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About theUniver gty

Rajiv Gandhi University (formerly Arunachal University) isapremier institution for higher educationin the state
of Arunachal Pradesh and has completed twenty-five years of its existence. Late Smt. Indira Gandhi, the then
PrimeMinister of India, laid the foundation stone of the university on 4th February, 1984 at Rono Hills, wherethe
present campusis located.

Ever sinceitsinception, the university has been trying to achieve excellence and fulfill the objectives as
envisaged in the University Act. The university received academic recognition under Section 2(f) from the
University Grants Commission on 28th March, 1985 and started functioning from 1st April, 1985. It got financial
recognition under section 12-B of the UGC on 25th March, 1994. Since then Rajiv Gandhi University, (then
Arunachal University) has carved a niche for itself in the educational scenario of the country following its
selection asa University with potential for excellence by ahigh-level expert committee of the University Grants
Commission from among universitiesin India.

The University was converted into aCentral University with effect from 9th April, 2007 as per notification
of the Ministry of Human Resource Devel opment, Government of India.

The University islocated atop Rono Hills on a picturesque tableland of 302 acres overlooking the river
Dikrong. Itis6.5kmfromthe National Highway 52-A and 25 km from Itanagar, the State capital. The campus
islinked with the National Highway by the Dikrong bridge.

Theteaching and research programmes of the University are designed with aview to play a positiverole
in the socio-economic and cultural development of the State. The University offers Undergraduate, Post-
graduate, M.Phil and Ph.D. programmes. The Department of Education also offers the B.Ed. programme.

There are fifteen colleges affiliated to the University. The University has been extending educational
facilities to students from the neighbouring states, particularly Assam. The strength of students in different
departments of the University and in affiliated colleges has been steadily increasing.

Thefaculty members have been actively engaged in research activitieswith financial support from UGC
and other funding agencies. Since inception, anumber of proposals on research projects have been sanctioned
by variousfunding agenciestotheUniversity.  Variousdepartments have organi zed numerous seminars, workshops
and conferences. Many faculty membershave participated in national andinternational conferencesand seminars
held within the country and abroad. Eminent scholars and distinguished personalities have visited the University
and delivered lectures on variousdisciplines.

The academic year 2000-2001 was a year of consolidation for the University. The switch over from the
annua to the semester system took off smoothly and the performance of the students registered a marked
improvement. Various syllabi designed by Boards of Post-graduate Studies (BPGS) have been implemented.
V SAT facility installed by the ERNET India, New Delhi under the UGC-Infonet program, provides Internet
access.

In spite of infrastructural constraints, the University has been maintaining its academic excellence. The
University has strictly adhered to the academic cal endar, conducted the examinations and declared the resultson
time. The students from the University have found placements not only in State and Central Government
Services, but also in variousinstitutions, industriesand organizations.  Many students have emerged successful
intheNational Eligibility Test (NET).

Sinceinception, the University has made significant progressin teaching, research, innovationsin curriculum
devel opment and devel oping infrastructure.



About IDE

Theformal system of higher education in our country isfacing the problems of access, limitation of seats, lack of
facilitiesand infrastructure. Academiciansfrom various disciplines opinethat it islearning which ismoreimportant
and not the channel of education. The education through distance mode is an alternative mode of imparting
instruction to overcome the problems of access, infrastructure and socio-economic barriers. Thiswill meet the
demand for qualitative higher education of millions of peoplewho cannot get admissionintheregular system and
wish to pursue their education. It also helpsinterested employed and unemployed men and women to continue
with their higher education. Distance education isadistinct approach to impart education to learnerswho remained
away in the space and/or time from the teachers and teaching institutions on account of economic, social and
other considerations. Our main aim isto provide higher education opportunities to those who are unableto join
regular academic and vocational education programmes in the affiliated colleges of the University and make
higher education reach to the doorstepsin rural and geographically remote areas of Arunachal Pradesh in particular
and North-eastern part of Indiain general. In 2008, the Centre for Distance Education has been renamed as
“Institute of Distance Education (IDE).”

Continuing the endeavor to expand the learning opportunitiesfor distant learners, IDE hasintroduced Post
Graduate Courses in 5 subjects (Education, English, Hindi, History and Political Science) from the Academic
Session 2013-14.

ThelInstitute of Distance Education ishoused inthe Physical Sciences Faculty Building (first floor) next to
the University Library. The University campus is 6 kms from NERIST point on National Highway 52A. The
University buses ply to NERIST point regularly.

Outstanding Features of Institute of Distance Education:

(i) At Par with Regular Mode

Eligibility requirements, curricular content, mode of examination and the award of degreesare on par with
the colleges affiliated to the Rajiv Gandhi University and the Department(s) of the University.

(i) Sef-Instructiona Study Material (SISM)

The students are provided SISM prepared by the Institute and approved by Distance Education Council
(DEC), New Delhi. Thiswill be provided at the time of admission at the IDE or its Study Centres. SISM
isprovided only in English except Hindi subject.

(ii) Contact and Counselling Programme (CCP)

The course curriculum of every programmeinvolves counsellingin theform of personal contact programme
of duration of approximately 7-15 days. The CCP shall not be compulsory for BA. However for professional
courses and MA the attendance in CCP will be mandatory.

(iv) Field Training and Project
For professional course(s) there shall be provision of field training and project writing in the concerned
subject.

(v) Medium of Instruction and Examination

The medium of instruction and examination will be English for al the subjects except for those subjects
where the learners will need to write in the respective languages.

(vi) Subject/Counselling Coordinators

For devel oping study material, the IDE appoints subj ect coordinatorsfromwithin and outside the University.
In order to run the PCCP effectively Counselling Coordinators are engaged from the Departments of the
University, The Counselling-Coordinators do necessary coordination for involving resource personsin
contact and counselling programme and assignment evaluation. The learners can a so contact them for
clarifying their difficultiesin then respective subjects.
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INTRODUCTION

English compul sory comprisestwo components: Language and Literature. Englishis
one language that most people al over the world choose to speak or learn to speak,
besidetheir own mother tongue. Although language has been an object of attention for
many philosophersfrom thetimesof Aristotle and Plato, it issaid that the nineteenth
century saw the birth of the study of language asascience.

Whilethe ability to communi cate di stingui shes human beingsfrom animals, the
ability to communicate effectively distingui shes one human being from another. Every
human bei ng facesthe need to be wel | equipped with effective communication tools. In
today’s competitive environment, success depends to a great extent on good
communication, i.e., theability to not just speak well but alsolistenwell.

If you are able to speak and listen correctly, you leave no scope for
miscommuni cation. Good communication is also dependant on the correct usage of
grammar. A person whose language is grammatically incorrect is bound to sound
unpleasant. If you cannot speak correctly, chances are you will not be able to write
correctly either. So, asound knowledge of grammar isnecessary for good communication,
not just at theworkplace but also at home. Thisbook will discussthe various aspectsof
English grammar and usage. Along withit, it will also discussthe various forms of
literaturelike prose, poetry and drama.

Poetry, if smply put, can be said to beany literary work whichisused to express
feelingsandideas. The use of adistinct style and the play of wordsto form apleasing
rhythm make reading poetry avery pleasant experience. Thisgenre of literature has
evolved over the years showing amarked differencein theworks of modern poetsand
ancient poets. Prose is the most basic form of written language, applying common
grammatical structure and natural flow of speech rather than rhythmic structure. Its
smplicity and|oosely defined arrangement hasled toitsusagein the mg ority of spoken
diaogues, factual discourseaswell ascontemporary and imaginary writing. Thereare
many prose forms. Novels, short stories, and works of criticism are kinds of prose.
Dramaisaterm used for the communication of thoughts, opinionsand ideasthrough
acting. It isone of the most influential genres of literature capable of transforming
minds. Inrecent times, thisgenre hasbeen effectively used asatool of learning, Soreading
awarenessthrough student participation. Dramaalso lendsan insight into the culture of
thetime and period in which the story or situation isset. Thisisalso onereason for the
popularity of the playswritten by William Shakespeare. The bookswill discussin detail
one of Shakespeare’s famous plays: AsYou Likelt.

Thisbook, English Compulsory-I, iswrittenin aself-instructiona format andis
dividedinto five units. Each unit beginswith an Introduction to thetopic followed by an
outline of the Unit objectives. The content isthen presented in asimple and easy-to-
understand manner, and isinterspersed with Check Your Progressquestionsto test the
reader’s understanding of the topic. A list of Questionsand Exercisesisalso provided
at the end of each unit, and includes short-answer aswell aslong-answer questions.
The Summary and Key Terms section are useful toolsfor students and are meant for
effectiverecapitul ation of thetext.
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UNIT 1 PROSE WRITING IN ENGLISH

Sructure

1.0 Introduction

1.1 Unit Objectives

1.2 Kalpana Jain: ‘Stigma, Shame and Silence’
121 Summary of ‘Stigma, Shame and Silence’
122 Critical Issues

1.3 Alfred George Gardiner: ‘On the Rule of the Road’
131 Summary of ‘On the Rule of the Road’
132 Critical Issues

1.4 Gerard Durrell: “Vanishing Animals’
141 Summary of “‘Vanishing Animals’
142 Critica Issues

1.5 Jim Corbett: ‘Kunwar Singh’
151 Summary of ‘Kunwar Singh’
152 Critical Issues

1.6 Summary

17 Key Terms

1.8 Answers to ‘Check Your Progress’

1.9 Questions and Exercises

1.10 Further Reading

1.0 INTRODUCTION

Literatureasatermisused to describewritten or spoken material. It consistsof anything
from creativewriting to technical or scientific works, but thetermismost commonly
used whilereferring toworksof the creativeimagination, including fiction, drama, prose,
etc.

Fiction is the most popular form of literature in today’s world. It is any narrative
that deal swith eventsthat are not factual, but rather imaginary. It is often applied to
theatrical, cinematic and musical work.

Prose on the other hand isthe most basic form of written language, applying
common grammatical structureand natural flow of speech rather than rhythmic structure.
Itssimplicity and loosely defined arrangement hasled to itsusage in the majority of
spoken dialogues, factual discourse aswell ascontemporary and imaginary writing.
Thereare many proseforms. Novels, short stories, and worksof criticism are kinds of
prose. Other examplesinclude comedy, drama, fable, fiction, folk tale, hagiography,
legend, literature, myth, narrative, saga, sciencefiction, story, articles, newspaper, journals,
essays, travel ogues and speeches. Each form of prose hasits own styleand hasto be
dealt withinitsown particular way. Travel writing isalso oneform of prose. Through
this, we get afirst-hand account of thetravelsof the writer, the places he hasvisited,
and the experiences he hasencountered. Speechisvocal communicationwiththe purpose
of conveying something. Inthisunit, you will get acquai nted with four prosewritings of
famouswriters, i.e.,, KalpanaJain, A. G Gardiner, Gerald Durrell and Jim Corbett.
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1.1 UNIT OBJECTIVES

After going through thisunit, you will beableto:

- Discuss the stigma, shame and silence associated with HIV in Kalpana Jain’s
*Stigma, Shame and Silence’

- Evaluate the concept of liberty in A. G. Gardiner’s ‘On the Rule of the Road’
- Assess the importance of animals in Durrell’s “Vanishing Animals’

- Describethe character of Kunwar Singh as portrayed by Corbett in hiswriting
‘Kunwar Singh’

1.2 KALPANA JAIN: ‘STIGMA, SHAME AND
SILENCFE’

Kalpana Jainisasocial activist and an eminent journalist-cum-researcher who has
worked profusely inthefield of public health. Her articlesin The Times of India on
public health were much read and appreciated and it a so created an uproar inthe media
world. She also engages herself with research on health issuesin collaboration with
Harvard University. Her researches on people afflicted with HIV are of much
sgnificance. Being aresearcher, she hasengrossed herself in thelivesof peopleinflicted
with HIV. Her book Positive Lives, published in 2002 by Penguin, deals with such
peoplewho areinflicted withAIDS.

The extract ‘Stigma, Shame and Silence’ is from Kalpana Jain’s book Positive
Lives: The Sory of Ashok and Otherswith HIV, published in 2002. Thisbook isabout
those brave heartswho were sadly inflicted with HIV and bravely fought the battle of
life to conquer the shame and fear that the society associated with them. The moral
lapse onthepart of the person afflicted with HIV and the social stigmathat we associate
with HIV, usually makes the HIV afflicted person a victim of society’s insensitivity. The
book is meant to be a ray of hope for the people inflicted with HIV—an inspiration, a
tale of boosting moraleto never lose hope and to face the world with positive energy. It
isalso atale for all of us, to make us aware of the insensitivity that we perpetrate,
someti mesknowingly and sometimesunconscioudy, on peopleinflicted with HIV.

One has to remember here that a writer has a social commitment—a commitment
to write for the sake of the society—for making the society a better place to live in. Itis
not that awriter can change the world by his/her pen, but thiscan be donethrough his/
her ideas. All of us can achieve this, provided we are ready to stand up for the just
cause. Jean Paul Sartre, thefamoustwentieth century philosopher and writer in hisbook
What isLiterature? emphasizes the role of commitment of the writers and writes, ‘The
“committed” writer knows that words are action. He knows that to reveal is to change
... the function of the writer is to act in such a way that nobody can be ignorant of the
world and that nobody may say that he is innocent of what it is all about.” Thus, even
though the writers cannot directly changetheworld, but their words, their ideas, their
way of rendition of an incident or a thing poetically expressed through the use of
appropriate language, can make people aware of the things happening around them
which may lead to social change. Kalpana Jain’s writing can be clubbed under the



category of ‘committed’ writing as she is committed to write about people inflicted with
HIV and their bravery to fight against HIV aswell asthe society, whichisinsensitive
towards them. Gerald Durrell’s *Vanishing Animals’ too is committed to the cause of
animal welfare and the extinction of animalsunder threat whichislater discussedinthe
sameunit. It isthiscommitment to some cause or the other which makestheir writing
significant to be prescribed in different courses acrosstheworld, astheir writingsare
eye-openersto the readersto the issueswhich needsour urgent attention.

People afflicted with HIV need attention not because they are unableto fulfil
their rolesin society; they can very well continue working like any other person; but
becausewetry to disassoci ate oursel ves and socially boycott them, it makestheir position
insociety precarious. The boycotting and the stigmathat we associatewith HIV iswhat
Kalpana Jainistrying to point out in Positive Lives. The Sory of Ashok and Others
with HIV.

1.2.1 Summary of ‘Stigma, Shame and Silence’

The extract *Stigma, Shame and Silence’ is taken from Kalpana Jain’s book Positive
Lives: The Sory of Ashok and Otherswith HIV (2002), which, asmentioned earlier,
deal swith peoplewho have bravely fought the battle against HIV by showing courage
and enduranceto fight against the shame and stigmaassociated with the disease. Inthe
given extract, we come acrossaman named Ashok who isHIV positive and the extract
shows how he himself dealt with the news and al so faced the wholeworld.

Asthe story begins, we see Ashok asaradio operator in the Navy. Oneday he
discoversthat he hasblisterson hisarm which makeshim cautiousabout hishealth and
helandsupintheNaval hospital. Inthe hospital he undergoesamedical test to figure out
thereason for theblistersand heisinformed that heisHIV pogtive. Heisthen admitted
to the hospital for about four weeks. The attitude of the doctor treating him in the
hospital isworth mentioning here asheisfar from being sympathetic to Ashok, instead
hiswordshad been brutal. When the doctor informsAshok about his disease, he uses
words such as, “You know, you are positive’. It is very harsh of the doctor to proclaim
the result of the test in such amanner. Even when Ashok tries to show a composed
outlook on receiving such a news, we see the doctor saying, “You are suffering from
AIDS ... your life is short. Eventually you shall die.” This kind of blunt expression to a
personwho isafflicted with AIDSisinhuman and brutal.

Itistheinsensitive and the callous approach of the peopletowardsHIV inflicted
peopl e which Kal pana Jain wanted to show to her readers. The doctor even gavethe
blunt prescription ‘not to have sex’. Kalpana Jain deliberately quotes these lines of the
doctor to show that even the medical world doesnot care much about the HIV positive
patients, moreover they do the most needlessjob to further their mental agony. The
suffering that Ashok went through after hearing the news of thetest wasitself painful;
but the approach of the doctor and his blunt revelation of the truth made thingsmore
tortuous for him. What was going on in Ashok’s mind is of concern to the author—
Ashok not only had to cometo termswith the fact that he has been afflicted with the
disease; but he also had to start thinking about the consequencesthat hewould haveto
face due to his disease—the stigma and the shame associated with HIV positive. He
goesthrough aseries of mental torture only to be able to continue working and earning
for hisfamily. On the one hand Ashok was determined to face the affli ctionsassociated
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with HIV, while on the other, hefelt like beating up the doctor. Moreover, when he starts
pondering over the restraints and restrictionsthat the people have posed on him, he
mockingly laughsat the silly notions of mankind. Assoon asthesefleetingimpulsesare
noticed by thehospital authority, it was decided that he should be admitted to the Command
Hospital for psychiatric treatment. Inthe hospital, we again see himin acontemplative
mood; but by now he has accepted the fact and therefore we see him playing cardsand
watching television. He has accepted the reality and therefore he says to himself ‘why
one opens umbrella before it starts raining’. It is this resolve which makes him courageous
enoughto facelifeonce again though heisaware of thefact that hewill haveto facethe
stigma, shameand silence.

1.2.2 Critical Issues

AlIDSisadisease, but the victims of this disease do not die so much because of the
disease but because of the socia stigma and the shame that is associated with the
disease. Thisseemsto bethe crux of the problem that isassociated with the disease, as
stated by Kalpana Jain in ‘Stigma, Shame and Silence’. The question is why so? To
delveintothequestion, weneed tolook at certain socia taboosthat existsin our society:

- In many societies, sexual relationship if not within the parameters of marital
relationships, aretakento beasocial taboo. Sexual desireisnot seenasaphysica
need; but asameansfor the continuation of thefamily name. Soif any individua
getsinto asexual relationship whichisoutside marriage and it becomespublic,
then it becomesthetalk of thetown. Andif in someway, apersonisafflicted with
AIDS, then it ismore shameful asit isconsidered to be ablotch on hismoral
character. Thus, till thetimewe associate AlIDSwith moral |apse on the part of
the person who has acquired it, it will be amatter of shame and stigmafor the
person concerned and it will not allow the persontoliveadignifiedlife.

In such circumstances, when peoplewith HIV are madeto liveashameful life, a
lifewithastigma, they will never beabletolivelifetothefullest. Itiswewho maketheir
lifetroublesome by out casting and ostraci zing them to such an extent that whenever
they want to become apart of the normal processof life, we alwaystry to push them
away from us, making them constantly aware of their supposed moral lapse. Itisthis
continuous process of being reminded of their degraded existence which makesthem
feel that they are the most unwanted people of the world and that their life has no
meaning—they are the ones who are somehow a blot on the society. It is this stigma
which makesthemfeel that it isbetter to diethanto live such ashameful life.

Though the society maltreats and mistreatsthe people afflicted with HIV, many
havethe courageto deal with thismaltreatment of the society and live with extreme
confidence. To this group of people belongs the protagonists of Kalpana Jain’s book
PositiveLives. In the story *Stigma, Shame and Silence’ the protagonist Ashok is tested
HIV positive, and when heismaltreated even by the doctor, hefacesit with extreme
courage. Thoughinitialy hefelt like hitting the doctor and laughing at the waysof man
for which he had to go through psychol ogical treatment, at the Command Hospital we
seehim comingtotermswithit andlivingagablelife. It isthiscourageand determination
in Ashok which Kalpana Jain celebrates in ‘Stigma, Shame and Silence’ so that it serves
adouble purpose:



- Setting apositive example of Ashok for other HIV positive patients so that they
arenot victimizedinthe society and areabletoliveacourageouslifelike Ashok.

- Teaching and guiding the society to prevent the maltreatment of HIV patients,
sincethey have similar rightsasthat of any common man and that thereisnothing
shameful about itand HIV is not a ‘stigma’.

1.3 ALFRED GEORGE GARDINER: ‘ON THE RULE
OF THE ROAD’

Alfred George Gardiner (1865-1946) is today known to us primarily as an essayist
whoseessaysare being prescribed all over theworld for their innovativewaysof dealing
with thethemeswhich areof everyday concernto people. Hishumorousway of presenting
thingswith smplicity inaconcise manner made him awell-read and much appreciated
writer of theVictorianAge. Throughout hislife, A. G Gardiner had engaged himself in
different professions related to writing—newspaper editor, journalist, and author. In his
initial days of writing, he often used to write under the pen-name *Alpha of the Plough’.
At the age of fourteen, he joined the newspaper industry and became the editor of the
liberal newspaper of the Victorian Times, Daily News. Asatypical Victorian, A. G
Gardiner’s writing was about the pressing social, intellectual, economic and religious
issuesof thetime. Hispublished and much read worksinclude: Prophets, Priestsand
Kings(1908), Pillarsof Society (1913), TheWar Lords(1915), and Certain People of
Importance (1926).

Gardiner’s essay ‘On the Rule of the Road” is an interesting and amusing piece of
writing which deal swith the notion of liberty and how it isnecessary that theliberty of all
should be curtailed to preservethelibertiesof all. It apparently seems contradictory, but
that iswhat makesall enjoy thefruitsof liberty. In other words, Gardiner pointsout how
thenotion of liberty itself isaconstrued one asit meansmany thingsand yet nothing. For
oneto enjoy trueliberty, one should beready to give up someof hisliberties. Thisisthe
essence of the essay whichispresented through the metaphor of traffic rulesand other
anecdotesin aninteresting and humorousway.

A Short Note on Essay (From, M. H. Abrams, Glossary of Literary Terms)

Any short composition in prose that undertakes to discuss a matter, express a point
of view, persuade usto accept athesis on any subject, or simply entertain. The essay
differs from a “treatise’ or “dissertation’ in its lack of pretension to be a systematic
and compl ete exposition, and in being addressed to ageneral rather than aspecialized
audience; as a consequence, the essay discussesits subject in nontechnical fashion,
and often with aliberal use of such devices as anecdotes, striking illustrations, and
humor to augment its appeal.

Source: M. H. Abrams, The Glossary of Literary Terms, Seventh Edition, Heinle and Heinle
Thomson Learning, Boston, 1999.

1.3.1 Summary of ‘On the Rule of the Road’

The essay ‘On the Rule of the Road’ begins with an interesting and funny anecdote
whichwould make uslaugh. A fat old lady isportrayed aswalking in themiddleof a
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busy street in Petrograd, |eading to the traffic being blocked. When someone asksthe
oldlady whether the pedestriansare supposed to walk on thefootpaths, thelady replied
saying that she hastheliberty to walk anywhere shewishesto and moreover asitisa
public street, therefore she hasall theright to walk on the street.

