
1 aid can | 0 home.
common Errors in the use of adverh
J only met him once.
 wrote the answer in details.
What for have you come to me?
Never | have seen such a crowd.
He is very miser.
She does carefully her work.
He plays good.
He was too kind to help me.
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You are not greedy, nor am |,
Neither of the boys was intelligent,
I met him Yesterday,
Did you go to his house yesterday 7
Amit admitted that he was guilty.
Sumit told me that he had no money.
I shall see you when | come back.
I'had not seen him for two days.
This had been £0ing on for a long time,
He said that he had seen him last year.
I asked if | could go home.

I met him only once,

I wrote the answer in detail.
Why have you come to me?
Never have | seen such a crowd,
He is very miserly,

She does her work carefully.

He plays well.

He was kind enough to help me.

VL. Common Errors in the use of preposition

Sbeismmieﬁwith_adoﬂn;.

He met an accident.

He died with cholera.

This room is full with cofwebs.

Call for the doctor soon,

The film-show begins from 3 o'clock.
Dm'lkmcklheduor

He is kind upon me,
""mtﬂdfnrhisjuumy.

Lin tears,
Im‘ﬁ'ﬁfmmyw,
l:"h‘dm)'pum.

ked by foor.

ms;ﬁ“hd from five marks.

| dougy that he will pass.

Thi ® 15 feverish so he walks slowly.
s
15 my college. | study here.

She is married to.a doctor.
He met with an accident.

He died of cholera.

This room is full of cofwebs.
Call in the doctor soon.

The film-show begins at 3 o'cock
Don't knock at the door.

He is kind to me.

He started on his journey.
She burst into tears.

| am tired of you.

1 searched for my purse.

1 walked on foot.

She failed by five marks.

"™Mon Errors in the use of conjunction

I doubt if he will pass.
As he is feverish, he walks slowly.
This is my college where | study.
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I or you is Wrong.

Wait while I come,

I asked her that she loved me.
VI, Errors in using Articles

Do not make mistake.

The honestly is best policy.

They made him teacher.

Either of us is wrong,
Wait until 1 Come,
I asked her if she loved me,

Do not make a mistake,
Honesty is the best policy.

nade They made him a teacher,
Twhere is dirty spot on the table, There is a dirty Spot on the rab)e
; e::‘.w]d th|‘: pour We should help the poor. I
st_ ¥ at an Unversity, | study at a University,
HeisaM.A, Heisan M.A I

He is a right man for this job,

He is most intelligent boy in class,
He is a honest man,

Have vou had the break fast?

He is right man for this job,
He is the most intelligent boy in the clag;
He is an honest man.

Have you had breakfast?
Modals

(Can, could, shall should, will would, may, might, must,

need not, dare to, ought sed
Maodal (Medal Auxiliaries): i

Moda! Auxiliaries are those verbs thay indicate different
way in which a speaker expresses his attitude towards g
would include such concepis as ability,
likelihood and prohibition ete,

There are thirteen modal auxiliaries : Shall, will, can, may,
might, must, ought to, used to, need, dare, The mndalsm'
_main verbs of the present tense form. They are used in g
interrogative sentences,

Special feature of Modals
1. Modals are never used alone they are used with main verh
2. Modals is not used with the verb following modal
He is writing a novel. He must write a nowe,
3. After modal always verb is used.
4. By plotting of not after modal sentence becomes negative,
He can go. He cannot go. (Negative)
You must play. You must not play, (Negative)
5. After Modals s/es is not used with verh
|. He goes to market.
He can go 1o market. (goes (wrong))
3. Sijta cooks food for her friends.

moods. They represent the
u Situation. These attinudes
possibility, permission, obligation, necessity,

should, would, could,
always used with other
ffirmative, negative and -
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sita can cook food for her friends.
odal is placed hefore subject, then sentence hecom:
Bl Mnma should eat food. Should Rama eat food 7
ita ?
He could help Rita. Could he help Rita ? e
not effect of Subject, number, gender or perso

