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What Is a Paragraph

» A number of sentences grouped together
and related to one topic.

> A group of related sentences that develop a
single point or single idea.




Cont’d

» The criterion of a paragraph must be made
according to the change of idea or change In the
point or topic introduced.

» There is no rule to the length of paragraphs.

» They may be short or long according to the
necessity of explanation.




Cont’d

» A paragraph may consist of a single
sentence or many sentences.

» Paragraphs are long or short depending
upon the matter to be discussed or
explained.




How to organize a paragraph

» Unity - as each sentence deals with one thought, each
paragraph must deal with one topic or one idea.

» Every sentence in the paragraph must be closely
connected with the main topic of the paragraph.

» The paragraph and every part of each must be the
expression of one theme or one topic.

» Key Sentence - The topic, theme or subject of the
paragraph is very often expressed in the first sentence
of the paragraph.



Cont’d

» Order - There has to be logical sequence of thought or
development about the subject.

» Events must be related in the order of their occurrence,
and should be arranged according to their importance or
order.

» Varity- There should be no monotony or repetition In
explanation.

» The explanation should be given with variety In
sentences and words.




Cont’d

» The two most important sentences In the paragraph are
the first and the last.

» The first or key sentence should state the topic - a fact, a
statement or a proposition

» The last sentence should be a conclusion or summing
up.




Paragraph Example

“Poetry Is the language of the imagination and the passions. It
relates to whatever gives immediate pleasure or pain to the human
mind. It comes home to the bosoms and businesses of
men; for nothing but what comes home to them in the most general
and intelligible shape can be a subject for poetry. Poetry is the
universal language which the heart holds with nature and itself. He
who has contempt for poetry cannot have much respect for himself,
or for anything else. Wherever there is a sense of beauty, or power,
or harmony, as in the motion of a wave of the sea, in the growth of a
flower, there is poetry in its birth.”

- William Hazlitt




Exercise

Que. Write a well organized paragraph on the
following -

1. Covid - 19
2. Happiness in good deeds










AcCtivity
What is the difference between note taking and note
making?

What Is the use of note taking and note making?
How it Is useful for learner?
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Introduction

It is quite likely that we assume note taking and note
making to be one and the same thing but both are
Independent tasks.

Note taking iIs a technique which we are supposed to apply
while we are attending lectures.

Note making Is an exercise which we do while reading or
studying the subject on our own.



/ e Ty R

Purpose of taking and making notes

Save the time and effort in -
Having to look for the original text.

Having to look through massive pilesvof notes just to
retrieve the specific information you need.




factors affect the nature of
Wg and note maki

We are part of class or audience.

The manner and speed of delivery of
new information is not within our
control.

We can seek clarifcation; raise questions
for better understanding the points
made by the teacher/ presenter.

We have to adjust ourselves with the
speaker.

We have to be attentive without break.

We are the only reader.

We can control your speed of reading.
You can also go back and forth as per
your convenience while reading

We have little scope to seek clarifcation
from the author.

We can access the source as per our goal
and capacity.

We can take breaks and resume at our
leisure.



~ Note Taking
Methods

1. Outline Method: simple method
which enlists the main points and the
sub points in a given topic as shown in
the following picture

“The Outline Metnod
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Method : This
odhasthree parts.
On the left hand, there isa
section for main ideas, keywords
and abbreviations.

On the right hand, there is a

section for concise sentences.

Notes

* Record the lecture here, using
* Concise sentences

* Shorthand symbols
And * Abbreviations
at the bottom section, there is a * Lists

short summary * Skip lots of space between points

WHEN:
During class



Note Making * =
Methods

1. Split-Page Format: In this format, the page of a notebook is split into two
parts or columns. The first part comprises the original text while the second
consists of its summary.

Original Text

Alfred Nobel (1833-1896) was born in Stockholm, < Alfred Nobel: 1833- 1896
Sweden, on October 21, 1833. His family

descended from Olof Rudbeck, the best known * Place of Birth: Stockholm,
technical genius in Sweden in the 17th century,an  Sweden

era in which Sweden was a great power in northern  « Fluent in several languages
Europe. Nobel was fluent in several languages and

wrote poetry and drama. Nobel was also very much < Wrote poetry and drama
interested in social and peace-related issues, and

held views that were considered radical during his ¢ Also interested in social issues
time. Alfred Nobel’s interests are reflected in the

prize he established. * Established Nobel Prize
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- 2. Diagram or Flow Chart: In this format, the information
IS presented in the form of a diagram or some other pattern
like a flowchart. For instance, the production of sugar:

SUGAR CANE
MILLING
JUICE FERMETATION
, ]
BAGASSE
DISTILLATION
Y SUGAR
COMBUS- PRODUCTION
Tjﬁ ¢ BIOETHANOL
ENERGY SUGAR




3. Outline Format/Time Line

Format: In this format, the

information is presented in its bare

outline. For instance, the

main phases in the butterfly cycle Eqg Stage
can be presented as below.

Milkweed Leaf

‘ d “Butterfly ™.
.._ Life Cycle .-

Adult Butterfly
www.sciencewithme.com



4.Mind Mapping: It is a graphical interpretation of
Information. For effective mind mapping, we must first
identify the central idea and then relate the other points
regarding that central idea in a graphical way. See the
following example




Activity
Que. Read the passage given below and make notes by using
mind mapping method.