Itistruethat she hastheliberty to walk in any public space sheintendsto, but it
is not something that one can truly practice in reality as it will mar others’ liberty. The
author saysthat he has quoted thisincident merely to point out how peoplethese days
have become engrossed with the idea of liberty without really pondering over what
exactly it means. In other words, everyone wantsto enjoy their personal freedom and
with the passage of timethe problem of peopl e asserting their rights of enjoying freedom
has become more and more acute leading to fights over freedom. Even young children
have becomefamiliar with theideaand they a so have started believing that they are
freeto do anything. A. G Gardiner mentions herethat the notion of independence and
dependence hasthustaken on many coloursand hues.

Gardiner here statesthat sacrifice seemsto bethe very foundation on which the
notion of freedom or liberty can have its foundation. He states, ‘in order that the liberties
of all may be preserved, the liberties of everybody must be curtailed.” Apparently, it may
seemthat it isself-contradictory; but it istrue. Once again Gardiner givesan example
from traffic on theroads. Apparently, it may seem that the traffic police at abusy traffic
junctionisanuisance asheiscontrolling theflow of thetraffic according to hiscommands;
but aswe ponder over it weredizethat he/sheisactually ablessing becauseif everybody
drovetheway sheor hefeelslikethen therewould be nothing but utter chaosleading to
notraffic movement at al. It isthrough thisexamplethat Gardiner triesto explain that by
curtailing persond liberty, theliberty of all can be preserved.

Next, Gardiner talksabout how liberty isasocial contract and not apersonal
one. Till thetime our freedom does not interferewith thefreedom of others, itisfineand
we can do whatever we feel like doing; but the moment our freedom affects others’
freedom, we need to be conscious about curtailing our own freedom for the sake of
societal good. We may have the freedom to wear what pleases us, to eat what tastes
good to us, to practice whatever religion we want to practice, to prefer one kind of
writing or a writer over others; but when our freedom comes in contact with others’
freedom, then both the partieshaveto restrict their own freedom to maintain astabilized
peaceful society. Gardiner then givesthe exampleof playing the Trombone. If hewants
to play the musical instrument at the middle of the night, then he hasto go to Mount
Everest (or someother secluded place) ashisfamily and neighbourswould object to his
playing theinstrument in themiddle of the night. Thus, Gardiner states how adjustment
and sacrifice for the sake of others’ freedom makes freedom a possibility in this world.
Gardiner moreover pointsout that we are usually quick at figuring out faultsof others
and not our own. But if one hasto create apeaceful society where everyone enjoyshis
or her freedom then it is necessary that we consider the rights and feelings of other
people. Gardiner then pointsout that heroic moments of sacrifice are very rarein our
life, but it is these small sacrifices and adjustments that we do for the sake of others’
freedom which makeslife great and sweet.



1.3.2 Critical Issues

Liberty isprobably one of the most used and often misunderstood termsof our timesas
what goesoninthenameof liberty iswhatever onewishesto do. But can weaways
do what wewish to do? Thisisthe question that A. G Gardiner hasdealt withinthe
essay ‘Onthe Ruleof theRoad’. It is with the examples from the world of traffic that
Gardiner makes usrealize how freedom isnot about having therightsto do what one
wishesto do, but freedom isall about doing thingswhich would makethings convenient
for all. Gardiner isaprolific writer whose simplicity of expression and concise way of
presenting things has made him awell-read writer throughout the world. His style of
writing is such which immediately attracts the attention of the reader. It is to be
remembered herethat thefirst principle of any writingisthat it should be pleasurableto
read. If itis not pleasurable then nobody will read it. Gardiner’s style of writing is such
that it makesthe reader read the essay with pleasure and attention.

Liberty isaconcept that many people havewritten on. Itisanideawhich has
created many huge debates and arguments across the world and there isno dearth of
writing related to the subject. What Gardiner hasdonein the essay isthat hedid not go
into the dry aspectsof the notion of liberty, but tried to explain the s mple concept with
extreme clarity through examples of traffic on the roads. Such writing makes one
understand the concept in asmple manner. Theanecdote of theold fat lady in Petrograd
or therole of thetraffic policein abusy traffic junction areinteresting enough to make
usunderstand the notions of liberty or freedom.

The anecdote of old |ady walking in the middl e of the busy street on Petrograd
ishumorousand her reply that it isher liberty towalk at the middle of the street asitis
apublic space, makes one wonder about the notion of freedomitself. Itistruethat she
isfreeto do what sheisdoing; but asthat causes problemsfor others, therefore, she
should not doiit. Freedom as Gardiner sayslater intheessay isal about asocial contract.
Itisasocia contract in the sensethat each one of usiswilling to give up certain freedom
of ourswhichwould makeit possiblefor everyoneto enjoy their freedom. Inthiscontext,
itisto be stated that the notion of liberty cameto theforefront with the French Revolution
(2789) when the common peopl e of France overthrew King LouisXIV with theaim of
establishing democracy and ending the oppression and suppressi on that the masses of
people had been enduring for ages under the autocratic rule of the French Kings. The
common peoplewereinspired by thewritingsof greet thinkerslike John Locke, Rousseau
and Thomas Paine who emphasi zed the notion of freedom and rights. The notions of
rights, liberty, equality and fraternity changed the face of theworld, asgradually we
moved towards ademocratic society from an autocratic world. Gradually, it cameto
such a state where people became more concerned with their rights and liberty and
forgot that to enjoy one’s rights, one also has certain duties which one needs to fulfil.

Itisat thisjuncturethat A. G Gardiner iswriting the essay where he putsemphasis
on the “liberty-drunk’ people of the world, who all the time put emphasis on their rights
and liberty without ever thinking about whether they are doing their dutiesor not. A. G
Gardiner ismaking fun of those peoplein society who are merely concerned with their
freedom and never think intermsof whether they have done enough to enjoy thefreedom.
Liketheold lady in Petrograd, weall want tothink that itisour liberty to do whatever we
feel like even if it is at the cost of people’s freedom, but when we are on the other side
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of the situation, wefeel exactly the opposite. It isthismentality of peoplewhichA. G
Gardiner is mocking in the essay ‘On the Rule of the Road’. The traffic policeman at the
busy crossing always becomesthe object of our scorn whenever we are madeto stop
our carsaswefeel that why should | be stopped when theentireworldisdriving their
cars. We never redlizethefact that if the traffic policeman has stopped certain flow of
traffic, itisbecausethrough that heisensuring that thetraffic flow issmooth and that no
onefacestraffic blockage. Therulesof thetraffic are not meant to stop traffic, but they
are meant for the smooth functioning of the traffic. The day we realize that certain
liberties of ours needsto be curtailed, be administered so asto make everyone enjoy
their freedom, wewill understand the true meaning of freedom. That isthe objective of
A. G. Gardiner in writing the essay *On the Rule of the Road’.

1.4 GERARD DURRELL: “VANISHING ANIMALS’

Gerard Durrell (1925-1995) was a well-known naturalist and an animal lover whose
contribution to the conservation and preservation of animalsand theanimal worldis
evident from the amount of work he did to safeguard the animal sfacing the threat of
extinctionin different parts of theworld. Hisbooksand films on animalsare meant to
create awarenessin the soci ety about the potential problemsthat animalsarefacing due
to various human interferences with the animal world and how we can deal with the
same so asto deal with the problem of loss of biodiversity. Inthe previous section on
Kalpana Jain’s ‘Stigma, Shame and Silence’, we have seen that a writer is usually
committed to some cause which she or he thinks needsthe attention of theworld and
therefore writes on the issue so that the people are aware of the issue. That is the
‘commitment’ of the writer. Gerard Durrell’s commitment is towards animals—to make
sure that no animals face the threat of extinction because of man-made disasters or
man’s selfish interest of satisfying his or her hunger for more luxury. It is with this
commitment that Gerard Durrell hasworked throughout hislife; thisisasoevidentinhis
short piece of writing “Vanishing Animals’.

Gerard Durrell wasbornin Jamshedpur, India, though hischildhood stay in India
was brief, aswhen hewasthree hisfamily shifted to London and then to Europe. During
his student life, Durrell showed hisimmense love for animals and even kept pets at
home. Therefore he ventured forth into studying Zool ogy and in 1945 hejoined the staff
of Whipsnade Park as a student keeper and in 1947 he organized hisfirst zoological
expeditionto collect animal sfrom the Cameroons. Thisexpedition boosted hismoraeto
such an extent that there followed a series of expeditions to different parts of the world—
British Guyana, Paraguay, Argentina, Sierra Leone, Mauritius, Assam, Mexico,
Madagascar, to name afew. Following these expeditions, Gerard Durrell longwith his
wifealso madeatelevision seriescalled Twoin aBushin 1962. In 1965, hefounded the
Jersey Wildlife Preservation Trust. He has al so authored many books, the famousones
among them being: Birds, Beasts, and Relatives, and My Family and Other Animals.

The above short note on Gerard Durrell’s biography probably has made you realize
by now that throughout his life Durrell has worked with one passion—to safeguard
animals. But as we read the piece “Vanishing Animals’, we figure out that Gerard Durrell
wasnot only apassionate animal lover; but also agifted writer. Inavery interesting way,
Gerard Durrd| introducesthe problem of vanishing animals, theanimalsunder thethreat



of extinction, through anecdoteswhich areinteresting to read. Henot only providesalist
of animals facing such threat, but also ponders over some of the causes of animal

extinction, such as ever-increasing popul ation and human greed. Hethen delvesinto the
solution for such agrave danger to bio-diversity by talking about efforts so asto preserve
theanimal world from extinction.

1.4.1 Summary of ‘Vanishing Animals’

Gerard Durrell begins the essay “Vanishing Animals’ with a herd of animals called Pere
David Deer in England whom he terms as ‘refugees’ in England as they have landed in
England quite by luck and thus have survived from being extinct. He then narratesthe
incident of how one Father David, aFrench Missionary, in the course of hiswork in
Peking, China, during the early 1800, heard about a pack of strange deer existinginthe
Imperial Hunting Park, which was south to the city of Peking. It wasafortified park
guarded by tartar soldiersand Father David somehow managed to have alook at the
deer and found it to be of acompletely new specie. Hisdesreto send few of these species
of deer to Europe wasthwarted when hefigured out that they are protected speciesand
in no way the Chinese authoritieswould allow him to transport them to Europe. But
Father David then took recourseto unlawful meansto get two deer skinsby bribing the
guardsand then sent them off to Pariswhereit was established that it wasacompl etely
new species of deer and since then these species of deer isnamed as Pere David Deer.

When the European zool ogical parkscameto know about thisspecie, they wanted
some specimen of thisspeciefor their zoological parksand aseriesof negotiationswith
Chinese authoritieswere carried out which ultimately led to few of these deer being
shifted to Europe. A tragedy took placein 1895, when there was aflood around Peking
and theriver Hun-ho flooded resulting in the submergence of the Imperia Hunting Park.
The consequence of this flood was that these species of deer were moved to the
countryside wherethefl ood-stricken famished villagerskilled them and atethem. Inno
time, these species of deer were extinct from Chinabut few of them survived inthe
zoological parksof Europe. Thethen Duke of Bedfordshire, who had apassion for rare
animal sbought few of these deer, eighteen in number, from the European zool ogi cal
parks and brought them to England where their number has increased to about one
hundred and fifty, when Gerald waswriting thisnarrative.

After narrating the history of how these rare species of Chinese deer were saved
from extinction by chance and how they reached England, the author then talks about
how he got a chance to hand-rear four little cubs of Pere David Deer at Whipsnade
Park. Gerard Durrell narrates with bewilderment hisexperience with four little deer
which pointsout hislovefor animals.

Durrell then talks about another endangered speci es of antel ope—white-tailed
gnu. Durrell proudly announces how he got achanceto work with these animals. He
narrates gnu’s amusing behaviour, ‘Its actions can only be described, very inadequately,
as a cross between Be Hoop and ballet, with a bit of yoga thrown in.” Durrell then shows
his surprise as to how people can kill these amusing creatures: ‘It is difficult to imagine
how anyone had the heart to kill these agile and amusing antel opes. However, thefact
remainsthat the early settlersin South Africafound in thewhite-tailed gnu avaluable
source of food, and so great herds of these high spirited creatures were slaughtered
unmercifully.”
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After mentioning thesetwo animals, Gerard Durrdl| talksabout another endangered
animal—dodo. Durrell writes how dodos used to live in the uninhabited island of Mauritius
and felt so securethat they even forgot how to fly. But soon theisland was discovered
and along with human beings came other animalssuch asdogs, cats, pigs, ratsand goats,
which led to the extinction of dodos. After quoting these three speciesof animalsand
birds, Durrell mentionsthat these three species are not the only specieswho became
extinct, moreover there were many more animalswho had to face the samefatelike
these three species—gnu, dodos and deer. They are as “dead as the dodos’.

Durrell then mentionsthat by the end of the twentieth century, therewere people
and someinstitutionswho became concerned with the extinction of birdsand animals;
and conseguently thought of preservation and conservation of the existing animalsand
birds and moreover to take specia care of the endangered species of animals. Steps
weretakento protect wildlifeand Durrell quotesthe exampl e of the beaver asone such
species. Though some steps have been taken, but there are still vast areasthat need to
be worked upon. The “charity’ offered by few would not do the needful for saving these
animalsfrom the hungry mankind; what isneeded, according to Gerard Durrell isto
make the world aware of animals’ significance in our life and not merely their economic
importance.

1.4.2 Critical Issues

After going through the summary of “Vanishing Animals’, one might have realised that
thereisaneed for the preservation and conservation of different speciesof the animal
world. The question which is naturally asked by many in this regard is “Why should we
concern ourselves with such a task? What benefits does it have for mankind?’ There is
a simple answer to it—the animals also have similar rights to live as do human beings
and thereforewe should not interfere with their world. But apart from thissmpleanswer,
thereare varieties of discoursesthat exist on the subject. Some of the significant ones
amongthemare:

- Itistheincreasing human population or shall we say human population explosion
that has been aproblem for the biological and zoological diversity of theworld.
There are many specieswhich have already become extinct from the earth and
many arein the process of being extinct. For ecological balance, each speciesof
plantsand animal shave aparticular roleto perform and when one or some species
among them become extinct, then it causes ecol ogical imbalanceswhich can
threaten our own existence. Therefore, for our own good and for ensuring asafe
habitat for ourselves, it isessential that we look after the ecological balance by
preserving whatever biodiversity we areleft with.

- Gerald Durréll rightly points out that certain animals have more economic
importance than others because we human bei ngs have cometo know about the
uses of these animal s, therefore thereisan apparent need for the preservation of
those animals; but it isto be remembered that preservation of the ecological
balanceisparamount rather than merely choosing one specie over the other.

- Effortshave been madeinternationally and nationally to safeguard the animals
whichareinthe processof being extinct; but what isneeded isto creste awareness
about the significance of conservation and preservation of wildlifeand biodiversty.
Work of selected few individualsor selected few organi zations on thisfront will



not show magical resultsin saving animals, what isneededisthat peoplein generd
should be made aware of the animal world and how itisin our ownintereststhat
we should safeguard them. Gerard Durrell’s films and writings are efforts in this
direction to make people aware of the gravity of the problem and also provide
solutionsabout how to deal withthecriss.

Thus, Gerard Durrell’s essay “Vanishing Animals’ is an interesting piece of writing
whichintroducesusto the problems of the animalsfacing thethreat of extinction. Itis
necessary for all of usto start thinking about theissue and evolvewaysto deal withthe
problem.

1.5 JIM CORBETT: ‘KUNWAR SINGH’

Jim Corbett (1875-1955) is a very common name in India and there are many who are
aware of hiswritings. Jim Corbett wasalieutenant-colonel of the British officersserving
inIndiaand had anillustriouscareer in Indiaintermsof training peopleinjunglewarfare
and ways of the Indian jungles. Usually, the British officers serving in Indiawere not
seeninapodtivelight by theIndianssince most of the officerswere cruel to the natives
and did not bother about thewell-being of the native people. Their concern wasprimarily
to look after theinterests of the colonial administration and consequently they were
perceived by the Indians as oppressors. But the picture of Jim Corbett isnot that of a
typical British Officer posted in Colonial Indiaashisconcern and knowledge about the
Indian junglesand people living there made him afavourite among the Indians. Jim
Corbett’s writings on man-eating tigers of India are popular throughout the world,
especialy Man Eaters of Kumaon and Man-Eating Leopard of Rudraprayag.

Apart from being acolonial officer, Jim Corbett wasal so an excellent writer who
had a natural flair for writing. In the piece of writing *Kunwar Singh’ (which is taken
from hiswriting My India), Jim Corbett shows how a piece of writing can be made
interesting with simplicity of expression. The narrative style of Jim Corbett is also
fascinating as he startswith biographical detail sabout hisown experience of getting the
first guninhislife. The summary below will provide you the detail s of the narrative of
‘Kunwar Singh’.

1.5.1 Summary of ‘Kunwar Singh’

Kunwar Singh is a childhood hero and a friend of Jim Corbett’s. The present story starts
when theauthor introducesK unwar Singh by informing usof theinval uable advicethat
Kunwar Singh gave him when the author got hisfirst gun. Instead of looking at the
lacunae of the gun, Kunwar Singh emphasi zed that it wasagood thing and that now he
could gotothejunglefor hunting with thisgun, provided that helearnshow to climb
trees. It may sound absurd but Kunwar Singh then narrates a story of Har Singh to
make Corbett understand how the competence of climbing treesisamust for thosewho
want togointothejungle.

Kunwar Singh then narratesthe story asto how he along with Har Singh went to
thejungleonaparticular day inApril for hunting. Whilethey had just started thejourney,
afox happened to crosstheir path which wasabad omen for the peopleresiding inthe
jungle and Kunwar Singh suggested that they should go back; but on theinsistence of
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ProseWitingin English Har Singh, they continued with their expedition. They carefully went around thejungle
to hunt for something, and at | ast they saw apea-fowl which they could not hunt down
astheir shot missed it. Kunwar Singh saysthat it was surely abad day for them asthey
werereturning empty-handed from thejungle. But asthey had fired the gun, they wanted

NOTES to avoid the usual route and take the way through ‘nullah’to avoid the forest guards. As

they proceeded through the sandy grasslands acrossthe canal, they met atiger. It was
indeed a bad day for the two of them to come in contact with atiger in the jungle.
Initially, thetiger went back in the opposite direction, but soon it came back in front of
them and stood with asilent gaze. Both of them wereterrified and at that moment birds
flew and cameto sitin thehaldi tree nearby. Har Singh thought that it isbetter to shoot
one of the birds as that would have served a double purpose—the tiger would get scared
and would go off, and of not going back empty handed from the hunting expedition. But
assoon asthetiger heard the shot, it rushed towards them from within the shrubs.

Asthetiger rushed towardsthem, they ran towardsthetreesto climb onto them
S0 as to get out of the tiger’s reach. As Kunwar Singh was dexterous in climbing trees
(askill that he haslearnt well from hischildhood), Kunwar Singh climbed thetreeeasily
and went out of the tiger’s range; but Har Singh who was not as competent as Kunwar
Singh, became avictim of thetiger asit pounced on Har Singh and pinned him onthe
tree. Kunwar Singh had the presence of mind to shoot in the open air and assoon ashe
did so, thetiger got terrified and ran away. But beforeit did so, it clawed out the entrails
of Har Singh. Kunwar Singh describesthe scenein gruesome detailsand then saysthat
he had two optionswhich hetold Har Singh in whispersastheir loud voice may make
thetiger come back again. Thetwo optionsare either to cut off the entrail swhich had
fallen off or to put them inside. Har Singh whispered that they should be put insideand
Kunwar Singh did so and then tightly tied the stomach in a “pugree’. Following that they
dowly walked to the hospital which was seven milesaway from the place where they
were attacked by thetiger. When they reached the hospital , they hid their gunsand went
to the hospital for treatment and then from thereto their village. Asthey reached the
village, the womenfolk in the village were relieved as they were worried about the
absence of Kunwar Singh and Har Singh. The head man of the village said that this
accident could have been averted if hewould have advised Har Singhin hischildhood to
climbtreesefficiently.

Then the author announces how he haslearnt another important aspect of hunting
in the forest from his friend, Kunwar Singh—to make mental maps of the forest which
isvery useful for hunting. The author says that Kunwar Singh used to make mental
mapsof theforest not intermsof milesbut intermsof gun-shot range. The distanceand
direction were gauged by the landmarksin theforest as he knew almost all thetrees,
ponds, path taken by the animals and the canalsin the forest which would help him
identify any part of theforest. Sometimeswhen the fear of the robberswould prevent
Kunwar Singh from going for hunting expeditions, then Jim Corbett had to go alonefor
hunting and he used to | eave the hunted animal in theforest to be fetched by Kunwar
Singh. He used to fetch them from the forest asthe mental map would hel p Jim Corbett
tell Kunwar Singh the exact location and Kunwar Singh would easily reach that place.
Thismenta map, according to the author, isareal boon for ahunter.

After finishing his schooling, Corbett was sent to Bengal for work and there he
could not visit theforests often, but only for threeweeksin ayear. In onesuch visit, the
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author findsout that hisfriend and childhood mentor Kunwar Singh hasbecomeavictim
of opium—adrug whose abuse had been a problem for the people living in the foothills.
Moreover, malariahad taken atoll on him. Kunwar Singh wasin such asituation that he
was about to die and Kunwar Singh’s son had come to fetch Corbett as Kunwar Singh
wanted to meet him before hisdesth.

The author hereinformsusthat Kunwar Singh wasthe headman of thevillage
and used to livein the big stone house. But when he went to meet Kunwar Singh, he
figured out that he had been shifted to asmall hut which was meant for the servants. In
thishut, heismadeto liedown in asmall, dingy room full of smoke and people had
crowded the place with acow to take his soul from thisworld to the other aswasthe
belief inthose societies. Moreover, the priestswere chanting mantras and thewomen
werewailing asKunwar Singh was about to start thejourney away fromthisworld. As
soon as Corbett saw that, hetook control of the situation by ordering everyoneto go out
of theroom as soon as possible and to open the small window to let the fresh air come
into the room. Jim Corbett asked Kunwar Singh’s eldest son to fetch some milk and
helped Kunwar Singh to regain his consciousness which hedid asfresh air from the
junglefilled theroom. AsKunwar Singh wasfed with milk, heregained some strength
and then theauthor made him swear that Kunwar Singh will never touch opium anymore
inhislifeand Kunwar Singh lived on for another four years.

1.5.2 Critical Issues

Jim Corbett’s ‘Kunwar Singh’ is a small biographical story which is beautifully narrated
by the author to paint the picture of hischildhood mentor and friend, Kunwar Singh. The
narrative deal swith Kunwar Singh asagreat hunter and how hisadviceswere hel pful
to theauthor in hischildhood daysaswell ashim growing up to beagreat hunter. Weall
know Corbett asagreat hunter and when he mentions the two advices that Kunwar
Singh gave himwhich had hel ped him in hishunting expeditions, wearemadetoredlize
that inthispieceof writing Corbett istrying to show hisgratitudeto hischildhood mentor,
Kunwar Singh.