(cooks is wrong)
d interrogative

LA n jump, (Singular Sub}ect—Mascu_line gender)
g caar;| 'um[.:. Singular Subject- Feminine gender)
i :M Cc.a:l read, (Plural Subject- Masculine gender)
A - P
. Gli?lr: can read. {Plural Subject- Feminine gender)
:' They can go. (Plural Subject- Commaon gender)
. The Modal Anxiliares .
Non-Negative Uncontracted Negative | Contracted MNegative
Cannot Can't .
gnm Could not Couldn't
May May not Mayn t.
Might Might not Mngh_mt
Shall Shall not Shan't ;
’| Should Should not 5|:I0¢.{k|nl
Wwill, Will not, Won't )
Would, Would not, Woukdn't
Must Must not Mustn't
Ought to Ought not Oughtn't
Used to Used not 1o Usen't
Need Need not Needn't
parS Dare not Daren't
Modals-
Modals- Main modals are
Can may shall will must need not dare not
could  might should would  oughtto  used to

(A) "Can’
1. Can is used for Premission
(i) You can go there.

(i) Mow you can sit,
(iii) Can 1 take your car for two hours ?

2. Can is used to show Power, Capability, Capacity or Ability. Past tense of can

(Permission)

is could
(i) He can m'iml finst {Power)
@) Anil is very rich. He can buy & car. {(hpﬂbi!ity]

(il Reb ha cin drive a car
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;L) :::o r:phzrnﬁng Possibility or Impossibility
- B er can be found in every middle-class family,
n can be late fomorrow,

(_Zanmn is 2 word used for prohibiting,
{n) You cannot yse my bicycle,
(i) Shreya cannoq solve this equation
4. For showing Right cant is used |

(Prohibition or Megation of Permission)
vel by first class with a second class tickes,

ter the exmination hal| without an admission card
(B) "Coulg’ .

0 show capability, ability of past, We use coylg

(b) You cantt ey
I Could is past tense of can 1
(i) He could not come,
(i_i} She could cook fooq. (Ability)
(i) 1 could reag wiy
(iv) | could lify 100
2. For Polite Request could is ysed
@ Could youpleaschelpme?
(i) Could | yse your telephone ?
3. In past tense to show possibility could
He could have caught the bus if he had hurried.
(C) "May*
L. Purpose, for fear—
(a) Work hard so that You may perform better
(b) 1 am afraid the news may be true, -
2. Prohibition (Megation of permission)—
You may not go for swimming. (you are not allowed 1)
3. Uncertainty and asking for information or EXpressing wonder,
(a) How sad may she be ? .
4. 'May'sometimes expresses what is reasonable
(a) We may expect a good harvest this year.
5. Permission or request for permission :
{a) May I go to drink water.
(b) You may go if you wish.
6. Wishes or hopes—

GENERy;_ EN%
i
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(a) May you live long!
b) May you all be pmspemus'.
{ bility (doubtful and unsure)
= oday, (Itis possible it will in)
) ooy T:my £0 LOMMOTTOW. {There is a possibility of his going tom
REEEIE (D) Might
i t tense)-
(. Purgpees PR EAAS
i that others might live. N
o 6::3:&& hard so that he might get through the competition.
. :'::hw greater hesitation, lack of belief. self-confidence :
2

{a) Might 1 give an idea ? \ ;
ight | borrow your dictionary < : .
{3‘}] :::'u“'c passibility (more remote or uncenain than ‘may’)— ‘may’

(a) We might score the first position. (remote possibility)

_ (b) Tt might rain before evening. you should take an umbrella.

4, As past tense of may in Indirect Speech.
(a) Shefali asked me if she might borrow my car.
(b) Amit asked Preeti if he might help her.
5. Request :
(2) He might do me a favour.
(E) 'Shall' and "Will'
1. 1and We with Shall— represent Future Intention
(i) 1Shall give you a book.
(i) We shall go to cinema the next week. .
9. 1 and We with will—= Show certainty, threat, order or promise
(i) 1 Will give you a book. =
(iv) We will go to cinema the next week. (certainity)
3. With you, he, she, Mohan, father, teacher to show certainty, threat, order and

promise shall is used
{(v) He shall help me.
(vi) Boys shall be punished. (threat)
4. With you, he, she.... shows will shows future or intention
(vii)She will go to cinema.
(viif) They will sell the car.