Books they say are mans bestfriend. They never let you feel
bored and are always waiting to be opened and read. They can be a
great source of iInspiration when we read the life stories or
biographies of famous men and women. They are tool for teaching
and a great source of knowledge.Reading the books written by great
scientist and thinkers can motivate us to do the unthinkable. But

most of the time they simply as a source of pleasure and keep us iIn
good sprites.



knowledge

inspiration pleasure

motivate
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Activity

=l

Identify the method shown in the following figures

Bulb
burned out?
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Answers

Flow chart method
Mind mapping method
Cornell Method



Recapitulation

Purpose of note taking and note making
Differentiation between note taking and note making
Methods of note taking and note making

Activity

Home Assignment



P
Home Assignment

Que. Listen to a classroom lecture on the topic of your
choice and try to take the notes considering all the points
discussed in the “outline method™.



P N

THANK YOU



Makina Request



What Is request?

A request Is when we ask somebody else to do something
for us.



Making a request

Examples
1. Can you tell me what happened?
2. Could you please take off your raincoat?
3. Will you let me copy of your homework?
4. Would you come to my birthday party?
5. Would you mind opening the window for me?
6. Do you mind if turned up the heating?
7. May | speak with you?



on whether you are speaking to a friend or a teacher?
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expressions. But with a friend we use more direct words or
expressions.

That means request may be formal or informal.

with friends and family we make a direct and informal
request

If we want to make a request to unknown person or
somebody who Is very senior to us we have to use more
formal request.




Making Requests (infromal)

Can you drive me to the mall?

COULD YOU/I + VERBL1 ?
Could I use your Cell phone?
Could you turn on the light?



Making Request(formal)

» WOULD YOU MIND + V- ING?

Would you mind lending me $20 for lunch?

Could you possibly tell me the time?
Could you possibly show me where is the nearest bus station is?



Activity 1

» Choose the correct sentences.

1. Can | please see your boarding pass?

2. Could you please drive me to the airport?

3. Would | please use your phone?

4. Would you mind giving me a hand?

5. Could you giving me a ride home?

6. Would you mind help me move into my house?






Activity 2

» Put the words in the correct order to make polite request.

2. bottle / you / could / open / this

3. you / tonignt / dinner / mind / would / making
4. speak / you / could / quitly

5. mind / doing / would / you / favour / me / a



3. Would you mind making dinner tonight

4. Could you speak quitly?
5. Would you mind doing me a favour?



» The request become more polite with the use of can,
could,will,would with




1. Can | use your computer, please?

2. Could you please take me the dentist?

3. Will you please remind me to go to the post office?
4. Would you fetch me the book on the table, please?



Responding request

» Here are expressions to respond to a request:

» Accepting a request:
Yes, Sure
sure
yes of course
certainly yes
with pleasure
sure don’t worry

sure no problem



Request

Example -

Sure! What can I do to help you?
Certainly! Please tell me what can | do?
No problem.What can | do?

Of course! How canlhelp you?



» Refusing Request

I just can’t I am sorry.
| am afraid.
but I can’t.

certainly not.



Refuse Regquest

Example -

I'm sorry. I wish I could help but I’'m not at home.

I’'m afraid not. | have to go out myself.

| have love to, but I can t today.

Normally | would, but I amreally busy today. /'m so sorry.



Activity 3

2. May | use your phone?
3. Could I have Some more tea, please?
4. Do you mind if | read your newspaper?



Can | have copy of  Sure, here you are I’m afraid that’s not

this letter? possible

May | use your Yes, of course sorry, the line Is out
phone? of order

Could I have Some  Yes of course Sorry,there is no left
more tea, please? tea

Do you mind if | Please do I am afraid, it’s not

readyour newspaper? mine



Activity 4

» Complete the request with the right form of the verb.

1.Canl ....... (borrow) your pen?

2. Would you mind ......(take) me home after class?
3.Isitokif I .......... (turn) down your TV?

4. Doyoumindifl ....... (use) your cell phone?

5. Couldyou. .......... (tell) me how to get to the subway?



Answers

4. use
5. tell



Home Assignment

» Put the words in the correct order to make polite request.

2. cook / can / pasta / tonight / you

3. window / do / you / closing / mind

4. some /could / for / me /you / bring /water

5. mind / would / me / you / helping /with / my / homework
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T o * Prepare for une _
* Language abilities for comperlng










* b) Requesting and Inviting: Introduction of an individual is followed by
request and invitation to the dais for speech or presentation.

* This may be done in the following ways:

* Now | request Dr/Professor /Mr/Mrs./Honourable... to come to the dais and
enlighten us about... (Topic). Let's welcome
Dr/Professor/Mr/Mrs/Honourable...

* After this brief introduction, | request Dr/Professor /Mr/Mrs/ Honourable...
to honour the dais and guide us about... (Topic). | request you all to welcome
him/her.



e On behz ogize for the
T o inconvenience...




* d) Complimenting: A compere need to be a person of sweet words. S/He
should have the skill of positively complimenting the speakers or guests. This
can be achieved in the following ways:

* The way you presented the subject, complexities disappearedand it became so
simple...

* Simplicity of your language suits your appearance Sit...
* Elegance in your appearance suits your speech...
* It was a feast listening to you sir/madam...

* This is an absolutely different experience. You opened up a totally different area
of exposure.






.

i) advance.
O

* While writing scfipt, some space must be left for eleventh hour change.




Thank You
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SUSINESS COMMUNICATION




odernity and

ontaneity, and instinct.

s poetry collection The Ship of




Has he no money? Then let him eat dirt, and go cold.—




We must have some

to save us from eating dirt.







1e human life

degradation through his

s

* According to poet that madness for mc?ney exists everywhere.




T - * We must overcome our insani
another for the sake of money.
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