Thetwo adviceswere;

- One should learn to climb trees efficiently before one goes for hunting
expeditions.
- Themental mapping of theforest isnecessary to become agreat hunter.
Corbett enumerates these incidents in the text ‘Kunwar Singh’ to show how
thesetwo advicesof Kunwar Singh can actually help anyonein becoming agreat hunter
and to save one’s life while on hunting expeditions. Thus, this piece of writing can also
be seen asamanual for hunting expeditions.

Thisis aso apiece of writing which is significant in terms of portraying the
significance and meaning of friendship. When Jim Corbett getshisfirst gun, Kunwar
Singh, instead of pointing towardsthelacunae of thegun, just giveshim an advicethat if
he hasto become agreat hunter then he should learnto climb trees. Thus, like atrue
friend Kunwar Singh made Jim Corbett make aware of thefact that what isneeded for
ahunting expeditionisnot agun, but thetrick of climbing treesefficiently. The advices
that Kunwar Singh gave the author made him grow up to be awell-renowned hunter.
Similarly, the author did hisbit when hisfriend needed help. At the end of the story, we
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see Corbett taking charge of the situation when Kunwar Singh wasill and was about to
dieunder themdignant effect of ma ariaand hisopium addiction aongwith thesuperstitious
beliefsand practicesof the village community. The author took control of the situation
by driving everyone out of the claustrophobic roominwhich Kunwar Singh wasabout to
die and then making Kunwar Singh get some fresh air and drink some milk so asto
revive hisstrength. Moreover, Corbett made Kunwar Singh vow never to touch opium
anymore in his life which led him to live on for four more years. It is Corbett’s concern
for his friend which made him save Kunwar Singh’s life.

‘Kunwar Singh’ also makes us aware that even though Corbett was a colonial
officer, but hisapproach to the Indian lifestyle and way of lifeisnot that of atypical
colonial officer who with hissuperiority would look down upon the Indian way of life.
That Corbett acknowl edgesthe contribution of Kunwar Singh, anIndian, to hisbecoming
what heisknown for, showsthat he had respect for peoplewho are better in their ways
of life. But at thesametimeheisalso critical of the peopleliving onthefoothillssaying
that they fall easy prey to opium addiction, asit happened to Kunwar Singh and bring
about their own doom. Moreover, towardsthe end of the story, when Kunwar Singhis
about to die because of the superstitious beliefsand practices of the Indian community,
Corbett does not use any means to criticize and look down upon those traditional
superstitious practices, but in amatter of fact dealswith it by smply asking peopleto
leave the hut in which Kunwar Singh was about to die. It showsthat Corbett may be
critical of thesuperdtitiousbeliefs, but the criticism did not in any way lead himto portray
Indiain anegativelight. We can say that Corbett isacolonial officer who had ahuman
heart and moreover, an openmindtolook at thingsasthey are, without beingjudgmental
about it. Still today, Jim Corbett’s writing is popular both within India and outside showing
that hewasakeen observer of livesand surroundingsand wasableto put it linguistically
in an interesting manner so asto make people aware about it.

1.6 SUMMARY

Inthisunit, you havelearnt that:

- KalpanaJainisasocial activist and an eminent journalist-cum-researcher who
hasworked profusely inthefield of public health. Her articlesin The Times of
India on public health were much read and appreciated and it also created an
uproar inthemediaworld.

- The extract ‘Stigma, Shame and Silence’ is from Kalpana Jain’s book Positive
Lives: The Sory of Ashok and Otherswith HIV, published in 2002.

- Theboycotting and the stigmathat we associate with HIV iswhat KalpanaJain
istrying to point out in Positive Lives: The Sory of Ashok and Others with
HIV.

- Inthe given extract, we come across aman named Ashok who isHIV positive
and the extract showshow he himself dealt with the news and a ongside faced
thewholeworld.

- Though the society maltreats and mistreatsthe people afflicted with HIV, many
have the courage to deal with this maltreatment of the society and live with



extreme confidence. To thisgroup of people belongsthe protagonists of Kalpana Prose\Witing in English
Jain’s book Positive Lives.

- Alfred George Gardiner (1865-1946) is today known to us primarily as an essayist
whose essaysare being prescribed all over theworld for their innovative ways of

NOTE
dealing with the themeswhich are of everyday concernsto the people. OTES

- Inhisinitial daysof writing, A. G Gardiner often used to write under the pen-
name ‘Alphaof the Plough’.

- Gardiner Satesthat sacrifice seemsto bethe very foundation onwhich thenotion
of freedom or liberty can haveitsfoundation.

- Gardiner’s essay ‘On the Rule of the Road’ is an interesting and amusing piece of
writing which deal swith the notion of liberty and how it isnecessary that the
liberty of al should becurtailed to preservethelibertiesof al.

- Gardiner talksabout how liberty isasocia contract and not apersonal one. Till
thetime our freedom doesnot interfere with the freedom of others, itisfineand
we can do whatever we feel like doing; but the moment our freedom affects
others’ freedom, we need to be conscious about curtailing our own freedom for
the sake of societal good.

- Therulesof thetraffic are not meant to stop traffic, but they are meant for the
smooth functioning of thetraffic. The day weredlizethat certain libertiesof ours
needsto be curtailed, be admini stered so asto make everyoneenjoy their freedom,
wewill understand the true meaning of freedom. That isthe objectiveof A. G
Gardiner in writing the essay ‘On the Rule of the Road”’.

- Gerard Durrell (1925-1995) is a well-known naturalist and an animal lover whose
contribution to the conversation and preservation of animalsand theanimal world
isevident from the amount of work he did to safeguard the animalsfacing the
threat of extinctionin different parts of theworld.

- Gerard Durrell’s books and films on animals are meant to create awareness in
the society about the potentia problemsthat animalsarefacing dueto various
human interferenceswith the animal world and how we can deal with the same
so asto deal with the problem of loss of biodiversity.

- Gerard Durrell alongwith hiswifeaso madeatelevison seriescalled Twoina
Bushin 1962. In 1965, hefounded the Jersey Wildlife Preservation Trust.

- Gerard Durrell begins the essay “Vanishing Animals’ with a herd of animals called
Pere David Deer in England whom he terms as ‘refugees’ in England as they
havelandedin England quite by luck and thus have survived from being extinct.

- Durrell then mentionsthat by the end of the twentieth century, therewere people
and someinstitutions who became concerned with the extinction of birdsand
animas, and consequently thought of preservation and conservation of theexisting
animalsand birdsand moreover to take specia care of the endangered speciesof
animals.

- Itistheincreasing human population or shall we say human explosion that has
been aproblem for the biological and zool ogical diversity of theworld. Thereare
many specieswhich have already becomeextinct from the earth and many arein
the process of being extinct.

Self-Instructional
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Prose Writingin English - Jim Corbett wasalieutenant-col onel of the British officersservingin Indiaand
had anillustriouscareer in Indiaintermsof training peopleinjunglewarfareand
waysof Indian jungles.

- Jim Corbett’s writings on man-eating tigers of India are popular throughout the
world, especially Man Eaters of Kumaon and Man-Eating Leopard of
Rudraprayag.

NOTES

- Kunwar Singhisachildhood hero and afriend of Jim Corbett. The present story
startswhen the author introduces Kunwar Singh by informing ustheinvaluable
advicethat Kunwar Singh gave him when the author got hisfirst gun.

- Jim Corbett’s ‘Kunwar Singh’ is a small biographical story which is beautifully
narrated by the author to paint the picture of hischildhood mentor and friend,
Kunwar Singh. The narrative dealswith Kunwar Singh as a great hunter and
how hisadviceswere helpful to the author in hischildhood daysaswell ashim
growing up to be agreat hunter.

- Thetwo advicesgiven by Kunwar Singhto Corbett were:
0 One should learn to climb trees efficiently before one goes for hunting
expeditions.
0 Themental mapping of theforest isnecessary to become agreat hunter.

- *Kunwar Singh’ is also a piece of writing which is significant in terms of portraying
the significance and meaning of friendship.

- Still today, Jim Corbett’s writing is popular both within India and outside showing
that he was a keen observer of lives and surroundings and was able to put it
linguigtically in aninteresting manner so asto make people aware about it.

1.7 KEY TERMS

- Trombone: Thetromboneisamusical instrument inthe brassfamily.
- Lacunae: It refersto an unfilled space; agap.

1.8 ANSWERSTO ‘CHECK YOUR PROGRESS’

1. Theextract *Stigma, Shame and Silence’ is from Kalpana Jain’s book Positive
Lives: The Sory of Ashok and Otherswith HIV, published in 2002. Thisbook is
about those brave heartswho were sadly inflicted with HIV and bravely fought
the battle of lifeto conquer the shame and fear that the society associated with
them.

2. Theboycotting and the stigmathat we associatewith HIV iswhat KalpanaJain
istrying to point out in Positive Lives. The Sory of Ashok and Others with
HIV.

3. Inhisinitial daysof writing, A. G. Gardiner often used to write under the pen-
name ‘Alpha of the Plough’.

4. The essay ‘On the Rule of the Road’ begins with an interesting and funny anecdote
whichwould makeuslaugh. A fat old lady isportrayed to bewalkinginthemiddle

Self-Instructional of abusy street in Petrograd, |eading to the traffic being blocked.
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5. Therulesof thetraffic are not meant to stop traffic, but they are meant for the ProseWitingin English
smooth functioning of thetraffic.

6. Gerard Durrell’s books and films on animals are meant to create awareness in
the society about the potential problemsthat animalsarefacing dueto various
human interferenceswith the animal world and how we can deal with the same
so asto deal with the problem of loss of biodiversity.

NOTES

7. Gerard Durrell along with hiswifealso made atelevision seriescalled Twoina
Bushin 1962.

8. Itistheincreasing human population or shall we say human explosion that has
been aproblemfor the biological and zoological diversity of theworld. Thereare
many specieswhich have already become extinct from the earth and many arein
the process of being extinct.

9. TheBritishofficersservinginIndiawerenot seeninapostivelight by theIndians
sincemost of the officerswere cruel to the nativesand did not bother about the
well-being of the native people.

10. Jim Corbett’swritingson man-eating tigersof Indiaare popular throughout the
world, especially Man Eaters of Kumaon and Man-Eating Leopard of
Rudraprayag.

11. Thetwo advicesgiven by Kunwar Sing to Corbett were:

- One should learn to climb trees efficiently before one goes for hunting
expeditions.
- Themental mapping of theforest isnecessary to become agreat hunter.

1.9 QUESTIONSAND EXERCISES

Short-Answer Questions

1. Giveashort biography of KalpanaJain.

How does Kalpana Jain’s writing help the society?

Do you think that the traumaAshok goesthroughisjustified? Why?
What is the essence of Gardiner’s *On the Rule of the Road’?

‘Gardiner talks about how liberty is a social contract and not a personal one.’
Explain.

6. Gardiner starts the essay ‘On the Rule of the Road’ with an interesting anecdote.
Describeitin brief. How doesthisanecdote relate to the theme of the essay?

a &~ WD

7. What are the species of animals Gerard Durrell mentions in “Vanishing Animals’
which areunder threat of extinction?

8. Writeabrief note on the Pere David Deer.

9. Why are Pere David Deer termed as ‘refugees’ by Gerard Durrell in the beginning
of “Vanishing Animals’?

10. What does Durrell mean by the phrase ‘as dead as a dodo’?
11. Give ashort summary of Corbett’s ‘Kunwar Singh’.

Self-Instructional
Material 19



ProseWitingin English 12. How does the mental mapping of the forest help the hunter according to the
author?

Long-Answer Questions
NOTES 1. Describethe stigmaand shame associated with peoplewith HIV. Should there be
astigmaassociated with HIV? Givereasonsto justify your answer.

2. Why isthis piece of written by Kalpana Jain titled as *Stigma, Shame, and Silence’?
Doyouthink thetitleisapt?

3. Discuss the theme of Gardiner’s essay ‘On the Rule of the Road’. Discuss the
themewith examplesused by Gardiner.

4. Assess the importance of animals in Durrell’s “Vanishing Animals’.

5. The story ‘Kunwar Singh’ is about giving advices. Do you agree? Give a reasoned
answer.

1.10 FURTHER READING
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20 INTRODUCTION

Proficiency in basic grammar skillsisnecessary to communicatein correct English. Itis
not just enough to impart proper information asthe technical competence of aperson
who displays poor writing skillsisquestioned. All writing must have correct grammar
and usageif it isto be cons dered credibleand noteworthy. The purpose of good grammar
isto ensurethat what you writeiscorrectly comprehended and iseasy and enjoyableto
read. Reading something, whichisgrammatically incorrect, may interrupt your flow of
thought and take away from the pleasure of reading.

Very often, it isnoticed that people make mistakesin sentence construction, the
use of active and passive voice and the use of tenses. Thisunit providesrulestofollow
for various aspectsof grammar usage al ong with pointing out common English errors.
Idiomatic expressionsare separate from theliteral meaning or definition of thewords of
which they are made. The use of phrases and idioms can make your writing more
colourful and meaningful. Perfect grammar can be an indicator of how educated you
are. Studiesclearly reved that thosewho write (and speak) well excel inthejob market
andthey risefaster intheir careers.

21 UNIT OBJECTIVES

After going through thisunit, youwill beableto:
- Describetheimportance of prepositionsin English language
- Explaintherulesfor converting sentencesfrom activeto passivevoice

Grammar and Usage
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- Assessthecommon errorsin the English language and correction of theseerrors
- Discusstherulesfor converting sentencesfrom direct to indirect speech

- Evaluate the use of verbs and the types of verbs

- Analyzethe degrees of comparison of an adjective or an adverb

2.2 PREPOSITIONS

Prepositions specify place, direction and time. A preposition establishesaconnection
between the nouns, phrases and pronounsin asentenceto other wordsin that sentence.
The flower isin the vase.
The flower is on the plant.
The flower is beside the bed.
She held the flower under his nose.
She plucked the flower during her morning walk.
In each of these sentences, a preposition helps to locate the “flower’ in space or
intime.
Let uslook at thefollowing passage:

Sam’s arm was throbbing. He had been digging all day. He placed his shovel
against thewall and sat down to rest. He could hear the shouts of children
from acr ossthe field. He knew they had been to schooal, to learn about the
world. Hedid not regret being illiterate. The thought of reading gavehimapain
in thehead. Hefelt the sweat on hisforehead.

Thewordsinbold areall prepositions. Some of the commonly used prepositions
arelisted asfollows:

out outsde over past sance through
throughout till to toward under underneath
until up upon with within without
about above across after agang adong
among around a before behind below
benesth besde between  beyond but by

despite down during except for from

in ingde into like near of

off on onto

1. Between, Among
Between isused with two personsor things.
Among isused with more than two persons or things.

There was afight between team A and team B.
Thedowry system still existsamong the Hindusof North India.



2.At, In Grammar and Usage

Inisused with namesof countriesand large towns.
At isused when speaking of small townsand villages.

That boy isat thetop of hisclass. NOTES
Thekidsarealready in bed.

3. With, By
With isused as an instrument whereas by indicates the agent.

The housewasbuilt by himwith help from hisfriends.
The note was scribbled by him with apiece of charcoal.
4. Till, to
Whiletill isused toindicatetime, toisused to indicate place.
On Sundayshe deepstill teninthe morning.
Wewalked to the neighbourhood provison store.
5.0n, upon

Onisused while speaking of objectsthat are stationary or at rest, whereasupon
isused for thingsinmotion.

Theteacher sat on achair.
The monkey sprang upon thegirl walking on theroad.
6.1n, within

Inisused before anoun that indicatesaperiod of timein the sense of at the end
of; within means before the end of.

Shewasback in an hour (at the end of an hour).
Shewill be back within an hour (beforethe end of).
7.Since, from

Both since and fromare used to denote a point of time. Snceis preceded by a
verb in some perfect tense, whereas from can be used with any form of tense.
Also, since can be used only to talk about timein the past, whereasfromcan be
used for present and futuretime.

He hasbeen surviving on plain water sincelast week.
He studied classical dancefrom the age of four.
From next Monday, the school will closeat 5p.m.
8. Beside, besides
Besideisused toindicate by the side of, whereas besides meansin addition to.
She sat beside him throughout the night.
Besidesthe participating children, there werefive adultsin theroom.
9. Dueto, owing to

Due to and owing to are often confused. Due should be used as an adjective,
that is, qualifying anoun or pronoun.

Example: This month’s rent for this room is due.

Dueto unforeseen circumstances, we had to leavethecity inahurry.

(thissentenceisincorrect). Self-Instructional
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Grammar and Usage The correct usagewould be asfollows:
Owing to unforeseen circumstances, we had to leave thecity inahurry.

2.2.1 Use of Prepositions at the End of Sentences

NOTES Itiskind of odd to useaprepostion at theend of asentence. However, therearecertain

exceptions.
(a) Thedancer hatesbeing talked about.
(b) Nobody enjoysbeing shouted at.
(c) Thisisthehousethat wewerelookingfor.
(d) Thisisthelakethat hetalked about.
(e) Thisisthe spot we cameto.
(f) What wereyou staring at?
(9) Theisthebook weweretalking of.

When there are two verbswhich should be followed by different prepositions,
make surethat you put both the prepositions.

Example: The seniorshave beentalking and laughing at thefreshersall night.
(incorrect)

The seniors have been talking about and laughing at the freshersall
night.

2.2.2 Phrase Prepositions

Phrase prepositions are agroup of words, or a phrase containing theforce of asingle

preposition. A phrase preposition endsinasmple preposition. Someexamplesof phrase
prepositionsused in sentencesare asfollows:

(8 Incomparisonto hiselder brother, heisvery dull.

(b) On behalf of the staff, the executive handed over the gift to the boss.
(¢) Intheevent of hisdeath, the property will go to hiselder daughter.
(d) Inadditionto being an acetennisplayer, sheisalso agood singer.

(e) Onaccount of hispoor health, he wasdropped from the team.

2.2.3 Nouns and Adjectives and their Specific Prepositions

Thereareanumber of adjectivesthat require specific prepositionsto connect themwith
the nounsthat follow.

Examples:
beset with devoid of occupiedwith
acquainted with defectivein ignorant of
astonished at capable of entitledto
applicableto contrary to guilty of
bent on disappointedwith enviousof

Self-Instructional
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deaf to good at delightedwith
dafraid of doubtful of indebted to

A number of nouns require specific prepositionswhich connect them with other
nouns. Here are afew examples:

capacity for accessto interestin
expertin causefor lovefor
appetitefor fear of hope of
approachto difference between surpriseat
invitationto comparisonwith acquaintancewith
curefor attentionto improvementin

2.3 VOICE CHANGE

Comparethefollowing:

1. RitahelpsNeha
2. Nehaishelped by Rita.
Youwill find that though these two sentences express the same meaning, they

aredifferent. In sentence 1, the form of the verb showsthat the person denoted by the
subj ect does something.

Rita (the person denoted by the subject) does something.

Theverb helpsissaid to beintheActive Voice.

In sentence 2, the form of the verb showsthat something isdoneto the person
denoted by the subject.

Something isdoneto Neha(the person denoted by the subject).

Theverb helpedissaid to beinthe Passive Voice.

So, averbisinthe active voice when itsform shows (asin sentence 1) that the
person or thing denoted by the subject does something; or, in other words, isthedoer of
the action. Theactivevoiceisso called because the person denoted by the subject acts.

A verb isin the passive voice when its form shows (as in sentence 2) that
something isdoneto the person or thing denoted by the subject. The passivevoiceisso
called because the person or thing denoted by the subject isnot active but passive, that
is, suffersor receivessomeaction.

Voiceisthat form of averb which showswhether what isdenoted by the subject
does something or has something done to it.

Table 2.1 showsthe change from active voiceto passive voicein thefollowing
sentences.

Grammar and Usage

NOTES

Check Your Progress
1.

2.

What istheuse of a
preposition?
Correct the
following sentences
by using the correct
prepositions.

(8 Weweretoldto
write the
answers with
ink.

(b) Sincehow long
have you been
waiting?

() From when
have you been
staying here?
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Grammar and Usage Table 2.1 Conversion of Active \Voice to Passive \Voice

Active Voice Passive Voice
1. Anjali loves Janaki. 1. Janaki isloved by Anjali.
NOTES 2. Themason is building the wall. 2. Thewall isbeing built by the
mason.
3. The watchman opened the gate. 3. The gate was opened by the
watchman.
4. Some children were helping the 4. The wounded man was being
wounded man. helped by some children.
5. Hewill finish thework ina 5. The work will be finished by in
week. himin aweek.
6. Whodidthis? 6. By whom was this done?
7 Why did your brother write such a 7. Why was such aletter written
letter? by your brother ?

It will be noticed that when the verb is changed from the active voice to the
passive voice, the object of thetransitive verb in the active voice becomesthe subject
of theverbinthepassivevoice. Thus, in sentence 1, Janaki, whichisthe object of love
inthe active voice, becomesthe subject of islovedin the passivevoice.

Sincethe object of averbin the active voice becomesthe subject of the passive
form, it followsthat only transitive verbs can be used in the passive voice, because
anintranstiveverb hasno object.

The passive voiceisformed with the suitabl e tense of the verb befollowed by the
past participle. Study Table 2.2:

Table 2.2 Tense and Voice

Tense (or Modal + base) Active Voice Passive Voice
Simple present take am taken
takes istaken
are taken
Present continuous am taking am being taken
istaking isbeing taken
aretaking are being taken
Present perfect has taken has been taken
have taken have been taken
Simple past took was taken
were taken
Past continuous was taking was being taken
were taking were being taken
Past perfect had taken had been taken
Simple future will take will be taken
shall take shall be taken
can/may/ can take can be taken
must, etc. + base must take must be taken

Self-Instructional
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Studentsmust know when to use the active voice and when to usethe passive: the
ability tochangetheactivevoiceinto thepassveand viceversaisnot sufficient. Theactive
voiceisused when the agent (i.e., doer of the action) isto be made prominent; the passive
voiceisused when the person or thing acted upon isto be made prominent. The passive
is therefore, generdly preferred when the activeformwoul dinvolvethe use of anindefinite
or vague pronoun or noun (somebody, they, people, we, etc.) assubject; that is, whenwe
do not know the agent or whenit isnot clear enough whotheagentis.

My pen has been stolen. (Somebody has stolen my pen.)

| was asked my name. (They asked me my name.)

Englishisspoken all over theworld. (People speak English all over theworld.)
| have beeninvited to the party. (Someone hasinvited meto the party.)

All orderswill beexecuted promptly. (Wewill executedll orderspromptly.)
In such cases, the agent with by isusually avoided.

Note, however, that, as in the examples given earlier, the by-phrase cannot
be avoided where the agent has some importance and is necessary to complete the
sense.