{Intention)
(Intention)

" ,
5. Shall I/'We is used for orders or advice, offers, suggestion or request
() Requests for orders -
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1. How shall 1 cook it ?
2. Where shall we put this ?
(b) Offers : 1. Shall 1 wait for you ?
2. Shall I help you to pack ? -
(<) Suggestions : 1. Shall we meet at the theatre ?
2. Let's meet at the theatre, shall we ?
. Will is used to show predication
7. Capability (in third person inaffirmative, negative and interrogative sep,
(a) This glass will hold more water than that. .
(b) These shoes will wear well.
§.'Will' + infinitive is used to express Invitation,
(2} will you come to tea ?
(b) will you come with me ?
"Will" in affirmative can express a "Command.’
(3) You will attend the class at 10 o'clock tomorrow. (School natice)
- (F) Should
uty, softened command, advice and probability,
(2) One should Iry 10 do one's best, (dury)
() You should 80 at once. (softened command)
() You should call for the doctor. (advice)
(d) You should find the book on the top shelf, (probability)
2. Obligation (showing an assumption) (ought to)- ’
(2) They should be more careful now,
(b) You should be in bed by now.
3. Hypothetical situation (It helps to
(a) Work hard lest you should fail,
(b) He hurried lest he should be late.
Expresses desire and preference with | person
(@) 1should like to leave early. )
(b) I should like 1o 1ake milk_
5. To express probability or expectation,
::l] 1!"-'}' should be there by now. (1 think they are probably there)
Ou are an M. A. and should know this, (you are expected 1o know.)

6. Purpose Used with all person in cla i rpose
might (expressing a condition, mlﬁﬁ?ﬂt}eﬁlﬁrz} U

I lent him this book so that he should study ir, (might)

form the future subjunctive)
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(G) Would
5 request (less authoriative)-
meﬂum you open the window, please 7
L would you bring me a glass of water ? (1o mother)

\ will you bring me a glass of water 7 (1o wife)
(€

r’“ h-h“‘- : :
) He would sit for hours walching the ships.
a

e would blame Raman for everything.
{:} fcrﬁﬂ“.: rather sooner can be placed after "would' rather/sooner
{: | would rather go. (1 would prefer 1o go.) -
(b) He waould rather die than beg. (He would prefer to dm,..,flr . B
In conditional sentences it expresses the supposed result of an imaginary condition
or improbable condition.
(a) Ifwerea bird | would fly. (Present or future)
(b) If he came late he would be punished. _ .
{c) 1fhe had come late. he would have been punished. (past. unfulfilled condition)
(H) "Might’
To show the possibility of future might is used for past tense migh have is used
(i) This medicine might cure your illness in a month.
(i) This medicine might have cured your illness in a month. .
(iii) There are no clouds in the sky but it might rain. So take an umbrella with you.

(Remote Possibility)
(1) "Must' _ o
‘Must' is used for Compulsion, Necessity, Duty, Certainty, Firm determination.
Prohibition