24 CORRECTION OF ERRORS

Good vocabulary and good pronunciation go together. Just knowing the meanings
of new words will not help. You must also learn to pronounce new words properly.
Therefore, whilelearning anew word, one should learnits spelling, itsmeaning and its
pronunciation. Correct pronunciation isextremely important becauseit will affect the
way you spell theword. If the pronunciationisincorrect, chancesarethat the spelling
will beincorrect too.

The main purpose of pronouncing words correctly isto be ableto sound warm
and pleasant, to communicate ideas properly and clearly. Pronunciation hasnothing to
do with “impressing’ listeners or portraying ‘high class’ or ‘refinement’. One should not
adopt a particular pronunciation just because it sounds ‘high class’.

2.4.1 Common English Errors

1. Someerrorsariseout of theincorrect use of aword or an expressionin place of
the correct one.

Someexamplesare:

Grammar and Usage

NOTES

Check Your Progress

3. Why isthe passive
voicecalled s0?

4, Whatisavoice?

5. Changethe
following sentences
from active to
passive voice:

(i) Beautiful
giraffesroam
the savannah.

(i) The crew paved
the entire
stretch of the
highway.
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INCORRECT CORRECT
Furniture is generally made of wood.  |Furniture is generally made from wood.
I could not find an empty parkinglot I could not find a vacant parking lot.

He highly deserves to be punished.

He richly deserves to be punished.

What is the time in vour watch?

What is the time by vour watch?

My head has been paining since
moming.

My head has been aching since moming.

He eams fifty thousand rupees per
month.

He eams fifty thousand rupees a month.

Doesn’t he have a childish smile? Doesn’t he have a childlike smile?

Ididn’t know that he was so coward.  [Ididn’t know that he was so cowardly.

That man is such a miser. That man is so miserdy.

Shall I credit the amount to vour name? | Shall I credit the amount to your
account?

They received a cheque of Rupees one
lakh.

They received a cheque for Rupees one
lakh.

Tthink he is totally right.

I think he is perféctly nght.

He seemed to be out of sort.

He seemed to be out of sorts.

The nurderer was hung thismorning. | The nurderer was hanged this morning.
The programme was telecasted The programme was felecast yesterday.
vesterday.

He was taken as a thief. He was taken for a thief.

2. Some errors arise not because of theincorrect use of aword or an expression,

but because of aredundant (extra) word inthe sentence.

Someexamplesare:
INCORRECT CORRECT
He should not have picked up the He should not have picked the
quarrel. quarrel.
She lived till the age of eightv vears.  [Shelived till the age of eighty.

Is she your cousin sister?

Is she your cousin?

Just then, the dock struck three hours.

Just then, the clock struck three.

Her suspicion was proved wrong.

Her suspidon proved wrong.

Is he your cousin brother?

Ishe vour cousin?

I wish we had another altemative.

I wish we had an alternative.

Ithink he resembles to his grandfather. |I think he resembleshis

grandfather.
Will vou wait till I do not retum? Will you wait till Ireturn?
He seemed to be of fifty vears. He seemed to be fifty vears old.
Please report back to me. Please repott to me.
We ordered for nushroom soup. We ordered mushroom soup.

from.

There are very mary designs to choose |There are many designs to choose

from.

3. Whilesomeerrorsoccur because of an extraword in the sentence, other errors

occur because aword or some words have been omitted.




Someexamplesare:

INCORRECT

CORRECT

Do you have a pencil to write?

Do you have a pencil to write with?

These houses are for the poor to
live.

These houses are for the poor to live in

Do you know to drive?

Do you know sow to drive?

Yash looks quite grown now.

Y ash looks quite grown-up now.

Their services have been dispensed.

Their services have been dispensed with.

Have you written him about the
news?

Have you written # him about the news?

Ifind hard to wake up early in the
moming

I find i hard to wake up early in the
m orning.

He met an accident last night.

He m et with an accident last night.

In India. cows are regarded sacred

In India, cows are regarded a5 sacred.

Do you pray G od daily?

Do you pray & God daily?

. Some errorsoccur because of the wrong arrangement of wordsin a sentence.

Someexamplesare:

INCORRECT

CORRECT

Being dirty. she decided to wash the
dress.

As the dresswas dirty, she decided to
washit.

While crossing the road. a car hit
him .

While he was crossing the road, a car
hit him.

B eing built on sand. a house will fall.

If a house is built on sand it will fall.

They were robbed. going through the
forest.

They were robbed while going through
the forest.

Imeta man with a glass eyve named
Joe.

I metamannamed Joe, who had a
glass eye.

. Many errorsoccur because of our tendency to trandateliterally from Hindi to

English.
Someexamplesare:
INCORRECT CORRECT
Both of them do not care for the child. |Neither of them cares for the child.
He is cent percent correct. He 1s indred percent right.
Her hairs are very long. Her hair is very long.
They made her to do all the work. They made her do all the work.
Didn’t you get the informations? Didn’t vou get the information?
Five thousand rupees are a meagre Five thousand rupeesis a meagre
amount. amount.
Could vou please close the fan? Could vou please tum offthe fan?
Neither of the books were interesting. | Neither of the books was interesting.
The area of my house 1s more than your | The area of my house is more than that
house. of your house.
None of the gifls have come today. None of the girls has come today.
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Check Your Progress
6.

Give two examples
of theincorrect
usage of aword.
Givethe correct
sentencein
brackets.

Give two examples
of the use of an
extrawordina
sentence. Give the
correct sentencein
brackets.

Give two examples
of errorsarising out
of the omission of a
word in a sentence.
Givethe correct
sentencein
brackets.
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2.5 DIRECT-INDIRECT SPEECH

In our liveswe quote othersin various circumstances. Sometimeswe quote verbatim
and put themwithin inverted commaswhile suggesting that it isexactly asit wassaid; or
wereport or acknowledgeit whenwedo not useinverted commas. Thus, whiledirectly
andindirectly quoting someoneor to report something that isbeing said by someone, we
need to keep in mind certain grammeatical changesthat we need tofollow.

Inadirect speech, the actual words of the speaker are reproduced, whereasinan
indirect speech the mainidea of the speaker isreported by another person. Thereisuse
of quotation marks in direct speech, whereas indirect speech do not use them. For
example

Direct: Asinsaid, ‘l wantto go to a mall.”
Indirect: Asin said that shewanted to gotoamall.

Thefollowing aresomeof the pointsthat you shoul d keep in mind while converting
direct speech toindirect speech.

- Quegtionmarksor exclamation marksare usedin direct speech, but not inreported
or indirect speech. For example:

Direct: The teacher asked the student, ‘Do you want to go for the excursion?’
Indir ect: Theteacher asked the student if he/she wantsto go for the excursion.

- Inindirect speech, the reporting verbs such as asked/enquired, commanded,
ordered, requested, exclaimed, shouted etc. are often used to state the mood of
the spoken words, substituting words like “said’ or ‘told’ in the direct speech.

- The tense of the verb in indirect speech isawaysin past tense, except if the
indirect speechisstatingauniversa truth or ahabit or asituationwhichisconstant
owing to which the verb does not change. While converting direct speech into
indirect speech, the tense of the verb must change accordingly:

0 Simple present — Simple past

0 Simple past — Past perfect

0 Present continuous — Past continuous
0 Present perfect — Past perfect

0 Can—Could
0 Shall —Would
o Will—Would
0 May — Might

- Inindirect speech the auxiliary verb ‘do’ is not used. For example,
Direct: Rahul asked, “‘What time did the train leave?’
Indirect: Rahul enquired what timethetrain left.

- The pronoun of the first person in the reported speech is changed from ‘I’ to ‘he
or she’; ‘we’to ‘they’, “‘my’to ‘her’ or ‘his’. The pronoun of the second person
also changes in the reported speech from ‘you’ to ‘he’, “she’ or ‘they’, depending



onwhomitisaddressed to, whereasit isnot changed for the third person. For Grammar and Usage
example:

Direct: Geetasaid ‘l am bored.’

Indirect: Geeta stated that she was bored. NOTES
Direct: Ram told her, “You are cute.’
Indirect: Ramtold her that sheiscute.

- Words indicating *nearness’ of time and place are changed to words indicating
‘distance’ of time and place:
0 This—that
0 These — those
0 Here — there
0 Now —then
0 Today — that day
0 Tomorrow — the next/following day
0 Yesterday — the day before/the previous day

- When reporting a question, an order or a request, the connector ‘that’ is not used.

- Inreported speech, the word/words or the sound used by the speaker to express
anemotionisusually omitted. For example:

Direct: Ram said to Shyam, ‘Hello! How are you doing?’
I ndirect: Ram greeted Shyam and asked how hewasdoing.

26 USE OF VERBS

A part of speech where an existence, action, or occurrenceisexpressediscalled averb.
Create, run, walk, and exist are examples of verbs. A verb isan essential part of the
predicate of asentence.

Any word which characterizes an action or state of beingisaverb. Therefore,
theverbisthe most important part of a sentence because a sentence cannot beformed
without it. Verbscan denotethreethings:

1. What a person does, did or will do:

Examples: Check Your Progress
- Thechildren play all day. 9. Changethe
: : followi t
- Ravi played tennisyesterday. f‘r’orﬁﬁ'i?gcfet';m&
- Kripawill playintheevening asusual. Indirect speech.
(i) David said,
2. What aperson, placeor thingis, wasor will be: ‘lamwriting a
letter now’.
Examples (i) Angel said,
. |l amtired. ‘I brought a pen
yesterday’.
- Themilk washot. (iii) He said, ‘I have
beenreadinga

- Theshop will be closed tomorrow. novel’.
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3. What is, wasor will be doneto aperson, place or thing:

Examples.
- Thedoll isbroken.
- Kartik washit by the ball on hishead.
- Thehousewill be sold by next month.

Moreexamples.

- My first employer wasMr Munja, however, | remember thetraining manager,

Mr Gautam Saigd morevividly.

- In early February, my mother will plant roses.
- Tigersbitetheir victimson the neck.

- TheTa Mahal hotel in Mumbai wasdestroyed intheterror attack.
- My baby criesall day.

- My mother cooksdinner for us.

- Themaid buys vegetableson her way to work.

- My baby cried al day.

- My mother cooked dinner for usyesterday.

- Themaid bought vegetableson her way to work.
- My baby will cry all day if | am not around.

- My mother will cook dinner for ustomorrow.

- Themaid will buy vegetabl eson her way to work.
- Thechildiscrying.

- The coffeeishot.

- Thetableisdirty.

- Thechildwascrying.

- The coffeewashot.

- Thetablewascleaned.

- Thechildwill begoingto school.

- Thecoffeeintheflask will be hot.

- Thetablewill be cleaned tomorrow.

2.6.1 Types of Verbs

Verbsare of threetypes:
- Trangtive
- Intrandtive
- Auxiliary



(i) Transitive Verb

Atransitive verb requires an object to complete its meaning. If we say, ‘Sapna broke’, it
doesnot make sense. An object hasto be added after the verb to compl ete the sense, for
example, ‘Sapna broke the plate’. In a transitive verb, the action passes from the subject
to theobject.

Example: Rudradrank themilk. (Rudraisthe subject; drankistheverb; and the
action passesto themilk.)

Some transitive verbs have two objects—a direct object and an indirect object.
Example: Meenagave Lila abook.
Inthe above example, book isthedirect object; Lilaistheindirect object.

Examples
- Mary sees Lily. (“Lily” is the direct object of ‘sees’)
- Raja lifted the suitcase. (‘suitcase’ is the direct object of ‘lifted)
- The teacher punished you. (“you’ is the direct object of ‘punished’)

- 1 give you all my love. (‘love’ is the direct object of ‘give’ and ‘you’ is the non-
prepositional indirect object of ‘give’)

- Rohit traded Maria a pie for a chocolate. (‘Maria’, ‘pie’, and ‘chocolate’ are all
objects of ‘traded’)

- Theaudience attentively watched thelatest Harry Porter movie.
A trangtiveverbisincomplete without adirect object.

Takealook at thefollowing examples:

Incomplete
The cabinet holds.
Complete

The cabinet holdsfour music CDsand two books.

Incomplete
The company named.
Complete
The company named anew chief executive officer.

Incomplete
The man stole.
Complete

Theman stolethe suitcase.

Grammar and Usage
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Grammar and Usage (ii) Intransitive Verb

Anintransitive verb doesnot require the action to passto any object.
NOTES Example: Thebaby cries. (action)
Anintransitive verb also denotesastate of being.
Example: Heisintelligent. (being)

Anintransitive verb often takes an object whose meaning is closely connected to its
own:

Examples

- Grandfather laughed a hearty laugh.

- The beggar died a sad death.

- Elizabeth will not wake until sunrise. (wake hasno object)
- Lizzy complainstoo much. (complain hasno object)

- Mary’s grandmother died on Sunday. (die hasno object)

- Shewouldliketo deep longer, but she must leave.

- The housekeeper watched whilethe new maid picked up the piecesof thebroken
glass.

- Thecrowd ran acrossthe stadiumin an attempt to seethemovie star getinto his
car.

(iii) Auxiliary Verb
Anauxiliary verbisonethat isnot used alone. It helpsamain verb.
Examples
Manoj hasfinished hisdinner.
Inthe above example, finished isthe main verb; hasisthe auxiliary verb.
Theauxiliary or helping verbsare:
- Be(is, am, are, was, were)
- Have (has, had)
- Do (does, did)

- May (might)

- Can (could)
Self-Instructional
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- Shall (should) Grammar and Usage
- Will (would)

Examples
- Ravi isthe chief manager.
- The coffeemugsar einthe cabinet.
- Ruby doesthiskind of thing very often.
- My husband and | do the cleaning every week.
- lwon’t be able to complete my work because Suzy still hasmy laptop.
- Wehave many typesof food in thefridge.

2.6.2 Finite and Infinite Verbs

A finitever b changeswith the subject. In this case, the subject isthe person, object,
place or animal we arereferring to in the sentence. Theverb does not changewhen the
subjectisinfirst or second person or isplura. When the subject isinthethird person or
is singular, the verb changes from say, ‘run’to ‘runs’. The verb ‘run’is a finite verb. All
sentences should have afiniteverb.

Subject Singular Subject Plural Subject
First Person [ run Werun

Second Person Yourun Yourun

Third Person Heruns They run

Third Person Sheruns They run

Third Person It runs They run
Thecrayon/s Thecrayonis Thecrayonsare
Thefrogs/s Thefrog does Thefrogsdo
Thebird/s Thebird has Thebirdshave

The infinitive verb is always followed by ‘to” and the meaning does not change
with the subject likein the case of thefiniteverb:

Subject Singular Subject Plural Subject
First Person | want to read. We want to read.
Second Person You want to read. You want to read.
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Grammar and Usage Third Person Hewantsto read. They want to read.
Shewantsto read. They want toread.

It wantsto read. They want toread.
NOTES

2./ DEGREES OF COMPARISON

The degree of comparison of an adjective or an adverb in asentence can be changed
without changing the meaning of the sentence.

For example:
Ravi isasstrong asRahul.
Thissentenceisinthe positive degree.
This sentence can be changed into acomparative sentence.
- Ravi isnot stronger than Rahul.
This sentence conveysthe same meaning asthe above sentence.
The degree of comparison can be changed into any other degreeif required.
For example:
(i) No other man wasasstrong asBhima. (Positive)
Bhimawasstronger than any other man. (Comparative)
Bhimawasthestrongest of all men. (Superlative)
(i) TheAnacondaislarger than all other snakes. (Comparative)
No other snakeintheworldisaslargeasthe Anaconda. (Positive)
TheAnacondaisthelar gest snakeintheworld. (Superlative)
(i) Veniceisthemost beautiful placel have seen. (Superlative)
No other placel have seenisasbeautiful asVenice. (Positive)
Veniceismorebeautiful than any other placel have seen. (Comparative)
(iv) Delhiisoneof thebiggest citiesinIndia. (Superlative)
Very few citiesinIndiaarebigger than Delhi. (Comparative)
Mot citiesinIndiaare not asbig asDelhi. (Positive)
2.7.1 Comparison of Adverbs
Only some adverbs have three degrees of comparison and can be compared like
adjectives.
1. Incaseof adverbsof one syllable, the comparative degreeisformed by addinger
and the superlative degreeisformed by adding est to the positive degree.
Positive Comparative Superlative
Soon sooner soonest
Fast faster fastest
Hard harder hardest

Self-Instructional Anexceptionistheadverbearly (early, earlier, earliest).
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2. All adverbsending inly form the comparative and superl ative by the addition of
more and most, respectively.

Positive Comparative Superlative
Happily more happily most happily
Swiftly more swiftly most swiftly
Gracefully more gracefully most gracefully

3. Someadverbsform their comparative and superlativeirregularly.

Positive Compar ative Superlative
Far farther farthest
Late later latest
Little less least
Badly worse worst
Good better best
Much more most

2.7.2 Sentence Adverbs

Some adverbs modify whole sentences or phrasesand not just the verb. Such adverbs
are call ed sentence adverbs. These sentence adverbs are often placed at the beginning
of the sentencethough some are used in other positions. They are separated from other
wordsby commasto show how they apply to thewhol e sentence.

Examples:  Usually, my mother isbusy in the kitchen during the day.
Hopefully, thecropswill dowell.

Some adverbs are often followed by ‘enough’ when they are used to express an
opinion. Theseare: curioudy, funnily, interestingly, oddly and strangely. Suchwordsare
also called sentence adverbialsor adverbs.

Examples:  Srangely enough, she was not scared of the water.
Funnily enough, thefat boy ran out to hug us.
Fortunately enough, wefound the missing key.

28 SUMMARY

Inthisunit, you havelearnt that:

- Prepositions specify place, direction and time. A preposition establishes a
connection between the nouns, phrasesand pronounsin asentence to other words
inthat sentence.

- Both since and fromare used to denote a point of time. Snceispreceded by a
verb in some perfect tense, whereas from can be used with any form of tense.

- Dueto and owing to are often confused. Due should be used as an adjective,
that is, qualifying anoun or pronoun.

- Phrase prepositionsare agroup of words, or a phrase containing the force of a
singlepreposition.

Grammar and Usage

NOTES

Check Your Progress

10. Defineaverb. Give
examples.

11. Namethethree
types of verbs.

12. What are sentence
adverbs?
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- A verbisintheactivevoicewhenitsform showsthat the person or thing denoted

by the subject does something; or, in other words, isthe doer of the action.

- A verbisinthe passivevoice whenitsform showsthat something isdonetothe

person or thing denoted by the subject.

- Thepassivevoiceis so called because the person or thing denoted by the subject

isnot active but passive, that is, suffersor receives some action.

- It will be noticed that when the verb is changed from the active voice to the

passive voice, the object of the transitive verb in the active voi ce becomesthe
subject of the verb in the passive voice.

- Good vocabulary and good pronunciation go together. Just knowing themeanings

of new wordswill not help. You must a so learn to pronounce new words properly.

- Therefore, whilelearning anew word, one should learnitsspelling, itsmeaning

anditspronunciation. Correct pronunciationisextremely important becauseit
will affect theway you spell theword.

- Indirect speech, the actual words of the speaker are reproduced, whereasin an

indirect speech the main ideaof the speaker isreported by another person.

- Inindirect speech, the reporting verbs such as asked/enquired, commanded,

ordered, requested, exclaimed, shouted etc. are often used to state the mood of
the spoken words, substituting words like “‘said’ or ‘told in the direct speech.

- A part of speech where an existence, action, or occurrenceisexpressediscalled

averb. Create, run, walk, and exist are examplesof verbs. A verbisthe essential
part of the predicate of a sentence.

- Verbsare of threetypes:

(i) Trandtive
(i) Intrandtive
(i) Auxiliary

- Atransiztive verb requires an object to complete its meaning. If we say, ‘Sapna

broke’, it does not make sense. An object has to be added after the verb to
complete the sense, for example, ‘Sapna broke the plate’. In a transitive verb, the
action passesfrom the subject to the obj ect.

- Anintransitive verb doesnot requirethe action to passto any object.
- Anauxiliary verbisonethat isnot used alone. It helpsamain verb.
- A finite verb changes with the subject. In this case, the subject is the person,

object, place or animal we arereferringto in the sentence.

- The degree of comparison of an adjective or an adverb in a sentence can be

changed without changing the meaning of the sentence.

- Some adverbs modify whole sentences or phrases and not just the verb. Such

adverbsare called sentence adverbs.
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- Prepositions. Prepositions specify place, direction and time. A preposition
establishesaconnection between the nouns, phrasesand pronounsin asentence NOTES
to other wordsin that sentence.

- Phrase prepositions: Phrase prepositions are a group of words, or a phrase
containing theforce of asingle preposition.

- Voice: Voiceisthat form of averb which showswhether what isdenoted by the
subject does something or has something doneto it.

- Verb: A part of speech where an existence, action, or occurrenceisexpressedis
caled averb.

- Sentence adver bs: Some adverbs modify whole sentences or phrases and not
just theverb. Such adverbsare called sentence adverbs.

2.10 ANSWERS TO ‘CHECK YOUR PROGRESS’

1. A prepositionisaposition word. It indicates where something or someoneisin
relation to another thing or being.

2. (&) Weweretoldtowritetheanswersinink.
(b) For how long have you been waiting?
(c) Sincewhen have you been staying here?

3. Thepassivevoiceisso called because the person or thing denoted by the subject
isnot active but passive, that is, suffersor receives some action.

4. Voiceisthat form of averb which showswhether what isdenoted by the subject
does something or has something done to it.

5. (i) Thesavannahisroamed by beautiful giraffes.
(i) Theentire stretch of highway was paved by the crew.
6. What isthetimeinyour watch? (What isthetime by your watch?)
The murderer was hung thismorning. (The murderer washanged thismorning.)
7. Heshould not have picked up thequarrdl. (He should not have picked the quarrel.)
Pleasereturn back the book by Sunday. (Pl ease return the book by Sunday.)
8. Doyou haveapencil towrite? (Do you have apencil to write with?)
Hemet an accident last night. (Hemet with an accident last night.)
9. (i) David said that hewaswriting aletter then.
(i1) Angel said that she had bought apen the day before.
(iii) He said that he had been reading anovel.

10. A part of speech where an existence, action, or occurrenceisexpressed iscalled
averb. Create, run, walk, and exist are examplesof verbs. A verbisthe essential
part of the predicate of asentence.
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Grammar and Usage 11. Verbsareof threetypes:
(i) Trandtive
(i) Intrangtive
NOTES (iii) Auxiliary
12. Some adverbs modify whole sentences or phrases and not just the verb. Such
adverbsare called sentence adverbs.

2.11 QUESTIONSAND EXCERCISES

Short-Answer Questions

1. Whatisapreposition?

2. What are phrase prepositions?

3. Choosethe correct preposition.
(8) Cakeisbaked ___anoven(in, on, by).
(b) Thebaby wokeup__thenight (in, around, at).
(c) Her houseissomewhere___theriver (by, around, in).

4. Differentiate between active and passivevoice.

5. Changethefollowing sentencesfrom passiveto activevoice:
(&) The students’ questions are always answered by the teacher.
(b) All thereservationswill bemade by the wedding planner.
(c) Thebaby was carried by the kangaroo in her pouch.

6. Statethe main purpose of pronouncingwordscorrectly.

7. Givetwo examplesof errorswhich aretypical of Indian usersof English. Give
the correct sentencein brackets.

8. Changethefollowing sentencesfrom indirect to direct speech.
(8) Ram saidto Jadu that they should have aparty.
(b) Riyagreeted her grandparentsand asked them to sit down.
(c) Theteacher greeted the students and asked them to open page ten.
(d) ThePoliceinspector asked the accused if he hasany proof of innocence.
(e) Aryanasked her if she had taken the examination the day before.
9. Giveexamplesof finiteand infinite verbs.

10. How can adverbsbe compared?
Long-Answer Questions

1. Describetheimportance of prepositionsin English language.

2. Explaintherulesfor converting sentences from active to passive voice. Give
suitableexamples.

3. Assessthe common errorsin the English language and the correction of these
errors.
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4. Discusstherulesfor converting sentencesfrom direct toindirect speech. Also, Grammar and Usage
givesuitableexamples.

5. “Verb can denote three things.” Referring to the given statement, discuss the use

of verbsand the types of verbs. NOTES

6. Analysethe degreesof comparison of an adjective or an adverb.
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UNIT 3 COMPREHENSION AND and Corpositon
COMPOSITION

NOTES
Sructure

3.0 Introduction

3.1 Unit Objectives

3.2 Comprehension
321 Unseen Passages for Comprehension
322 Unseen Passages for Practice

3.3 Paragragh Writing
331 Paragraph Writing Process
332 SampleParagraphs

3.4 Formal Letter Writing and PrécisWriting
34.1 Partsof aBusiness Letter
34.2 Layout of aBusiness Letter
34.3 Types of Business Letters
344 Essentials of a Good Business L etter
345 PrécisWriting

3.5 Summary

3.6 Key Terms

3.7 Answers To *‘Check Your Progress’

3.8 Questions and Excercises

3.9 Further Reading

3.0 INTRODUCTION

Comprehension, inthe context of language | earning, meansathorough understanding of
a passage or text. The purpose of comprehension passages is to measure the
understanding of students. Through the given passages, students are tested on their
understanding, their vocabulary and their language kills.

Words are an important part of everyone’s life. It is through words that you think,
speak, write, listen and read. To communi cate anidea, you need words. To understand
another individual’s ideas, you need words. Vocabulary comprises the knowledge of
wordsand their meanings. Devel oping agood vocabulary isvery important. You can
deal with socia and bus nesssituations more effectively with alarger vocabulary; hence,
it isadvisableto spend moretimeenriching your vocabulary. Apart from your appearance
and theway you carry yourself, peopl e eval uate you on how you speak. Hence, thisunit
ded swith theimportance of wordsand language, discussing thevariousformsof language
learning likewriting unseen comprehens on passages, paragraph writing, letter writing
and préciswriting.

3.1 UNIT OBJECTIVES

After going through thisunit, you will beableto:
- Explainthe pointsto be kept in mind whilewriting acomprehension passage

- Attempt unseen comprehens on passages and answer the questions Self-Instructional
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- Discussthe paragraph writing processin detail
- Analysetherequisites or essentialsof agood business|etter
- Evaluatethe process of writing aprécis

3.2 COMPREHENSION

Comprehens on passagesin examinationsare designed to test thefollowing:
- Your grasp of the main theme of the passage

- Your understanding of theimportant pointsin the passageinrelationtothemain
theme

- Your ability to answer questionswithin the required word limit
- Your ability to rewrite the mainideasin the passage in your ownwords

How to attempt comprehension passages
While answering questionsfrom a Comprehens on passage, keep thefollowing points
inmind:
- Read the passage carefully and try to understand themain idea
- If necessary, read the passage more than onceto form aclear idea of themeaning
- Read thefirst question and go to the part of the passage which givesthe answer
- Understand thelinesand then rewrite them in your own words
- Now follow thisprocessfor therest of the questions
- Make surethat the number of each answer correspondsto that of the question
- Your answers should bewrittenin smpleand grammatically correct language
- Take carethat your answersare within the required word limit
- Donotuse ‘I’ or “you’ in your answers
- Theanswer should bein the sametense in which the question has been asked
- Finally, read each question and answer again, to make surethat your ansversare
correct

3.2.1 Unseen Passages for Comprehension

Read thefollowing passages carefully and answer the questionsgiven below:

Passage 1

InAmerica, they have freed thelanguage from the stifling tyranny of the Passive Voice.
Where we should say ceremoniously ‘Trespassing prohibited’, their signboards, as |
noticed in the parks of Berkeley, merely say, ‘Newly planted, don’t walk’. *Absolutely
No Parking’ leaves no room for speculation, and no motorist need spend too much time
peering out and studying thenotice. Inasimilar Stuation our authoritiesarelikely to plant
a twenty-line inscription on the landscape to say, ‘Under Municipal Act so and so this
areahasbeen reserved, etc. etc., and any vehicle stationed thereon will be deemedto
have contravened sub-section so and so of the Motor Vehicles Act, etc. etc.” | saw on



many American office doors just ‘Do not Enter’. The traffic signs at pedestrian crossing Comprehension
never mince words; they just say ‘Go’ or “Wait’. In a Hollywood studio | was rather and Gomposition
startled to read, ‘Mark Stevens—Keep out.” Mark Stevens is a busy television personality

who doesnot liketo be disturbed by visitors. Incidentally, it left mewondering why;, if

Mr Stevensdoesnot likeinterruptions, he should announce hisnameat all onthe door! NOTES

But it isone of theminor mysteriesthat maketravel through that country so engrossing.

Meaningsof difficult words:

- Speculation: guesswork

- Peering: tolook very carefully or hard, especially at somebody or something that
isdifficult to see, often with narrowed eyes

- Deemed: consider to be

- Incidentally: usedtointroduce additiona information such assomething that the
speaker hasjust thought of

- Engrossing: engaging somebody’s whole attention
Questions:

1. Fromwhere hasthis passage been taken and who isthe writer?
2. What have the peoplein Americadone with the English language?
3. Why doesthewriter consider the use of the passive voice stifling?
4. Why was the writer startled to read ‘Mark Stevens—Keep Out’ in a studio?
5. What wasthe mystery that | eft thewriter wondering?
6. Statewhether thefollowing statementsare True or False:
(8) Americansprefer to usethe passivevoice.

(b) InAmerica, no motorist need spend too much time peering out and studying
public notices

(c) Our authoritiesare brief and direct.
(d) Mak Stevensisabusy televison persondity who doesnot liketo bedisturbed
by vigtors.
7. Find wordsfrom the passage which mean thefollowing:
(a) Making breathingdifficult
(b) Cruelty andinjusticeinthe exercise of power
(c) Temporary hatinanongoing activity or process
(d) Goagainstthelaw

Ansvers:

1. Thefollowing passageisfrom Toasted English by R. K. Narayan.
2. The peoplein Americahave freed the English language from the tyranny of the
passiveVvoice.

3. Thewriter considersthe use of the passive voi ce stifling because he thinksthat
itsusetakesaway from the directnessand brevity of an expression and makesit
lengthy and roundabout.
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Comprehension 4. The writer was startled to read ‘Mark Stevens—Keep Out’ in a studio as this
and Composition . . .
notice was so direct and pointed.

5. Thewriter wondered why mark Stevens had mentioned hisnameat all onthe
noticeif hedid not want interruptions.

6. (a) False (b) True (c) False (d) True
7. (a) Stifling (b) Tyranny (c) Interruption (d) Contravene

NOTES

Passage 2

And glass? What is the first step in the making of glass that most mysterious of all

substances: agreat sheet of hard nothingnessthrough which at thismoment | watch a
regiment of soldiersmarching by? Could Robinson Crusoe have had glass?I fed convinced
that he could not. Pensand ink, yes,; and some substitute for paper (solong asit was not
silver paper), yes; but never glass. Even such an ordinary matter as soap bafflesme. |

know that fat goesto itsmaking, but | know also that, normally, fat rubbed on the hands
makes them not clean but peculiarly beastly. How, then, does soap get its cleansing
properties? | have no notion. And | am considered by those who meet meas not wholly
an uninstructed man.

Meaningsof difficult words:

- Substitute: to put somebody or somethingin place of another, or takethe place
of another

- Peculiarly: unusual or strange
- Cleansing: to remove dirt from somebody or something, especially by washing
thoroughly
Questions:

. From where hasthis passage been taken and who isthe writer?
What surprisesthewriter about glass?

. Isit easy to make glass?

. Why does such an ordinary thing like soap baffle thewriter?

o N W N PR

. What does the writer mean when he says that he is considered by people as ‘not
wholly an uninstructed man’?

6. Statewhether thefollowing statementsare True or False:

(@) Thewriter knowshow glassismade.

(b) Robinson Crusoe knew how glassismade.

(c) Themaking of soap bafflesthewriter.

(d) Peoplethink that thewriter isvery knowledgeable.

7. Find wordsfrom the passage which mean thefollowing:
(a) Aboutwhom orwhichlittleisknown, but who or which excitesconsiderable
curiogty
(b) A permanent military unit usually consisting of two or three battalions of
ground troops
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(c) Tomakesomebody sureor certain of something
(d) Toprovetoo difficult or complicated for somebody to understand or solve

Answer's

1. The above passage has been taken from Of Slver Paper by E. V. Lucas.

2. The writer considers glass as the most mysterious of all substances. Glass,
accordingto him, isagrest sheet of hard nothingnessthrough which thingscan be
seen.

3. No, itisnot easy to makeglass.

4. Thewriter knowsthat fat goesinto making soap. But fat rubbed normally onthe
hand does not clean them, instead makesthem disgustingly smelly. The author
then wondersfrom where soap getsitscleansing properties.

5. Thewriter feelsthat it isother peoplewho congder him knowledgeable. However,
hefeelsheisnot alearned man asheisquiteignorant in many matters.

. (@) False (b) False (c) True (d) True
. (@) Mysterious (b) Regiment (c) Convinced (d) Baffle

~N O

Passage 3

So, I say to the boys and girls—Never lose faith in God, and therefore, in yourselves;
and remember that if you allow refugeto asingleevil thought, asingle sinful thought
remember that you lack that faith. Untruthfulness, uncharitableness, violence, sensuality—
all these things are strangersto that faith. Remember that we have in thisworld no
enemy greater than ourselves. The Bhagavad-Gitaproclaimsitin almost every verse. If
| wasto sum up theteaching of the Sermon onthe Mount, | would find the same answer.
My reading of the Quran had |ed me to the same conclusion. No one can harm us so
much aswe can ourselves. If you are, therefore, brave boysand brave girls, you will
fight desperately and valiantly against the whol e brood of these thoughts. No sinful act
was ever donein this world without the prompting of a sinful thought. You have to
exercisedrict vigilance over every thought welling up inyour breast.

Meaningsof difficult words:

- Refuge: asheltered or protected state safe from something threatening, harmful,
or unpleasant

- Violence: theuse of physical forceto injure somebody or damage something

- Conclusion: adecision made or an opinion formed after considering therel evant
factsor evidence

- Valiantly: characterized by or performed with bravery
- Welling: riseor bring to surface
Questions:

1. From where hasthis passage been taken and who isthe writer?
2. What doesthe author expect from young boysand girls?

Comprehension
and Composition
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Self-Instructional
Material

47



Comprehension 3. Why doesthe author say that there is no enemy greater than ourselvesin this
and Composition world?

4. Against whom should theyoung boysand girlsfight?
NOTES 5. What conclusion hasthe author reached after reading the Quran?

6. Statewhether thefollowing statementsare True or False:
(@) Oneshould never losefaithin God.
(b) Allowingrefugeto asingleevil thought showslack of faith.
(c) Otherscan harm us morethan we can harm ourselves.
(d) Fighting against evil thoughtsisan act of bravery.
7. Find wordsfrom the passage which mean thefollowing:
(a) Trustinsomebody or something, especially without logical proof
(b) Indulgenceinthe pleasure of senses
(c) Toannouncesomething publicly or formally
(d) Thecondition of beingwatchful and aert, especially to danger

Answers:
1. This passage has been taken from the essay ‘To Students’ written by Mahatma
Gandhi.

2. The author expects young boys and girlsto build their character and exercise
grict vigilance over their thoughts.

3. Theauthor saysthisasthereisno onewho can harm us morethan ourselves.
4. Young boysand girlsshould fight against evil thoughts.

5. Theauthor has cometo the conclusion that untruthful ness, uncharitableness,
violence, sensuality—all these things are strangers to faith in God.

. (&) True (b) True (c) False (d) True
. (a) Faith (b) Sensuality (c) Proclaim (d) Vigilance

~N O

Passage 4

My sensei’s letter said he missed his friends. No one had visited him. He wondered if
| couldvisit him at the camp. And he asked if he could have hisshoesback. He apol ogized.
Hisold shoeshad come apart, hewrote.

| felt sorry for him. An understanding man, he had been good to usand taught us
values. Through songs he introduced usto the old Japanese way, the true Japanese
Spirit: Nippon Saishin.

That |etter mentioned apair of shoesthat he had given me. Thelast timel saw
himwasat hishomein Cavanagh Road when Singaporewastill occupied, Hehad said,
“Take these new shoes. They look too big for you, but you’re still growing. Some day
they’ll fit. I don’t mind going into the POW camp in these old shoes.’

He’d been teaching at a school back home when the Japanese Imperial Army
conscripted him and shipped him to Singapore to teach the Japanese language to its
conquered citizens. We soon found him different from the arrogant and sadistic heitai -
san (soldiers), whotreated uslikedirt.
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He sponsored hisstudentsfor preciousfood rationsand hel ped them get jobs. He Comprehension
eventook thegraverisk of speaking up for sudentsand their rel ativeswho had somehow and Gomposition
displeased the notoriousK empeitai, the all-powerful Japanese Military Police. Whenthe
father of Fong, one of my classmates, was detained after he got drunk and trampled a
Japaneseflag, Fong asked our sensei for help. He bravely went to the Kempeitai and
got him released, dthough the old man came out haggard, white hair al straggly, hobbling
on sticksand dragging one uselessfoot along. After that, my sensel wasaheroin my

eyes.
Meaningsof difficult words:

NOTES

- Apologized: to say that you are sorry for something that has upset or
inconvenienced somebody el se

- Arrogant: feeling or showing self-importance and contempt or disregard for
others

- Sadigtic: hurting othersfor sexual pleasure
- Sraggly: untidy, messy
Questions:

1. From where hasthe above passage been taken? Whoisit written by?
2. What did the sensei writeinthe letter to the author?

3. How do you know that the sensei wasagood man?

4. Why wasthe sensal shipped to Singapore?

5. How did the heitai-san treat the Singaporeans?

6. Statewhether thefollowing statementsare True or False:
(d) Many peoplevisitedthesensai regularly.
(b) Heasked for hisshoesasheliked to possessmany pairsat atime.
(c) TheJapaneselmperial Army conscripted him and shipped himto Singapore.
(d) The sensei was a hero in the author’s eyes.

7. Find wordsfrom the passage which mean thefollowing:
(a) Totakeupaspaceor an amount of time
(b) Toenroll somebody compulsorily inthearmed forces
(c) Toregtrainor keep somebody or something in custody
(d) Showing signsof tirednessor anxiety

Answer's,

1. The above passage has been taken from The Shoes of My Sensel by Goh Sin
Tub.

2. Thesensei asked the author to visit himinthe camp. Heal so asked to return his
shoes.

3. The sensai was an understanding man. He was a good teacher and taught his
students values. He hel ped them in many ways. He was bold and fearless. He
bravely went to the Kempeitai and got the father of one of the author’s friend
released.

Self-Instructional
Material 49



Comprehension 4. Thesensa wasshipped to Singaporeto teach the Japaneselanguagetoitsdefeated
and Composition ciizens.

5. Theheitai-san treated the Singaporeanslikedirt.
NOTES 6. (a) False (b) False (c) True (d) True
7. (a) Occupied (b) Conscripted (c) Detained (d) Haggard

Passage 5

Banu wasawakened every morning by the crowing, kuk-re-ku, of the rooster. Shewas
out of her four poster bed almost as soon as she was awake. The dubri Pemmy was
already sweeping thefloors, and when Banu got out of bed, Pemmy folded the blankets
and raised the mosquito net. As she got ol der, Banu relied increasingly on Pemmy, not
only for household chores but companionship.

The sunwould berising asBanu said her kusti prayers, and the other morning
birds, koels, sparrows, bulbuls, announcing their presence. Onemorning shesaid an
extra Yatha Ahu Vairyo prayer because she was anxious about the outcome of the day.
AsChairman of the Sanitation Committee, Banu had to settle adispute between aHindu
and aMusal man faction about the placement of arubbish bin. TheHindussaid it was
too closeto their templeand wanted to moveit farther away, but the Musalmans said it
wasalready too closeto their mosque and wanted to moveit closer to thetemple. The
Collector, who wasresponsiblefor the collection of revenuein the surroundingwadis,
had warned that a bloodbath might ensueif shewere not careful. It was not safefor a
man, leave d oneawoman, but Banu had said she wasthe chairman and had to examine
thesite.

Meaningsof difficult words:

- Roogter: an adult maeof adomestic fowl, usualy only kept for breeding. Roosters
have adistinctive crowing call

- Anxious. worried or afraid, epecially about something that isgoing to happen or
might happen

- Bloodbath: abattle or fight characterized by masskilling

- Ensue: tofollow closely after something

- War ned: totell somebody about something that might causeinjury or harm

Questions:

1. From where hasthis passage been taken and who isthewriter?
2. Why did Banu rely so much on Pemmy?

3. What post did Banu hold?

4. What wasthe dispute about?

5. What did the Collector warn Banu about?

6. Statewhether thefollowing statementsare True or False:
(a) Banuwasawakened each morning by the ringing of the alarm clock.
(b) Banuwastense about the di spute between the Hindus and the Mudims.
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(c) TheCollector said that her task ahead wasasimple one. Cdorépreheﬁf on
an omposition
(d) Banuwasdetermined to solvetheissue. ™

7. Find wordsfrom the passage which mean thefollowing:
(& Ordinary household tasks, that haveto be doneregularly NOTES
(b) Disagreeor argue about something
(c) The income of a government from all sources, used to pay for a nation’s
expenses
(d) Tell somebody about something that might causeinjury or harm

Answer's

1. The above passage has been taken from Between the Mosque and the Temple
by Boman Desal.

2. Pemmy looked after Banu’s house. As Banu lived alone, she also provided her
companionship.
3. Banuwasthe Chairman of the Sanitation Committee.

4. Thedisputewasabout the placement of arubbish bin. The Hindussaid it wastoo
closetotheir templeand wanted to moveit farther away, but the Musalmanssaid
it was already too close to their mosque and wanted to move it closer to the
temple.

5. TheCollector warned Banu that abloodbath would ensueif shewerenot careful.
6. (a) False (b) True  (c) False (d) True
7. (@) Chores  (b) Dispute (c) Revenue (d) Warned

Passage 6

Coming to terms with my child’s visual loss was a gradual process—one which took
different directionsand atremendous amount of time. | would never have believed that
life could returnto normal, but it did. The processof grieving and recovery isavery
personal one. We all bring individual strengths and weaknessesto the task of facing
painful situationsand weall have apersonal style of doing so.

Besidesmy own grief, | had to face strangersat public places. Their reactions
varied. Somewere kind and meant well, while othersweretactlessand rude. Friends,
relativesand strangers say many different thingswhen they learn that your baby isblind.
But most often they feel at atotal loss and their well-meaning remarks may seem
awkward or unsympathetic.

Itwashard totalk about my special situation to peoplewho had never experienced
similar gtuations. Although friendsand rel ativeswished to provide comfort and support,
they were uncertain about what to say or do. The hardest thing | ever had to say was
‘my childisblind.” On the other hand, | found that allowing friends and family to help me
wasabeneficial two way street: some of my daily responsibilitieswerelessened and the
people who cared were able to help me. In addition, meeting parents of other blind
children wasval uable. Sharing thoughtsand experienceswith peoplewho havefelt and
have been through the same thing often provided reassurance.
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Comprehension Meaningsof difficult words:
and Composition
- Gradual: proceeding or developing slowly by stepsor degrees
- Tremendous:. alarge amount
NOTES . Grieving: to experience great sadness over something such asadeath

- Awkwar d: embarrassing and requiring great tact or skill to resolve
Questions:

1. From where hasthis passage been taken and who isthewriter?
2. What does the writer’s child suffer from?
3. What process, according to the author, isapersona one?
4. What wasthe hardest thing for the author to say?
5. How did the author get reassurance?
6. Statewhether thefollowing statementsare True or False:
(8 Theauthor easily accepted her child’s physical condition.

(b) Theprocessof grieving and recovery isavery personal one.

(c) Theauthor found it easy to talk about her special situation to peoplewho
had never experienced similar situations.

(d) Allowingfriendsand family to help wasabeneficial two way street for the
author.

7. Find wordsfrom the passage which mean thefollowing:

(a) Relatingtovisonor sight

(b) Unfeelingor uncaring

(c) Producingagood or advantageous effect

(d) Tomake somebody feel lessanxiousor worried

Ansvers:

1. Theabove passage has been taken from A Special Child by Uma Rao.
2. The writer’s child suffers from visual loss.

3. According to the author, the process of grieving and recovery isavery persond
one.

4. Thehardest thing ever for the author to say wasthat her child wasblind.

5. The author got reassurance by sharing thoughts and experiences with people
who felt and had been through the same problemsas her.

6. (d) Fdse (b)False (c)True (d)True
7. (@) Visua (b) Unsympathetic (c) Beneficial (d) Reassurance

Passage 7

Americanshaveevolved certain bas ¢ keywordswhich may be used anywhere, anyhow,
wordswhich have universal multipurpose use. | may makemy point clear if | mention
the example of the word ‘Check’ which may safely be labelled the American National

Self-Instructional | EXpression. WhileBritish usage confinesit toitsbaredictionary definitions, theAmerican
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usesit anywhere, thisexpression being so devised that one may blindly utter it and till
find that it is appropriate for the occasion. ‘I’ll check’ means ‘I’ll find out, investigate,
examine, scrutinize, verify, or probe.” “Your check’ means your ticket/ token or whatever
you may have to produce. ‘Check room’ is where you leave your possessions for a
while. “‘Check girl” is one who takes care of your coat, umbrella, or anything else you
may leave in custody. ‘Check in” and ‘Check out’ (at first I heard it as ‘Chuck out’and
felt rather disturbed) refer to one’s arrival in a hotel and departure therefrom. And there
are scoresof other incidental usesfor theword. If you are ever hard up for anoun or a
verb you may safely utter the word ‘check’ and feel confident that it will fit in.