(i) You must sleep at night. (Compulsion)
{ii) She must cook food for her family. (Necessity)
(iii) We must pay our taxes in time. (Duty)
(iv) must their parents. (Duty)
v) .‘l;'::ymust nme fast on crowded roads. (Prohibition)
(i} She must not beat her husband. (Prohibition)
{vii)must is used 1o show strong probability (possibility)
1. The lights are on so someone must be in the romn
2. The sky is covered with dark clouds so it must rain any moment.
(viii) must is used for emphatic advice.
l. You must read this. It's marvellous.
You must take more exercise.
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x| F pular words converted into different parts of speech is given below:
(3) Ought to Y e (i) NOUNS INTO VERBS
. Duty neglected or unfulfilled obiligation in the past="ought to hayg ity Authorize Class Classify
(2) I ought to have done it. puthor’ apologize Colony colonize
(b) You ought to have returned the books in time. | Aolol allude Collission collide
2. Obligation or duty : | AllsioR bleed Company accompany
(3) You ought 1o obey your parents, ! plood beautify Custom accustom
(b) You ought to finish your work in time. : ﬂty embody Camp encamp
3. Advice or advisability : i 8 encircle Character  characterize
(a) You ought to go to jaipur. ’ Excellence Excel Origin i
(b) You ought to work hard. ' Economy economize Office : nfﬁm?tt
4. Assumption or strong probability ; _ Food feed Percepticn peseeive
(a) That ought to be Raman's car | ool . befool Patron paronize
(b) He ought to be a good player, Forte """ﬁ:!m :ace r:'slz!ifr
(K) "Need ot friend e =455 S
Needn't means Not Necessary or absence of obligation Grass z::& Peil imperil
(i) Itis bright sunlight so you needn't light a lamp. Glocy S B empower
(ii) Sita has reached home so you needn't go to the station to take her, Cage habituate
(i) You need not go to school today because it is Sunday, :w harmonize Relief i)
(iv) He is a BA. He need not take seconday school examination again, H:;UHY hasten Sermon W‘“
(v) Lata is O.K. 50 you need not go to the doctor. Height heighten Shrine enshrine
(L) 'Dare not' 1dol \diolize Slave enslave -
Dare means courage dare not means Yyou can't have the courage, Substance substantiate Throne enthrone/dethrone
(i) Ashok dare not ask my-address. : ' | Justice justify Hnee hm
(ii) How dare he say such things about me ? Loss e . s Elizt
(iii) You dare not do it again. Monapoly g UV:: 3 versify
(iv) I dare not leave without permission, Magnet g Vi invigorate
(V) He dare not touch my purse, | Memory s wﬁy vacate
(M) 'Used To* :“':"“ ’“’:‘;'R Victim victimize
Used to denotes a habit of past : Nz:s'l ::: il Vice vitiate.
(i) 1 used to play football at school, o (i) VERBS INTO NOUNS
(if) Her hair used to be black in her youth, Accomplish accomplishment  Heal kn'“:r i
(iii) Sheela used to be cheerful before her marriage. Accompany accompaniment Know o0
(iv) They used to meet in a park. : Acquit acquittal Lend B
(v) Ramesh used to smoke in his youth, Bathe bath Move i
Betray betrayal Narlmte obligation
| Conceive conception C:Jhllﬁadc persuasion
| Commit commitment ol
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Deceive
Defy
Deny
Do

Rely
Respond

Apt
Beautiful
Bond
Beggar
Coward
Courageous
Dead
Difficult
Generous
Hero
Infam
Jealous

Able
Brief
Busy
Chaste
Civil
False
Ferocious
Gay
Grand
CGenerous
Humble
Just
Liberal

Advice
Air
Angle
Bounty
Brass
Beast

GEngray, Eng

deception Please pleasure
defiance Precise Precision
denial Pursue Pursuig
de?d Redeem redemptigy,
reliance Urge urgency
response Vary variety
(iii) OTHER WORDS INTO ABSTRACT NOUNS
apiness Long len,
beauty Machine nwith:nim
bondage Regent regency
beggary Servant service
cowardice Sad sadness
courage Smooth smoothness
::2 . Short shoriness
u Weak Wi
genclrmir_v Wise wﬁn:'l!5
!iemlsm With withery
3nf7ncy Warm warmth
Jealosy Youl
(iv) ADJECTIVES INTO N"cfuns s
zhiﬁl_y Merry merriment
revity i i
business :;?u';l;z:m :;i:::;em
cplﬁliness Obedient obedience
civility Pious piety
I'alsei'!oud Public publicity
I‘cru-cny Rival rivalry
gaiety Secrel secrecy
grandness Splendid splendour
gene_ﬂlhsu}' Vain vanity
!ll.lll?ﬂlt)r Wide width
justice Worth
e y worth
(v) NOUNS INTO ADJECTIVES
advisable Angel angelic
aerial Authority authoritative
angular
bounteous
trazei Meal metallic
begstial Medicine medicinal
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Contempl