Meaningsof difficult words:

- Multipur pose: designed or ableto be used for several different purposes

- Investigate: to take alook or go and see what has happened

- Confident: certain of having the ability, judgment, and resources needed to

succeed

Questions:

1. From where hasthe above passage been taken and who isthe author?

A WD

. What isspecial about the keywords developed by Americans?
. Give any two uses of the word ‘check’.
. Bring out the humour in the expression, If you are ever hard up for anoun or a

verb you may safely utter the word ‘check’ and feel confident that it will fit in.

. State whether the following statementsare True or Fal se:

(8 Americanshaveevolved certain basic keywords.
(b) “I’ll check’ means ‘I’ll find out.’

(c) InAmerican English, ‘Check room” is where you leave your possessions
forawhile.

(d) Theword ‘Check’ can safely be labelled the British National Expression.

. Find wordsfrom the passage which mean thefollowing:

(a) Invented and developed
(b) Worldwide

(c) Limits

(d) Suitable

Answers:

The above passage has been taken from Toasted English by R. K. Narayan.

The keywords devel oped by Americans may be used anywhere, anyhow and
have universal multipurpose use.
Theword check has many uses. Two of thewaysit isused are given below.
(i) Check meanstofind out, investigate, examine, scrutinize, verify, or probe
(if) Check-in meansto enter and occupy aroom inahotel
The writer makes an interesting comment. He says that if ever we arein a

dilemma regarding a noun or a verb, we can safely use the word ‘check’ and get
ourselvesunderstood.
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Comprehension 5 (@ True (b) True (c) True (d)False
and Composition
6. (&) Evolved (b) Universal (c) Confines (d)Appropriate

NOTES Passage 8

I look through my pockets, Money-yes,; one could make some kind of an attempt at
money, if one could get metal. A pencil ? Yes, that isjust black lead cut into astrip and
enclosedinwood: easy. A knife?Not Smple, but obvioudy possible, becaused | castaways
make thingsto cut with. Even, however, if | could not makethesethings, | know where
they are made, and more or less how they are made. There are booksto tell methis.
What no book knows anything about is silver paper. Not even those friends of the
ignorant, the encyclopaedists, help me. Their bookslie beforeme, but al their million
pagesaresilent, asto silver paper; or if they do mentionit, they carefully abstain from
associating the information either with “paper’ or *silver’.

Meaningsof difficult words:
- Attempt: totry to do something, especially without much expectation of success
- Enclosed: to surround or shut in something
- Abstain: to choose not to do something
Questions:
1. Whichthingsdoesthewriter find easy to make?
From where can helearn how to make these things?
What are books and encyclopaediassilent about?
What doesone requireto make money?
How, accordingto the author, isapencil made?

o g~ wDd

Statewhether thefollowing statementsare True or False:
(8) Makingapencil iseasy.
(b) Bookstell ushow thingsare made.
(c) Thewriter thinksencyclopaediasgiveusall theinformation we need.
(d) Encyclopaediastell ushow silver paper ismade.
7. Find wordsfrom the passage which mean thefollowing:
(8) Thesurvivor of ashipwreck
(b) A longflat narrow piece of something
(c) Lackingknowledge or educationingeneral or inaspecific subject
(d) Connecting onethingwithanother inthemind

Answers:
1. Thewriter findsit easy to makethingslike money, pencilsand knives.
2. Hecanfindinstructionsto make these thingsin books.
3. Booksand encyclopaediasare silent about the making of silver paper.
4. To make money, one needsmetal.

5. Accordingto theauthor, making apencil isvery easy. Itisjust black lead cut into
astrip and enclosed inwood.
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6. (@) True (b) True (c)Fase (d)Fase
7. (@) Castaway (b) Strip (c) ignorant (d) associating

Passage 9

I have experimented with quite anumber of boysin order to understand how best to
impart religiousinstruction, and whilst | found that book i nstruction was somewhat of an
aid, by itself it wasuseless. Religiousinstruction, | discovered, wasimparted best by
teachersliving thereligionthemsalves. | havefound that studentsimbibe morefrom the
teachers’ own lives than they do from the books that they read to them, or the lectures
that they deliver tothemwiththeir lips. | havediscovered, to my great joy, that boysand
girlshave unconscioudy afaculty of penetration whereby they read the thoughtsof their
teachers. Woe to the teacher who teaches one thing with hislips, and carriesanother in
hisbreast.

All your scholarship, al your study of Shakespeare, and Wordsworthwould bein
vain, if at the sametime you do not build your character and attain mastery over your
thoughts and actions. When you have attained self-mastery and learnt to control your
passions, you will not utter notes of despair.

Meaningsof difficult words:
- Impart: to communicateinformation or knowledge
- Imbibe: to takein and assimil ate something such asan ideaor experience
- Faculty: acapacity or ability that somebody isbornwith or learns
Questions:
1. From where hasthis passage been taken and who isthe writer?
2. According to Gandhi, how can religious education beimparted best to students?
3. Why arebooksnot useful inimparting religiouseducation?
4. How aregirlsand boys ableto read the thoughts of their teachers?
5. What kind of teacher deservesto be cursed?

6. Statewhether thefollowing statementsare True or False:

(a) Religious instruction is imparted best by teachers living the religion
themselves.

(b) Students imbibe more from the teachers’ own lives than they do from the
booksthat they read to them.

(c) Theteacher who teachesonethingwith hislips, and carriesanother inhis
breast isto be praised.

(d) Building character and attaining mastery over thoughtsand actionsismore
important than literary knowledge.

7. Find wordsfrom the passage which mean thefollowing:

(a) Attempted to do something new

(b) Tofind outinformation that wasnot previousy known

(c) A seriousafflictionor misfortune

(d) Failingtohaveor unlikely to havetheintended or desired results
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and Composition

NOTES

Self-Instructional
Material

55



Comprehension
and Composition

56

NOTES

Self-Instructional
Material

Answers:

1. Thispassage has been taken from To Sudents by Mahatma Gandhi.

2. Gandhi wasof theview that religiousinstruction wasimparted best by teachers
who liveaccordingtotheir religion.

3. Onecannot rely totally on booksto impart religious education. Moreimportant
than booksisthe personal example of the teacher that hasthe greatest impact on
thelivesof students.

4. Boysand girlshave, unconsciously, afaculty of penetration whereby they read
thethoughtsof their teachers.

5. Theteacher who teachesonething with hislips, and carriesanother in hisbreast
deservesto be cursed.

6. (@) True (b) True (c) Fase (d)True
7. (a) Experimented  (b) Discovered (c) Woe (d) Invain

Passage 10

Now, reading hisletter, | thought, He must be feeling desperately lowin hisdetention
camp. | owed itto himtovisit him. Returning his shoeswasno problem. They weretoo
bigfor meand | wasplanningto sell them. But would | get blacklisted if | went tovisit
the enemy? There would be a register to sign—a record of my visit. What future use
might they make of that?

My fearswere groundless, but to ateenager who grew up inaKempeitai world,
they werevery real. Storiesof wartimeatrocitieswere being circulated, and the general
feeling wasthat vengeance was about to be exacted on the Japanese and all who had
collaborated with themin any way.

‘Why go? Why take the risk?’ close friends asked me. ‘Look at the terrible things
those Japanese did!” He was a bloody Japanese, too, wasn’t he?

| switched off that voice. Instead, | wrote him lies: hisshoeshad been sold. | was
studying hard for my examsand had no time, | had no transport to hiscamp.

For weeks, | suffered remorse over what | had done. Then oneday | saw inthe
streets a stranger—an old man, white hair all straggly, dragging one useless foot along.
And | remembered someone whose feet needed shoes.

| cycled to the camp with those shoes. Outs de the camp gates, standing before
the British soldierson duty, | sweated cold sweat when | bowed to them, as| had done
to the Kempeitai, showed them my sensei’s | etter, and signed my particularsinto their
formidablebook.

Meaningsof difficult words:
- Remor se: astrong feeling of guilt and regret
- Groundless: not based on evidence or reason and not justified or true

- Atrocities: ashockingly cruel act, especially an act of wanton violence agai nst
anenemy inwartime



. Formidable: difficult to deal with or overcome Comprehension
and Composition

- Vengeance: punishment that isinflictedin returnfor awrong
Questions:
1. Fromwhere hasthis passage been taken and who isthe writer? NOTES
2. Why was returning of the sensei’s shoes no problem for the writer?
3. Why didthewriter initially hesitateto visit histeacher?
4. What excuse did thewriter givefor not visiting the sensei ?
5. How did the writer travel to the sensei’s camp?
6. Statewhether thefollowing statementsare True or False:
() Theshoesweretoo bigfor thewriter.
(b) Thewriter would get blacklisted if hevisited the camp.
(c) Forweeks, thewriter suffered remorse over what he had done.
(d) Thewriter felt confident in front of the British soldiers.
7. Find wordsfrom the passage which mean thefollowing:
(a) Overwhelmed with urgency and anxiety, to the point of losing hope
(b) Theact of keeping somebody in custody, or the state of being kept in custody
(c) A list of people or groups who are under suspicion or excluded from
something

(d) Togrow or hanginamessy or irregular way, oftenin separate disorderly
strands or wisps

Answers:
1. The passageisfrom The Shoes of My Sensei by Goh Sin Tub.

2. Theshoesweretoo big for thewriter so were of no useto him. Also, thewriter
was planning to sell them but had not yet done so. Asthe shoeswere still with
him, thewriter had no problem returning them.

3. The writer’s teacher was one of the enemy and a visit to him would be recorded
inaregister wherethewriter would havetosgn. Thiscould later get him blacklisted.

4. Thewriter wroteto the sensel that his shoes had been sold. In addition, hewas
studying hard for his exams and had no time. He also had no transport to his
camp.

5. Hecycled to the camp.

6. (@ True (b)Fase (c) True (d)Fase

7. (a) Desperate  (b) Detention  (c) Blacklisted (d) Straggly

Passage 11

After saying the extraprayer Banu put onaplain cotton blouse, aplainsari withaplain
border, and plain black walking shoeswith plain brass bucklesto look more business-
like. She never wore banglesand ringsand tilasso she didn’t even have to think about
that. She breakfasted on one egg, one slice of bread, a cup of teawhich she slurped
from the saucer becauseit wastoo hot, whilelistening to the news on her Murphy radio.
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Comprehension The Collector sent a car to pick her up, but she sent it back. She had chosen to walk

and Compasition because it wasn’t far and she wanted to show the people she was just like them; but she
wasglad thetwo committee memberswho had comewith the car stayed with her. They
would havebeenlittlehelpinariot but shewasglad for their moral support.

The day became hotter as she set out and she held up the sash of her sari toshield
her eyes from the sun. Along the way, a group of students recognized her and said,
‘Saebji, Banubai, tamhe kem chho? How are you today?’

NOTES

Banu stopped. “Sari kani, I am well, but we have got important work to do. We
cannot wait around for chitchat.’

Meaningsof difficult words:

- Riot: apublic disturbance during which agroup of angry people becomesnoisy
and out of control, often damaging property and acting violently. Inlaw, ariotis
typically defined asagroup of three or more persons disturbing the peace for
private purposes.

- Sash: adtrip of cloth tied around thewaist or draped over the shoulder

- Shield: to protect from harm

Questions:
1. From where hasthe passage been taken and who isthe author?
2. Why did Banu say an extra prayer that morning?
3. What dressdid Banu put on?
4. What did she havefor breakfast?
5. Why did Banu not avail of the car sent by the Collector?

6. Statewhether thefollowing statementsare True or False:
(a) Banusaid extraprayersthat morning.
(b) Sheloved wearing banglesand other jewellery.
(c) Whilehaving breakfast, Banulistened to the news.
(d) Banu stopped to chat with the group of students.

7. Find wordsfrom the passage which mean thefollowing:

() Tomakealoud sucking soundwhiledrinking or eating something

(b) Worn by South Asian women, consisting of along rectangle of fabric
reaching the feet, wrapped and pleated around the wai st over an underskirt
and short-deeved fitted top, and draped over the shoulders

(c) Casual conversationor small talk

(d) Personal supportand encouragement intended to bolster somebody’s courage
or determination

Answers:

1. Thispassageisfrom Between the Mosque and the Temple by B. Desai.

2. Banu had to settle theissue of the dustbin which was offensive to the peoplein
that vicinity. Since people of two religiouscommunitieswereinvolved, it wasa
delicate matter and had to be tackled with tact. That iswhat made Banu say a
special prayer asking for God’s help.
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3. Banu put onaplain cotton blouse, aplainsari withaplain border, and plain black
walking shoeswith plain brassbuckles.

4. For breakfast, Banu had one egg, one dice of bread and acup of tea.

5. Banu wanted to show the people she was just like them. Also, the site wasn’t too
far.

6. (@ True (b) Fase (c) True (d) Fase
7. (@ Slurp  (b) Sari (c) Chitchat (d) Moral support

Passage 12

Well, timedoeshed and lifedoesreturnto normal. | incorporated anew way of thinking
about blindness into my daily life. This I would like to sum up in Barbara Cheadle’s
words as ‘The real problem of blindness is not the loss of eyesight. The real problemis
the misunderstanding and lack of informationwhich exigts. If ablind person has proper
training and opportunities, blindness can be reduced to the level of a physical nuisance.’
I can now look at my child asachildfirst and then asblind. He spent acouple of years
innormal school where the opportunities availableto the normal child weredenied to
him and society’s overwhelmingly negative attitudes about blindness as helplessness,
inferiority and dependency, stunted and scarred hislife.

| suppose thisis really where my story begins. | had to move on to acquire
knowledge: learn the dternativetechniquesused by the blind and the specia hintsavailable
to help teach my blind son the thingsthat he needed to know. | went with amissionto
NorthernIllinoisUniversity totrain asateacher for thevisually impaired. My objective
wasto hel p not only my son but also other thousandsof blind childrenlikehimto havea
chancetolead normal liveswithal therights, privilegesand responsbilitiesthat therest
of ustakefor granted. | realized that with knowledge comes understanding and with
understanding comeshealing.

During my stay abroad, one day my son left my gpartment taking hiscane, wanting
to try hismobility skills. When | returned hometo an empty apartment, | was shocked
and extremely annoyed with him. Hearrived with hismohility instructor and my immediate
reaction was that of anger, when Jim, his instructor said, Believe in your child’s ability to
beindependent and give him every opportunity to exert it. Thisiswhen | thought, true,
we can produceindependent competent blind children if only we give them opportunity
to do so. Of course, thisdid not stop mefrom ticking my son off for not informing me
beforeleaving home.

Meaningsof difficult words:
- Incor por ated: combined or merged into onething
- Nuisance: anannoying or irritating person or thing
- Mobility: theability to move about, especially to do work or take exercise
Questions:
1 What isthereal problem of blindness?
2. How was the author’s child’s life scarred?
3. Why did theauthoressgoto Northern IllinoisUniversity?
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Comprehension 4. Why wasthe authoress shocked and extremely annoyed one day?
and Composition

5. How canwe produce independent competent blind children?

6. Statewhether thefollowing statementsare True or False:
NOTES (a) Timedoesheal andlifedoesreturntonormal.
(b) Theauthoresswent to NorthernIllinoisUniversity totrain asateacher for
thehearingimpaired.
(c) Withknowledge comesunderstanding and with understanding comesheding.
(d) We can produceindependent competent blind childrenif only wegivethem
opportunity to do so.
7. Find wordsfrom the passage which mean thefollowing:
(a) Something different from, and ableto serve asasubstitutefor, something
else
(b) With something absent or lessened, either temporarily or permanently
(c) Ableto operate alone because not dependent on somebody or something
else
(d) Havingenoughskill or ability to do something well

Answers:

1. Thereal problem of blindnessisnot thelossof eyesight. Thereal problemisthe
misunderstanding and lack of information which exigts.

2. Hespent acoupleof yearsin normal school wherethe opportunitiesavailableto
the normal child were denied to him and society’s overwhelmingly negative attitudes
about blindness as hel plessness, inferiority and dependency, stunted and scarred
hislife.

3. Theauthoresswent to the NorthernllinoisUniversity totrain asateacher for the
visually impaired. Her objectivewasto help not only her son but al so thousands of
other blind children like him to have achanceto lead normal liveswith all the
rights, privilegesand responsibilitiesthat therest of ustakefor granted.

4. One day, the authoress’ son left her apartment taking his cane, wanting to try his
mobility skills. Ashe had gone out unaccompanied and without permission, she
was shocked and very annoyed with him.

5. Wecan produceindependent competent blind children by giving them opportunities
tobdieveinandredizetheir abilities.

6. (@ True (b) False (c) True (d)True
7. (a) Alternative (b) Impaired  (c) Independent  (d) Competent

3.2.2 Unseen Passages for Practice

Passage 1

Movements of the Renai ssance and the reformation of the sixteenth century created a
congenial aimospherefor the growth of rationalism, and asense of enquiry. The quest
for knowledge and experimentation that had broadened theintellectual horizon of man,
led to the invention of new machinesand also aseries of discoveriesin the realm of
navigation, colonization, tradeand commerce.
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Another means for the spread of innovation was by the network of informal Comprehension
philosophical societies likethe Lunar Society of Birmingham. TheLunar Society flourished and Gomposition
from 1765 to 1809. They were one of the active revolutionary committeesof all the
eighteenth century revolutionsof theindustrial revolution. The media, technol ogical
advancementsand encyclopaedias contai ning enormous amountsof information had a NOTES
major hand in educating the minds of peoplein thefirst haf of theindustrial revolution.
Periodical publications about manufacturing and technol ogy began to appear inthelast
decade of the 18th century.

Questions:

1. What fuelled the growth of rationalism and asense of enquiry in the sixteenth
century?
What happened as a result of man’s quest for knowledge?
How did information spread during thistime?
When did the Lunar Society flourish?
What aided the spread of education inthefirst haf of theindustrial revolution?
When did periodical publicationsabout manufacturing and technology beginto
appear?
Passage 2

o U A W N

Thescientificinventionsand technol ogica devel opmentshad amgjor handintheintellectud
development of the masses of Europe for about two centuries before the industrial
revolution. It started with the mechani zation of thetextileindustries, the devel opment of
iron-making techniquesand theincreased use of refined coal.

Theintroduction of steam power fuelled primarily by coal, wider utilization of
water wheel sand powered machinery (mainly intextile manufacturing) underpinned the
dramaticincreasesin the production capacity. The devel opment of all-metal machine
toolsin the first two decades of the 19th century facilitated the production of more
machinesto facilitate growth of other commodities using those machines. The effects
spread throughout Western Europe and North Americaduring the 19th century, eventually
affecting most partsof theworld, aprocessof growth referredto asindustrial revolution.
The impact of this change on society was enormous. Thefirst industrial revolution,
which began in the 18th century, merged into the second industrial revolution around
1850, whentechnol ogica and economic progressgained momentum with the devel opment
of geam-powered ships, railways, and later inthe 19th century with theinternal combustion
engine and el ectrical power generation. The period of time covered by theindustrial
revolution varies with different historians. Eric Hobsbawm held that it “broke out” in
Britaininthe 1780sand wasnot fully felt until the 1830s or 1840s, whileT. S. Ashton
held that it occurred roughly between 1760 and 1830.

Questions:

1. How didintellectual development of the massesin Europe start?
2. What was steam power fuelled by?

3. How wasthe production of more machinesfacilitated inthefirst two decades of
the 19th century?
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4. What changestook placein the second industrial revolution?

5. What arethe views of different historians regarding the date of the industrial
revolution?

6. Statewhether thefollowing statement istrueor false.
Theimpact of theindustria revolution on society wasenormous. True/False

Passage 3

Many peoplecriticized Savarkar for thisrepeated emphasison an increasein military
might. Some of them even went to the length of branding him a Fascist. In fact, Savarkar’s
weakest point remained in hisinability to distinguish between democracy and fascism.
To him, the ideals of democracy and fascism made no difference. He measured the
forcesof liberty and freedom and the forces of Nazism and Fascism by the same standard.
He had no clear and deeper conception of anew state; nor had hefaith or interestina
new world order. Savarkar’s sole obsession was to make Hindus re-animated and
re-borninto amartial race.

Questions:

1. Why did peoplecriticize Savarkar?

2. What did they brand him as?

3. What was Sarvarkar’s weakest point?

4. Did he have aclear concept of anew state?
5. What was Sarvarkar’s sole obsession?

Passage 4

As a ‘prophet of nationalism’, Aurobindo recognized nation as the real instrument of
human progress. TheWestern ideaof state did not appeal to hismind. The statewas, in
hisview, at best, aninstrument of achieving mechanical freedom which wasnot true
freedom. According to Aurobindo, theideaof statein the modern times supportsitsel f
on two motives: (a) appea to the external interest of race and (b) the appeal to its
highest moral tendencies. It demandsthat individual egoism shall immolateitself toa
collectiveinterest; it claimsthat man shall live not for himself but for the whole, the
group, the community. It assertsthat the hope of the good and progress of humanity lies
inthe efficiency and organization of the state. According to Aurobindo, the organi zed
gate of today neither representsbest mind of the nation nor even the sum of thecommunal
energies: ‘It is collective egoism much inferior to the best of which the community is
capable.’

Aurobindowasequally critical of the so-called welfare state. In hisown words:
“The state now feels the necessity of justifying its existence by organizing the general
economic and animal well-being of the community and even of the individuals.” This
attempt of the state to grow into anintellectual and moral being was one of the most
interesting phenomenaof the modern civilization. Thedemand of self-sacrificefromthe
individual for the sake of the good of the community and the need of agrowing solidarity
with hisfellowsisnot disputed by Aurobindo. What he suggestsisthat the stateisnot
qualified to make such a demand. The state was, of course, capable of providing



conveniencesand removing obstacl esin theway of cooperativeaction of theindividuals.
Aurobindo concluded: “When the state attemptsto take up control of the cooperative
action of thecommunity, it condemnsitself to create monstrous machinery which will
end by crushing out the freedom, initiative and serious growth of human being.’

In short, Aurobindo was convinced that moral and spiritual energy, not physical
force, wasthekey to social progress.

Questions:

1. Asa ‘prophet of nationalism’, what did Aurobindo recognize?

2. What are the two motivesthat the idea of amodern state supportsitself on?

3. What did Auronbindo say wasthe most interesting phenomena of the modern
cvilization?

4. According to Aurobindo, what doesthe organized state of today represent?

5. What happens when the state attempts to take up control of the cooperative
action of the community?

6. What isthekey to social progress?
Passage 5

During Akbar’s rule, the post of wazir, who once held immense power, was dissolved. In
his place, Akbar assigned four ministers who were ailmost equal in rank, status and
power. Hedivided hisempireinto twel ve subahs, which werefurther divided into sarkars
and parganahs. Akbar dealt fairly with his subjectsand introduced many new measures
including ajudiciousfisca policy. Keeping thebenefit of thelarge non-Mudim population
in mind, hetook abold step and did away with religioustaxeslike the pilgrim tax and
Jaziyah. Akbar also revised and devel oped currency.

Akbar’s reign was one of peace and prosperity and through competent
administration, there was great development in the educational and cultural fields
especially art and architecture.

No substantial changes were made during Jahangir’s rule though general
administration and economic affairswent down drastically. To hissuccessor, Shah Jahan,
fell theroleof restoring the administration and ensuring that it wasastable and competent
one.

Questions:

1. What happened to the post of wazir in Akbar’s rule?

. Who did Akbar appoint in place of wazir?

. Into how many divisions was Akbar’s empire divided?
. Which taxesdid Akbar do away with?

. What was the state of administration and economic affairs during Jahangir’s
rule?

6. Who restored the administration after Jahangir?

a b~ WD

Comprehension
and Composition

NOTES

Self-Instructional
Material 63



Comprehension Passage 6
and Composition

Pip, ayoung orphan living with hissister and her husband in the marshesof Kent, sitsin

a cemetery one evening looking at his parents’ tombstones. Suddenly, an escaped convict
NOTES springs up from behind atombstone, grabs Pip, and ordershimto bring him food and a
filefor hislegirons. Pip obeys, but the fearsome convict issoon captured anyway. The
convict protects Pip by claiming to have stolen theitems himself.

Oneday Pipistaken by hisUncle Pumblechook to play at SatisHouse, the home
of thewealthy dowager MissHavisham, who isextremely eccentric: shewearsanold
wedding dresseverywhere she goesand keepsall the clocksin her house stopped at the
sametime.

Questions:

1. WithwhomdoesPip liveand where?

2. Why was Pipinthe cemetery?

3. Who pounceson Pip at the cemetery?

4. What doeshe ask Pipto get for him?

5. How doeshe protect Pip?

6. Where does Pip’s Uncle Pumblechook take him?

7. What habit of MissHavisham tellsyou that sheiseccentric?

Passage 7

During hisvisit to SatisHouse, Pip meetsabeautiful young girl named Estella, who
treatshim coldly and contemptuoudly. Nevertheless, hefallsinlovewith her and dreams
of becoming aweal thy gentleman so that he might be worthy of her. He even hopesthat
MissHavisham intendsto make him agentleman and marry himto Estella, but hishopes
are dashed when, after monthsof regular visitsto SatisHouse, MissHavisham decides
to help him become a common labourer in his family’s business. With Miss Havisham’s
guidance, Pipisapprenticed to hisbrother-in-law, Joe, whoisthevillage blacksmith. Pip
worksintheforgeunhappily, struggling to better hiseducation with the help of theplain,
kind Biddy.

Questions:

1. Whom doesPip meet during hisvisitsto SatisHouse?

2. How doesEstellatreat Pip?

3. What does Pip dream of ?

4. What doesPip hope MissHavishamwill do for him?

5. What doesMissHavisham dofor Pip?

. IsPip happy in hiswork?

7. What does Pip struggleto do? Whose hel p does he take?

»
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Passage 8

Jimand Dellawereayoung married couple, livingonameagre salary. It was Christmas
Eveand Della counted the money she had carefully collected. Onedollar and eighty-
seven cents. That isall she had been ableto savewith her careful housekeeping, bordering
on parsimony. Della was broken hearted as she wanted to buy Jim a grand gift for
Christmas, something truly preciousand unique, just like her Jimwhom she adored with
all her heart. They had managed quite well when Jim was earning thirty dollarsaweek
but since hissalary had shrunk to twenty dollarsaweek, life had becomealittle tough
for them. But that did not in any way reduce Della’s love for her husband, James
Dillingham Young, whom shelovingly called Jim and whom she greeted warmly witha
big hug when he returned from work each evening.

After along cry, Dellastood by the window and looked out dully at agrey cat
walking agrey fence in agrey backyard. She thought of the paltry sum she had set
asde.

Suddenly Dellawnhirled from thewindow and looked at herself inthemirror. Her
eyes sparkled brilliantly but her face became bereft of colour as an idea struck her.
Hurriedly she pulled down her hair and let it fall all about her.

Questions:

1. WhowereJimand Della?

. How much money had Dellacarefully collected?

. What did Dellawant to do with themoney shehad collected?

. Why had |ife becometough for the couple?

. What did Dellado when Jim returned from work each evening?

. ‘Della stood by the window and looked out dully at a grey cat walking a grey
fence ina grey backyard.” What is the significance of the repetition of the word
‘grey’?

7. Why did Della’s eyes sparkle brilliantly?

O o1 DA WDN

Passage 9

The young couple had two possessions of which they were very proud. One was Jim’s
gold watch that had once belonged to his father and grandfather; another was Della’s
hair. Both these possessi onswould have made the Queen of Shebaand King Solomon
cringewith jealousy.

Dellaviewed her thick, long, and lustrous hair which fell below her kneesand
hesitated only for amoment beforetying it up and donning her worn-out brown jacket
and old brown coat, sheran out of the apartment stopping only when shereached Mme
Sofronie’s shop. Mme Sofronie sold hair goods of all kinds and Della asked if she would
buy her hair. After assessing Della’s hair, Madame offered to buy it for twenty dollars.

With the money in her possession, Della spent ahappy time searching for the
perfect gift for Jim. At last, shefoundit. A platinum fob chain for hiswatch that, inits
simplicity and value, seemed to reflect Jim’s personality. That the chain was costly was
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evident initsunblemished smplicity; it did not need any embellishmentsto proclaimits
value. Jim could now proudly look at thetime several timesaday instead of covertly
usingitinan attempt to hidethe old leather strap that held it. The chain cost twenty-one
dollars and Della returned home with the remaining eighty-seven cents, happy and
unmindful of thefact that shelooked like atruant schoolboy with her close-cropped
curls. Shewassure Jim would think shelooked like aConey Idand chorusgirl. Setting
her hair in curlers, Della went about preparing dinner anxiously awaiting Jim’s arrival
and hoping that hewould still think her pretty.

Questions:

1. What werethe possess onsthat Jim and Dellaprized so highly?
2. Give three adjectives to describe Stella’s hair.

3. Why did Della go to Mme Sofronie’s shop?

4. What wasthe perfect gift that Dellabought for Jim?

5. How much did Jim’s gift cost?

6. How was Della transformed after her visit to Mme Sofronie’s?
7. What reaction did Dellahopefor from Jim?

Passage 10

Sindhulived with hismother in alittlethatched hut. Hisfather wasno more. They had a
small patch of land that gave them cropsevery season and two cows. Once, therewas
adroughtin his village. It brought great troubles for the villagers. Sindhu’s mother told
himto go to themarket and sell thetwo cows; it wasvery difficult to feed them asthere
was no water to drink or grassto graze. Sindhu loved hiscowsvery much and it was
unthinkablefor himto sell them. But astherewasno fodder left, it wasthe only option.
So, unhappily, he followed his mother’s advice. He however resolved that he would not
sell them to abutcher and hewould request the buyer to love them asmuch ashe coul d.

Questions:

1. What wasthe name of the boy in thisstory?

2. Wheredid heliveand withwhom?

3. How didthe boy and hismother earntheir livelihood?
4. Why werethevillagersintrouble?

5. What did the boy’s mother tell him to do and why?

6. Was the boy happy to follow his mother’s advice?

Passage 11

On hisway to the market, Sindhu met an old woman. She had three goatswith her and
wasgoingto sell themtoo. They started walking together to the market. Thejourney
was along one so they rested under atree. They also fed their petsleaves from that
tree. While Sindhu wasfeeding his cows, the old woman |ooked at him with loveand
kindness and asked him the reason of his sorrow. The boy told her that he was sad
because heloved hiscowsdearly and was being forced to sell them. After listeningto
him, the woman suggested that they should exchangetheir animals. Sindhu would get



thethree goatsand shewould takethetwo cows. She also promised to lovehiscowsas
much ashedid.

At first hedid not understand the reason behind thisdeal. He did not see what
helpit would beto himto givetwo cowsto the old woman and bring back threegoatsin
return. He called it unreasonable; He said that hedid not have grainsto feed himself and
his mother, so how could he feed the three goats? However, the woman was of a
different opinion and still suggested that he should accept the exchange. She said that
thiswould be a better deal than simply selling the cowsfor cash. She added that the
goatswould bring him fortune and happinessoneday.

Questions:

1. Whom did Sindhu meet on hisway to selling the cows?
2. Why wasthat person going to the market?

3. Why and wheredid they rest?

4. What reason did Sindhu givefor hissadness?

5. What wasthe deal between thetwo?

6. Why did Sindhu think the deal wasunreasonable?

7. How did the old woman reassure him?

Passage 12

Count Leo Tolstoy wasborn on 28 August, 1828 into aRussian family of nobility. Heis
awell-known modern Russian novelist and short story writer and agreat socia reformer.
Hewasthefourth of five children of Count Nikolai Ilyich Tolstoy and CountessMariya
Tolstaya, both of whom died when hewas quite young. Unableto concentrate on studies
duetoamental crigs, Tolstoy left universty inthemiddle of hisstudies. Returning home,
he founded schools for his serfs’ children. Tolstoy was greatly influenced by Victor
Hugo. He a so wrote plays and essays. War and Peace and Anna Karenina are two of
hismost famed works. Tolstoy was known asa complicated and paradoxical persona.
His moralistic and ascetic views were extreme. This was due to amoral crisis and
spiritual awakening after which he became amoral thinker and social reformer. His
works such as The Kingdom of God isWthin You, greatly influenced important modern
thinkers as Gandhi and Martin Luther King. Tolstoy, in his short stories, attemptsto
convey aredligic portrayal of Russian society during that time. Tolstoy died of pneumonia
on 20 November 1910.

Questions:

1. Whowas Count Leo Tolstoy?

2. Whenwas Count Leo Tolstoy born?

3. Why did Tolstoy leave university in themiddle of hisstudies?
4. WhowasTolstoy greatly influenced by?

5. Name two of Tolstoy’s most famed works.

6. Who werethe modern thinkerswho wereinfluenced by him?
7. What does Tolstoy convey in hisshort stories?
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Passage 13

An elder sister cameto visit her younger sister inthe country. The elder wasmarried to
atradesman intown, theyounger to apeasant inthevillage. Asthe Ssterssat over their
teataking, theelder began to boast of the advantagesof town life: saying how comfortably
they lived there, how well they dressed, what fine clothes her children wore, what good
things they ate and drank, and how she went to the theatre, promenades, and
entertainments.

Theyounger sster waspiqued, andinturn disparaged thelife of atradesman, and
stood up for that of a peasant.

‘I would not change my way of life for yours,” said she. “We may live roughly, but
at least we are free from anxiety. You livein better style than we do, but though you
often earn more than you need, you are very likely tolose al you have. You know the
proverb, “Loss and gain are brothers twain.” It often happens that people who are
wealthy one day are begging their bread the next. Our way is safer. Though a peasant’s
lifeisnot afat one, itisalong one. We shall never grow rich, but we shall always have
enoughtoeat.’

Theelder sster said sneeringly:

‘Enough? Yes, if you like to share with the pigs and calves! What do you know of
elegance or manners! However much your goodman may slave, you will die as
you are living - on a dung heap - and your children the same.’

‘Well, what of that?” replied the younger. ‘Of course our work is rough and coarse.
But, on the other hand, it is sure, and we need not bow to anyone. But you, in
your towns, are surrounded by temptations; to-day all may be right, but to-
morrow the Evil One may tempt your husband with card, wine, or women, and all
will go to ruin. Don’t such things happen often enough?’

Pahom, the master of the house, waslying on thetop of the stove and helistened
to the women’s chatter.
Questions:

Who cameto visit whom in the country?

Who waseach married to?

What were the advantages of town lifethat the el der sister elaborated?
What did the younger sister say in defence of lifein the country?

How is country life ‘safer’ than life in the city?

o g A~ WD PP

How would the evil onetempt meninthecity?
7. Who was Pahom and what was he doing?

Passage 14

Rajagopal achari (1878-1972) wasthelast Governor-Genera of India. A lawyer, politician
and thinker, Rajaji was a close associate of Gandhi during the Indian independence
movement. Bes desbeing the Governor-General of India, he served asthe Chief Minister
of Madras, Governor of West Bengd and theHome Minigter of Indiaduring hislongand
distinguished political career. Rajagopal achari wasvery well-knownin Tamil literary
circles. Hetrand ated both Mahabharataand Ramayanainto Tamil and madeit popular



across the globe. These were printed between 19541955 in the magazine Kalki. Rajaji
had akeeninterestinlaw. Hepursued agraduationinlaw at Presidency College, Chennai
and became alawyer. Rajgji founded the Swatantra Party and was compl etel y against
using nuclear weapons and was all for disarmament. He was an ardent advocate of
world peace.

Questions:

1. Whowasthelast Governor-General of India?

2. What were some of the posts held by Rajgji during hislong and distinguished
political career?

. What werethe great trand ationsundertaken by Rajgji?
. What course of study did Rgjgji pursuein college?

. Which politicd party did hefound?

. What washe against?

7. What did he advocate?

o 01~ W

Passage 15

The two great Hindu Sanskrit epics—the Ramayana by sage Valmiki and the Mahabharata
written by the sage Ved Wasa—nhave had a special bearing on the culture and civilization
of India, down the ages.

The 100,000-verse Mahabharatais supposed to have been composed between
second century BC and AD second century. Written later, it isamore complex work
than the Ramayanaand isthe story of adynastic struggle culminating in abattle between
thetwo sides of the samefamily. The epicisasmuch amoral and philosophical taleas
ahistorical one, for the battle of Kurukshetra hastaken placein the heartsof all men
from times immemorial. In Krishna’s answers to Arjuna’s tormented queries, are the
answers each of us needs to know, in our own way, in our own dilemmas. The real
meaning of the Mahabharataisrelevant to useveninthelast quarter of thetwentieth
century. Thereinliesitsgreatness. Therein liesits sacredness.

Thesetwo epics, with their masterly use of mythological references, folklore,
ingruction and ahogt of literary devices, embody thefinest in Hindu thought and wisdom.
Their authors have sought to reach the mind, heart and soul of thereader. Eventothis
day they continueto give asense of direction and meaningto humanlife.

Questions:

1. Namethetwo great Hindu Sanskrit epics.

2. Who werethey written by?

3. What isthe theme of the M ahabharata?

4. Which battle has been mentioned in the Mahabharata?
5. Where can wefind the answersto our own dilemmas.
6. What have the authors of the epics sought to do?

7. Why arethe epicsrelevant even today?
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1. What do you
understand by
comprehension?

2. What do
comprehension
passages test?

Self-Instructional
70 Material

Passage 16

One day, King Santanu saw avery beautiful woman by the riverside and asked her to
marry him. He did not know that she wasthe Goddess Ganga. Gangareplied that she
would marry him on one condition—the King should never ask her who she was or
where she came from. He should al so not say anything displeasing or ask her about her
actions—no matter how her conduct was. Santanu agreed and they got married. After
someyears, Gangahad achild. Shetook the new-born baby and cast himintotheriver
Gangaand came back smiling. Santanu was horrified but because of hispromise, hedid
not say aword. Thisway, shekilled seven children.

When she was about to throw the eighth child into theriver, Santanu broke his
promise and stopped her. Gangatold Santanu who shewas and why shekilled the other
children.

Questions:

Who did King Santanu see by theriverside?

What did he say to her?

What wasthe condition laid down by thewoman?

Did Santanu agreetoit?

What did Gangado with the new-born baby?

Why did Santanu not speak even though hewas horrified?
How many children did Gangakill?

N o g b~ w DN

3.3 PARAGRAGH WRITING

The definition of a paragraph to alayman can be given as a series of coherent and
organized sentencesthat areall connected toasingle specifictheme/topic. Asawriter,
your attempt should beto organizeinto paragraphs, any piece of writing that comprises
more than acouple of sentences. Paragraphs help the reader identify the various parts
of apiece of prose or an essay; they help identify where the essay beginsand whereit
ends.

Whether a paragraph contains a series of events, compares two incidents or
things, describesaplace, discussesanindividua or anopinion, onethingit will definitely
haveisatopic sentence. You will read about thisand other elementsin thefollowing
paragraphs.

A paragraphisaspecific portion of written or printed text that deal swith aspecific
idea. Thisportion usually beginsonanew linewith anindentation.

It usually formsapart of alarge piece of text or composition, such asan essay, a
prose chapter or astory. However, we can a so treat aparagraph asaseparate, complete
and stand-aloneunit. Itisashort literary composition comprising acontinuous series of
meaningful sentencesthat are properly linked and together bring out asystematically
devel oped unit of thought. The basic purpose of a paragraph isto not only widen the
perspective of thelearner but also expand hismental horizon and hel p hiswriting skills.



Paragraphs can be of many types as discussed:

(1) Narrative paragraphs: This type of paragraph records an event or
happening inachronological manner. The event or incident could bereal or
afigment of theimagination. The mainideaishighlighted inthebeginning,
and the elementsarethen unified using sentences. The concluding sentence
usually sums up the effect of the event. Some examples of this type of
paragraph are a piece of prose on A visit to a national sports meet or A
trip to the market. Such paragraphs comprise chronological accounts of
personal experiences. Coherencein such paragraphsisachieved by using
adverbial expressionsof time, for example, then, when, meanwhile, the next
day. These experiencesare usually narrated in the past tense.

(2) Descriptiveparagraphs: Such paragraphscomprisedescriptionsof places,
objects, events and individuals depicting the individual’s perspective in
responseto such situationsand objects. Anideal husband, A good student,
Life of a sportsperson, are examples of descriptive-writing.

Thedetailsin such paragraphsare spatialy arranged in order using adverbias
of timeand placein order to givethe detail sastructured pattern.

3.3.1 Paragraph Writing Process

If the outlines of the paragraph and thetitle are available, the paragraph can be easily
developed using the hints. Of course, appropriate conjunctionsand linking wordsand
phrases can be used generoudly to bring about the desired continuity and spontaneity of
thought.

Inthe absenceof guidelinesor hintslikethetitle or paragraph outlines, aproper
planisrequired to make paragraph-writing effective. Thefollowing steps could be
followed:

- Topic selection: Keepinginmind the broad areas of interest, the topic should be
first selected. It should be onewithwhichthewriter ismost familiar, involving his
personal knowledge and experiences. Heneedsto think clearly and have complete
understanding of thetopic before he canwrite.

- Satement of idea: Themost dominant ideashould be stated in theintroductory
statement or sentence. The subsequent statementsin the paragraph should be
built up around thismain theme or idea. Thissentence could also bereferredtoas
thetopical sentence. Thetoneand style of theintroductory sentence should be
capable of drawing and sustai ning the attention of the reader.

- Information gathering: The contents of the paragraph can be devel oped only
whenal therequired information and material related to the concerned paragraph
are put together as a meaningful whole. To unify the various elements of the
paragraph, there should be certain supportingidess.

- Conclusion: Oncethe content islogically organized, the paragraph should reach
aproper conclusion. This conclusion should wind up the paragraph by either
reiterating the main themeforcefully or by highlighting the effect of the event or
experience onthemind of the narrator.
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Generally, you will find that the first sentence of a paragraph is a topic sentence. It

contains the topic and an opinion on thetopic. It does not give any supporting ideas
NOTES which cannot be avoided in the sentencethat isto follow. Therewould beat least two or
three sentencesto support the mainidealideaswith exampl es, reasons, comparisons, or
even anecdotes. Theend of the paragraphisasgood asitsbeginning. Therefore, the
conclusion usually reasserts the writer’s opinion without expressing it in words used
ealier.

Towrite an effective, clear and good paragraph, the following points should be
keptinmind:

- Thewriter should ensurethat heisvery clear about what he wantsto write.
There should be clarity in thought and also in the way these thoughts are
expressed.

- Thelanguage used should bes mple. Thethoughtsshould belucidly expressed
using crisp sentences.

- Thethoughts and facts expressed should flow in alogical sequence so that
thereiscontinuity and spontaneity. The natural flow should not belost.

- Theeventsbeing expressed or described should be placedinthenatural order.
They could be arranged as per the importance or as per the chronological
order.

- Connectives can be used to bring about coordination of sentences. Next, then,
when, after, there, near, next, etc. can be used to refer to the time and place.
Transitional words can be used to carry forward anideaor debate. Besides,
on the contrary, in other words, in addition, on the other hand, etc. Other
sentence linkers depicting cause-effect rel ationship can also be used such as
hence, since, therefore, thus and in short. Sill, however, nevertheless and
but can also be used to achieve structural coordination. In addition, writerscan
also userhetorical or parallel sentencesfor effect.

- The paragraph can be given animpressive form by using variety in terms of
vocabulary.

- Thewritten text should be revised onceto get rid of grammatical and spelling
errorsand even wrong punctuation.

- Duringrevision, all material that isirrelevant should be deleted. Digressions
could berectified and repetitionscould be avoided.

- Theparagraph should bewithintheword limit, and be preci seand to-the-point.
3.3.2 Sample Paragraphs

1. Interview: Its Various Aspects

Insocia and businesslife, therearevarioustypesof interviews. Theinterviewees stand
to gain and benefit when they put up their best during the interview. It is therefore
expected that the candidatefor theinterview showsahigh level of keennessto faceand
dowell intheinterview. Thisshould trandateinto reaching ontime, being presentable,
listening well, communi cating sincerely and proj ecting proper body |anguage on the part
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of theinterviewee. It isal so expected that the interviewer doesthe utmost to makethe
interviewee comfortable, and the process of theinterview ispleasant, whatever bethe
outcome. Thejobinterview, although apowerful factor in the empl oyee sel ection process
inmost organi zations, may not deserveall of the attentionit receives. Other background
checking and work history references provide the much needed factual information, to
make hiring decisions. Nonetheless, the job interview remains key to assessing the
candidate’s cultural fitand to effectively selecting the people who best fit the organizational
needs. To dothis, interview process, questions, and exchanges must belegal, ethical,
and must never offer assurancesthat potential staff can interpret aspromises.

2. Physical Barriersthat Hamper Effective Listening

Noise, poor acoustics, malfunctioning of the mechanical devicesbeing used, frequent
interruptionsand uncomfortabl e seating arrangementsare physical barriersthat hamper
effectivelistening. Thefirst step of thelistening processishearing and extraneous noise
disturbsthe hearing process. Extraneous noise disturbsboth thelistener and the speaker.
In case adevicelike microphone or tel ephoneisbe ng used, then the mal functioning of
thedevicewill act asahurdleor it may a so result in thefailure of transmission of the
message from the speaker to thelistener. Poor acoustics of the room or uncomfortable
seeting arrangements may makeit difficult for thelistener to concentrate on the speaker.
Interruptions by other peopleor by thetelephonewhile someoneisspeaking disturb the
concentration of thelistener, frustrate the speaker and makethe listening processless
effective. Message overload, whichinvolveslistening to alot of information one after
another also makesitimpossibleto listen attentively after acertain point.