Calamity
circle

College
Conscience
Circumstance

Expectation
Example’
Enemy
Essence
Explanation
Flower _
Fable
Fever
Fate
Grief
Grass
hand
Hypoerite
Industry
Joy
Joke
Just
licence
Just

Able
Abundant
Bitter
Base
Clear
Civil

Different
Dramatic
Equal

Fat
Fertile

contemptuous

calamitous
circular
collegiate
conscientious
circumstantial

expectant
exemplary
enimical
essential
explantory
floral
fabulous
feverish
fatal
grievious
grassy
handy
hypocritical
industrious
joyous
jocular
judicial
licentious
lustrous

(Vi) ADJECTIVE INTO VERBS

enable
abound
embitler
debase
clarify
civilize

differentiate
dramatize
equalize
Fatten
fertilize

Ment
Minister
Muscle
Myth

Mose
Offence
Omen
Population
Professor
Pathos
Picture
Prejudice
Problem
Palace
Ruin
Supersition
Sun

Star
Sedition
Service
Seceretary
Study
Tribe

Vice

Voice

Large
Linle
Long
Mad
Muoist
Noble
Public
Popular
Perpetyal
Pure
Real
Rich

&
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meritorious
ministerial
muscular
mythical

nasal
offensive
ominous
populous
professorial
pathetic
picturesque/pictorial
prejudicial
problematic
palatial
ruinous
superstitious
solar

starry
seditious
serviceable
secretarial
studious
tribal
vicious
vocal

enlarge
belinle
prolong
madden
moisten
ennoble
publish
Popularise
perpetuate
purify
realize
enrich
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GENEI-‘.M_ Ei
Firm MU&
Sk confirm Safe save
= refresh Sweet SWeelen
food g e on
General gem-:lim fﬁu: oing
Venerable venerale e
(vii) VERBS INTO ADJECTIV
. ES
Accept s Ch‘“?x L‘haflgeful
e acceptable Divide divisibje
Break bruk:;:lc DD;%HG s
- . m i
‘é::z:‘ler considerable Deceive :ii:l:rz?
. rage courageous Resist resistib|
e fearfil Read reada;ﬂle
: B
gainful R i
egret
g::r:m governable Respect :f:;;al::
s harmful Respond responsi §
] hateful Receive recepti o
e . - 0] I
Injure ;:Tng"mm o sm“dﬂ‘:iﬁ
soid | jurious Succeed Successful
s oaﬁl_sume Slip slippery
5 3 marriageable Solicit solicitous
Meddwlc manageable Taste tasteful
it medd]mme Tire tiresome
s neg‘umbre Terrify terrific
o p=n§i1ab1= Transfer transferable
. punishable Vary various
rmit permissible Work workable
Practice Exemrcises
Exercise 1

1. He d i
oes everyting for conscience's

Correct the following senfences ;

X sake
Ans. He does everyting for conscience sake,

2. Customs on exports and imports is collected at airport.
Ans. Customs on exports and imports are collected at airport
3. My uncle's friend’s son is a doctor.

Ans. Son of my uncle’s friend is a doctor.
Note : The use of double possessive should be avoided.
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My father is in teaching line.

% Ans. My father is in teaching profersion.

My cousin sister is a lecturer in Dyal singh college

2 Ans. My cousin is a lecturer in Dyal singh collage.
g, The wages for sin are death.
" ans. The wages for sin is death.
7. The weather of Delhi does not suit me
Ans. The climate of Delhi does not suit me.
g, Credit this sum in my name.

Ans. Credit this sum to my account
9. He does not know even alphabets of English.
Ans. He does not know even alphabet of english.
10 She has lost a hundred rupees note.
Ans. She has lost a hundred rupee note.
Exercise 2
Correct the following sentences :
1. My father does not- like me going to cinema everyday.
Ans. My father does not like my going to cinema every day.
2. Between you and 1, he is a rouge.
Ans. Between you and me, he is a rogue.
3. Neha can sing better than me.?
Ans. Neha can sing better than |
4. Neither of the three candidates are fit for the post.
Ans, None of the three candidates is fit for the post.
5. Both did not go.
Ans. Neither went.
6. 1 hate him taking two much.
Ans. | hate his talking two much.
7. No less than five students were drawned.
Ans. No fewer than five students were drawned,
8. There are not much books in the library.
Ans. There are not many books in the library.
9. Deepu got cent per cent marks in English.
Ans. Deepu got hundred percent marks in English.
10. 1 prefer coffee than tee
Ans. | preper coffee to tea.
Exercise
Correct the folfowing sentences :
1. 1 have never and will never abuse anyone,
Ans. | have never abused and will never abuse anyone,
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2. The patient died before (he doctor arrieved Ekﬁm’ = S
3 Ans. The patient had died before the doctor arrived atient is comparatively better today.
. Tan}' a battle were fought on the soil of India, . g e e S .
) Hns. }\:hn_'.' a battle was fought on the soj| ol'lndia' . b
+ I 1 will reach late, | shall be punished | el 1t b .
- Iﬂns. If I reach late. | shall be Punished. . = -
3 Aknw.- Mr. Sharma for five vears, St e e |
" 0:2. Ifha;l-e known Mr. Sharma for five years, i
on :;) iy Correct the following sentences : Hindi
| an Our ol g s |, Translate this passage from Eugluﬂ’ ta ing d
| : Lo b e v " | 1", as. Translate this passage from English into Hindi.
) “m e o s 2. 1 found him leaning on the chair.
A ‘tishﬁ. e g e g Ans. | found him leaming over the chair.
9, “?::;t”;:tll::e;:EN horses beggers would ride, et 1:;:::'2“
- sy I Ans. Sheela resembles her mother. ar.
Ans. What is the lagest new I ey by i e s
o e 4. These days in writing a book on grammar.
ey Ans. These days | am busy in writing
An.s. The two brother helped each other. 5 o marid s pors "
g ; | Ans. He married a poor girl
Correct the Sollowing sentences - " e Cana mis o h'i' w'ﬂ“h .:m-g
1. Enll ge enything else than a pool. | e Ca:”:;srldpf:::::ls 5
al ‘ i studen :
" be:l:l‘:.: ::3:::2%3&‘::!:“ alEmL .H 7 1?,: The students had a tussle over the work.
Ans. He behaved in aouwrad? e \ et =
M- ki | Ans. Please open your book at page twenty.

3. Please kindly help me in my work.
Ans. Please help me in may work.
ar
Please help in my work.
4. She ran very fastly.
Ans. She ran very fast.
5. I am only free in the morning.
Ans. | am free only in the moming.
6. Of course you will succeed in your mission.
Ans. You will certianty succeed in your mission.
7. The old man lived miserly
Ans. The old man lived in a misely manner.
§. He was here presently.
Ans. He was here just now.

9. [ have learnt this lesson word by word.
Ans. | have learnt this lesson word for word,
| 10, 1 saw him sitting besides the milni'sur.
Ans, | saw him sitting beside the minister.

Exercise 6
Correct the following seniences :
1. I will dic some day since all men are mortal.
Ans. | will die some day as all men are mortal,
2. Zia was not in good mood, therefore. 1 did not talk to her.
Ans. Zin was not in a good mood, so | did not talk to her. *
3. Both zia as well as Mala are beautiful.
Ans. Both zia and Mala are beautiful.
4. 1 took the medicine that might get well,
Ans. | took the medicine so that | might get well,
g She is equally honest as her sister.
ams. She is as honest as her sister,
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6. All is not right that is expedient. - N
~ Ans. All that is expedient is not right.

7. Moving on the grass, I saw a snake.

Ans. While moving on the grass, I saw a snake.
8. The choice is between glorious death or shameful life.

Ans. The choice is between a glorious death and shameful life,
9. Although she is foolish but people like her.

Ans. Although she is foolish yet people like her.
10. May you pass or not, I don't care.

Ans. Should you pass or not, I don't care.
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