3. Group Discussion: A General Overview

Group discussonsareavery important agpect of group communication. Group discussion
isacrestiveand dynamic activity which stimulatesrefl ectivethinking among the members.
Group discuss on may be defined asan activity inwhich asmall number of personsmeet
faceto face and exchange and share ideas freely or attempt to reach adecision on a
commonissue. Group discuss onsare ungtructured andlessformal compared to meetings
or conferences wherein specific roles are assigned to the participants. In a group
discussion, an individual’s thought process is influenced by the views and opinions of the
other members. It also dependson whereand inwhich direction themood of thediscussion
moves. In agroup discussion, each participant isfreeto speak hisviews. A successful
discussoninvolvesboth listening and speaking.

4. Effective Speaking Skills

Aspresentationsare delivered ordly, under relatively public circumstances, they require
somespecia communi cation techniques. A presentation isaone-timeevent. Though the
audience may have achanceto listen to the recorded speech, they missthe opportunity
of exchanging their viewsand appreci ating the speaker. Therefore, you must make sure
that each member of the audience hearswhat you say and remembersit. To do so, you
must capturetheir attentionimmediately and keep them interested. Effective speaking
requiresvoice control, good presence of mind, and ability to use effective body |anguage.

Comprehension
and Composition

NOTES

Self-Instructional
Material

73



Comprehension
and Composition

74

NOTES

Self-Instructional
Material

5. Relationship Between Meetings and Conferences: Similarities and
Differences

Meetingsand conferenceshave becomeanintegral part of businesslife. They fecilitate
exchange of views and as such constitute an important means of interactive
communication. Both conferences and meetingsrefer to an assembly of personswho
cometogether and deliberate on topi cs and i ssues of communicableinterest.

So common are they in today’s business and organizational environment that it is
inconcelvableto think of any person associated with bus ness organi zationswho has not
beeninameeting or conference. Both these interactive forumsfacilitate face-to-face
discussions that take place at various levels. They may be employer—employee meetings,
employee-employee meetings and conferences, employee—customer meetings, and so
on. Mestingstake place more often than conferences, and also rel ate to fewer persons.
Whilethere can be ameeting of even two persons, aconference normally connotesan
assembly of alargenumber of people. Similarly, meetingsmay take place any number of
timesduring aday or aweek, while conferences are normally scheduled annualy, bi-
annually, and so on. While meetings can be both pre-planned and impromptu, conferences
are, by and large, planned in advance. While some distinction has been made here
between meetings and conferencesascommonly followed in practice, thedistinctionis
by no meansvery rigid. Thereisacertain overlap between thetwo in actual practice.
Onemay say, for exampl e, that the Chief Executiveisin conference with the General
Managers. Thedictionary refersto ameeting asan assembly of persons, especially for
entertainment, workshop, etc. whereas aconferenceis described asameeting of any
organization, association, etc. for consultation, deliberation, and so on. Meetingsand
conferences, when effectively organized and conducted, can play asignificant rolein
businesscommuni cation.

6. Publicity as a Key Factor of Promotional Strategy

Publicity relatesto the efforts an organization makesto be constantly in the public eye.
In contrast to advertising, publicity is normally ‘free’, in the sense that no media costs
areinvolved. Unlikeadvertising, publicity isnot paid for in terms of newspaper space or
radioand TV time. Publicity isanimportant facet of any promotional strategy, andisa
must for any organization keen on sustai ning itsimage and market presence. Business
organizations resort to a wide variety of publicity measures such as exhibitions,
demondtrations, seminars, sponsorships, buspane s, maintenance of fountainsand parks,
postersand banners, sports events, stickersand balloons, neon lights, pamphletsand
brochures, gift articles, press conferences and meets, traffic umbrellas, tradefairsand
competitions. Every such opportunity isused to take amessage to the public. Larger
bus ness organi zations have dedi cated publicity departmentsor teamsworking out varied
publicity campaigns and initiatives. The adage ‘out of sight, out of mind” is very relevant
in today’s competitive environment. Publicity efforts endeavour to create and sustain
high visibility to the bus ness organization acrossa| relevant sectionsof the public.

7. Direct Marketing

Direct marketing has emerged asavery significant areaof the range of promotional
effortsmade by an organi zation. Direct marketing refersto direct mailing or delivery of
product and company-related literatureto thetarget groups.



Pamphlets, brochures, charts, bookletsand other such material aremadeavailable
directly by the business organization. The objective hereisto communicate and gain
attention and response from the target sections. Specialized agencies are also often
hired by the businessesto devel op effective direct marketing strategies. Thiswould
involve attractive designing of thedirect marketing literature, creation of adatabase of
target sections, timely delivery and follow-up efforts. Theresponseto direct mailing s,
however, often quitelimited. Nevertheless, sinceitiscost effective, thereisagrowing
interest in thismethod of businessto public communication.

8. Questionnaires. Meaning and Purpose

Questionnairesareformal, written communication consisting of aseriesof relevant and
structured questions sent by the researcher to thetarget groupsfor eliciting therequired
information. The questionnaire method of obtai ning dataiswidely used for conducting
product studies, market studies, impact studies, etc. The questionnaires may be
administered by post (postal questionnaire) or by meansof person-to-personinterviews
by calling on the respondent (personal interview).

The businesscommunicator should learn the skill of designing the questionnaire
so that they elicit therequired information in asequential, unambiguous and reader-
friendly manner. Thereplies sought through the questionnaire should be amenable to
manual and mechanized tabulation and meaningful interpretation.

9. Mass Communication

Mass communication isessentially agame of numbers. Theobjective hereisto reach
out with the purpose of providing specific or general information, influencing thethinking
of thetarget group, and eliciting acertain action or response.

Newspapers, periodicalsand other productsof journaism essentially seek toinform
andinfluence. On the other hand, advertisements, hoardings, posters, etc. strivetoinform,
influenceand a so dlicit response or action. Questionnaires, observational methodsand
research studiesare other typesof communication that aim at eliciting information from
numerous target individuals, towards making well-defined assessments. These are
interrogatory in nature.

10. Communication Design

Communication designisamixed di scipline between design and informati on devel opment
whichisconcerned with how mediaintermission such asprinted, crafted, electronic
mediaor presentationscommunicate with people. A communication design approachis
not only concerned with devel oping the message asi de from the aestheticsin media, but
alsowith creating new mediachannel sto ensure the message reachesthetarget audience.
Communication design seeksto attract, inspire, create desires and motivate the people
to respond to messages, with aview to making afavourableimpact on the bottom line of
the commi ssioning body, which can be either to build abrand, move sales, or for some
humanitarian purposes. Itsprocessinvol ves strategi c businessthinking, utilizing market
research, crestivity, and problem-solving.
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11. Perception: Its Several Interpretations

The word ‘perception” has many shades of meanings according to the dictionary. It can
mean ‘an act or power of perceiving’, or ‘discernment’ or “appreciation of any modification
of consciousness’. It could also be used to indicate ‘the combining of sensations into the
recognition of an object’, ‘reception of a stimulus’ or “action by which the mind refers its
sensations to external objects as cause’ and so on. Perception implies discernment,

reception of astimulusand an act by which the mind refersits sensationsto an externa

object ascause. In other words, perceptionisaprocess of making sense out of events.
It isaprocess by which we perceive the meaning of any event. In the organizational

context, the commonly used word is ‘role perception.” As against a defined role, there is
aperceived role. The definition may or may not be adequate. It isthe attitude of an
individual that will influence the perception of the role—whether to confine to the defined
roleor to go beyond it. Great |eadersand achieversbring their own perceptionsto the
legally or organizationally defined roles. It issuch positive perception that hel ps people
become more creative and makes human endeavour much more meaningful.

12. Definition and Significance of Narrative Writing

Narrativewritingisameansof telling astory. However, itispolesapart fromtelling a
story loudly. You have to remember that narrating a story is not the same as writing
down the same story. During narretion, the narrator may forget certain pointsor highlight
certain sectionsmorethan therest or may even add some points. Whilewriting astory,
on theother hand, the narrative writer hasto keep in mind the charactersof the story as
well astherolesplayed by each one of them, thetheme of the story, the tone used by the
charactersand their expressions, etc. Most importantly, thewriter should ensurethat a
certain flow is maintained in the story for the sake of sustaining the interest of the
readers. Creativewriting isknown asnarrative writing. A narrative writer writeswith
theaim of entertaining the reader. Hence, most compl etely devel oped narrativefiction
or non-fiction should beginwith anintroduction to the central theme. Thistheme should
then be devel oped followed by an engrossi ng and action-packed middl e before coming
toamemorableend.

13. Importance of Public Relations

Public Relations (PR) isthe practi ce of managing theflow of information between an
organization and the public. Publicrelaionsgainsan organization or individua, exposure
totheir audiencesus ng topicsof publicinterest and newsitemsthat do not requiredirect
payment. Because publicrelaionsplacesexposurein crediblethird-party outlets, it offers
athird-party legitimacy that advertising doesnot have.

Common activitiesinclude speaking at conferences, working with the pressand
employee communication. PR can be used to build rapport with employees, customers,
investors, voters, or the general public. An organization that isportrayed inthe public
arenaemploys somelevel of public relations. A number of specialtiesexist withinthe
field of public relations, such asanalyst relations, mediarel ations, investor relationsor
[abour relations.



14. Working Pattern of an Advertising Agency

Likeany other organization, an advertising agency worksin ateam format basis. The
peoplewho create the actual adsform the core of an advertising agency.

Next comesthe account management department. Account management isthe
salesarm of the advertising agency. They areresponsiblefor coordinating the creative,
media, and production staff behind the campaign. Next isthe creative servicesteam or
the production team. Thisdepartment cons stsof those employeeswho areresponsible
for working on the creative, media, and productioninthe campaign. An often forgotten,
but till very important, department within an advertising agency istraffic. Thetraffic
department regulatesthe flow of work inthe agency. It istypically headed by atraffic
manager (or system administrator).

Traffic increases an agency’s efficiency and profitability through the reduction of
falsejob starts, inappropriatejob initiation, incompleteinformation sharing, over and
under-cost estimation, and the need for mediaextens ons. Some of thebiggest commercia
advertising companiesin Indiainclude MudraCommunication, Pressman India, Thomson
Associates, Lintas, and Percept Holdings. They boast of having the best of clientswith
excellent reputation attached to them.

15. Relevance of Speech in Everyday Scenario

Speeches can be delivered as an extempore or impromptu or they can be prepared and
delivered. A person may beinvited to speak asaguest at aseminar; asubject matter
expert or professor can be asked to speak on his subject and explain certain issues
related to his subject to alot of interested students; one of the invitees at an official

dinner may be casually called upon to say afew wordsat the end of thedinner; ateam
member may be asked to give a speech to welcome a new entrant to the group or to
thank, praise or bid farewell to an old member of the team; adirector may be asked to
deliver a speech about the progress of acompany at aboard meeting, aCEO may be
asked to speak to the mediaabout hiscompany at apress conference. Whatever bethe
Situation or occasion, inorder to be effective, speechesneed to be structured. They can
be structured in many ways; it isup to the speaker to decide on astructurethat hefinds
most convenient or suitable.

34 FORMAL LETTER WRITINGAND PRECIS
WRITING

A letter is a permanent and tangible record of aformal relationship. It is generaly
writtenfor enquiry, to giveinformation, giveinstruction, or to persuade the recipient
towards the desired action. A well-written formal letter can achieve much for apurpose.
It can act asan effective sales person, create goodwill, strengthen therel ationship with
customer and act asasource of reliable, useful information.

Because of itsimportanceit isamust that formal | etters be effectively written
and maintain conformity to certain standards. A badly written letter reflects poorly on
theorganization andisacause of embarrassment to themanagers. Someof thedeficiencies
of apoorly written | etter are summarized bel ow:
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- Lack of clarity

- Poor use of words and expressions

- Incorrect spellingsand grammatical errors

- Tooshort or very lengthy

- Factually incorrect

- Too much of jargon and technical words

- Offensvelanguage

- Lackingincourtesy

- Absenceof relevant information or too much information

- Useof poor quality ink, paper etc.

- Wrong address/No address

Businessisall about creating goodwill, favourableimpressons, attracting attention,

creating interest, wooing customers, reaching prospects, and building relationships. All
thiscallsfor consciouseffort, concerted action and correspondence on aregular basis.
Asthishasto bedoneinaworldthat isfull of competition, one bad |etter can cause

avoidable damage to the reputation of the business. Badly written letters cause
embarrassment to the people involved in the business and show the organization in

poor light.
3.4.1 Parts of a Business Letter

A businessletter consistsof thefollowing essential parts:

1. Heading: Business|etters arewritten on letterheadsthat show the name and
address of the organi zation, itstelephone and fax numbers; the Internet and e-
mail addressesalong with thelogo of the company. At thefoot of the page, the
address of the ‘registered office’ and a registration number might appear.

Only thefirst page of any letter on | etter-head stati onery, with subsequent pages
on blank pages. The heading also consists of a ‘reference’—this could be a file
number. Itindicates the company’s reference or the recipient’s if this is a continuing
correspondence.

Theheading aso consistsof adate. Therearetwo stylesof writing the dateson
which the letter must be written—DBritish style (25" April 2007) and American
syle(April 25,2007).

2. Nameand addressof ther ecipient: The name and address of therecipient as
itwill appear onthe envelopeisa so mentioned intheletter. Thisensuresthat the
letter reachesthe correct person even if the envel ope getsdamaged. The name
includesthetitle of the person (Mr, Ms, Dr).

3. Opening salutation: Salutation isaway of addressing the addressee. The
words generally depend upon therel ation of thewriter with the addressee.

Although ‘Dear Sir’ or ‘Dear Madam’ is still used in very formal correspondence,
itisalittle old-fashioned and organizationsnow prefer to use amore personal
approach.



4. Subject line: Thisisoften omitted, but itsinclusion meansthe reader can quickly %Oréprehef!ﬁon
see what the letter is about. Subject heading is prefixed with the word “ Subject’ and ~-omposttion
or ‘Sub’or ‘Ref’ and underlined to make it more prominent.

Let ustakean example: NOTES

Subject: Request for quotation
Ref: Our letter No Pur/134/ 07 Re: Delay in receipt of goods

5. Main body of theletter: Thispart containsthe actual message/content of the
letter. If consists of several paragraphs. Always leave a line space between
paragraphs. Thefirst paragraph is the introductory one which may include a
referenceto aprevious correspondence or atelephonic conversation. Themiddle
paragraphs constitute the main body and deal with the subject matter. The last
paragraphisthe concluding paragraph and states the expectation of someaction.

6. Complimentary closure: It isa polite, formal way to end aletter. Standard
formsare Yoursfaithfully or Yourssincerely. The complimentary closure must
match the sal utation.

Dear Sr or Dear Madam matches with Yours faithfully
Dear Mr Smith matches with Yourssincerely

7. Signature space: Leave spacefor thewriter to sign theletter, usually about 5
blank line spaces. Thesgnatureiswrittenin handwriting bel ow the complimentary
close. The name and designation of the person signing the letter are printed
below signaturefor clarity.

8. Enclosures: Incaseany documentsare being sent with theletter, it isindicated
on the left hand bottom corner of the letter. It is abbreviated as ‘Encls’ or “‘Encl’
and after the abbreviation isgiven the number of enclosures.

3.4.2 Layout of a Business L etter

These days, thereisatendency to adopt afriendly and informal style. However, you
should follow an established type or form to avoid inconvenience, confusion and wastage
of time. The company’s in-house style includes rules on the layout of its business letters.
A proper layout also givestheletter aformal look.

For most business letters, single line spacing is used as this givesthe letter a
compact look. In case the letter is very short, you may need to use double spacing.
Therearevariousstylesof layoutsavailablefor businessletters. In different formsthere
aredifferent systemsof indentation followed. Thevariousstylesinclude:

- Fully indented tyle

- Semi indented style

- Fully blocked style

- Modified blocked style

1. Fully indented style

This style has become old fashioned and is being fast replaced by other styles. Each
paragraph appears prominently in this type of layout. This style is at times found

cumbersome because of itsnumerousindentations. It hasthefollowing characteristics: ' syt instructional
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- Theletter istypedinsinglelinespacing.

- The subject heading istwo line spacing below the salutation whichisthreeline
NOTES spacing bel ow theinside name and address.

- The paragraphsare separated by doubleline spacing.

- The complimentary closure beginsat the centre of thetyping lineand the typed
signature and designation follow ten spaces and five spaces asis determined
depending on thelength of thetwo.

- Theinside addressisoffset to give the letter abalance.

Fully Indented Style

Heading — Name of the Company

Company’s Address

Phone No.

Date

Our Ref No.
Your Ref No.

Inside Name

Address

Salutation

Subject

| Body of the Letter

Complimentary Close I

2. Semi indented style

Thisisamodified verson of thefully indented style. It hasthefollowing characteristics:

(i) Theinside name and address does not have any indentation and isin a block
form.
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(ii) Thecomplimentary close and designation are typed evenly acrossthe centre of Comprehension

thetyped line. However, sometimesthey are placed to theright hand side. and Composition
(i) Thisstyle providesaneat and compact ook because of the block form of name
and address. NOTES

Semi Indented Syle

Heading — Name of the Company

[nside Name

& Address

ICompI imentary Close |

|Si gnature & Dcsignatinnl

3. Fully blocked style

This isa modern style and is most commonly used. Earlier the ‘indented” format was
used for business letters, but as a result of word processing, the “fully blocked’ format is
themost commonly used one now, asit savestime setting up tabsand indentsand the
letterslook more neat and tidy. It hasthefollowing characteristics:

(i) All typed entriesincluding date, ins de name and address, subject line paragraph,
complimentary close, S gnaturesbegin at theleft-hand margin, formingavertica
line down the page.

(i) Thereisacomplete absence of punctuation marksfrom the date, salutation, the
complimentary close and the end line of theinside name and address.

(i) Insomeletters, the date and complimentary close are placed towardstheright
margin so asto give theletter amore balanced appearance. Thisstyleisknown
assemi-blocked style.
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Name of the Company

Address &
NOTES Phone No.
Inside
Name &
Address

Salutation

Subject

Body of the Letter

|C0mplimcntar}-’ Close |

|Signalurc |

| Designation l

4. Modified blocked style

Thisstyleissmilar tothefully blocked style. Thedifferencein thisstyleisthat the date,
subject heading and the complimentary close signature are placed like semi-indented
style. There is a treble line spacing between paragraphs to differentiate between
paragraphs as paragraphs do not haveindentation.
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Name & Address of the Company

Inside NOTES
Mame &
Address

Satutation

|f.'mnplimenl:n'_\' (flm:el

3.4.3 Types of Business L etters

Businessare of numeroustypes. They may bebigor small, old or new, local or national,
public or private, proprietary or partnership, monopolistic or competitive, manufacturing
or service units, and so on. Nevertheless, by and large, all these businesseshave certain
common concernsand approacheswithin any given businessenvironment. They deal
with peopleinternally aswell asexternally. They havetheir stakeholdersin owners,
employees, customersand the community. Businessesare al so organized into various
functiona areas such aspersonnel, marketing, sales, purchase, accounts, administration,
secretarial and so on. Business|ettersare of awide variety and emanate from all these
sources. Similarly, peoplewho deal with these businessesalso correspond with all these
departmentsat some stage or other. To be ableto correspond effectively with all these
departmentsunder variousbusinesssituations, one hasto familiarize oneself with various
typesof |ettersand their features. Although the genera principlesof good letter writing
discussed earlier hold good, the approach will haveto vary depending upon thefunctional
areatowhichtheletter relates.

When we refer to various types of business letters and their replies, we are
covering lettersthat move both ways, i.e. lettersfrom business organi zationsto various
other agenciesaswell asindividual sand other agenciesto bus nessorganizations.

Some common areas of business correspondence or the specific typesof |etters
with which abus ness|etter-writer should bewell versed areasfollows:
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1. From the purchase department

- Cdlingfor quotationsfor productsand services
- Inviting tendersfor jobsand supplies

- Asking for samplesand drawings

- Placingtest orders

- Placing orders

- Statusenquiries

- Technical bidsand commercia bids

When we refer to tenders, quotations and orders, it must be emphasized that

there arefinancial implications. The subject matter and the detail s of the quotation,
tender or order haveto be specifically and clearly stated so that thereisno ambiguity.

Specifications or detailswhich must be unambiguously mentioned should cover

thefollowing:

0

(i)

(il

(iv)

V)

Number or quantity: Giventheeconomiesof scale, the cost would vary depending
upon the quantity or volume of thework order. Moreover, some businessesmay
not evinceinterest if the quantity or size of thejobissmall or uneconomical. The
letter calling for quotationsor inviting tenders should therefore clearly statethe
size of the order or quantity of supply.

Quality or specifications: Modern bus nesses attach considerablesignificance
to the qualitative aspects of any job. Supplierswho do not conform to present
acceptable standards are often rejected. In view thereof, it isimperative that the
gualitative dimensions such as strength, thickness, purity, colour, texture, age,
weight, accuracy, etc. areclearly stated. Thiswill also ensurethat thosewho are
not in aposition to meet the required standardsor quality levelsdo not respond.

Ddiverytime: Thethird dimenson of Sgnificancewhilecallingfor orders, tenders,
guotations, etc. istime. Thetimetakenfor delivering thesuppliesor executingthe
order hasto be covered. For many businesses, timeismoney. Time overrunsof a
project under implementation trandateinto cost overrunsand therefore, execution
or delivery time needsto be specifically stated.

Additional unit: Whilecalling for quotations, quite often, apart from mentioning
thefixed number or quantity, quotesare al so sought for every additional unit. For
example, if itisan order for printing abooklet, the quotation called for will be, say,
for 32 pages, and al so plus or minus every four pages so that calling for fresh
guotationsin casethereisasmall variationintheorder sizeisavoided.

Calling for quotations, tendersor orders presupposesacompetitive scenario and
the intention isto get the most competitive offer. It istherefore essential that
quotationsor ordersare sought in such away that evaluation of aternative quotes
isfacilitated.

Responsetime: Orders, tenders, etc. relateto the purchase of material, execution
of ajob, completion of aprocess, and so on, which areundertaken asper thetime
schedule. Itisnecessary to Specify adate and even timewithinwhichtheresponse
isto be made. When the quotations and tenderscalled for relate to high-value



jobs, business organizations, especialy government and public sector unitsfollow Comprehension
an open and transparent system for opening the tenders. Any such procedure, and Composition
wherever applicable, hasto be stated while inviting tenders. In such cases, in

order to ensure confidentiality and fair play, the quotationsor tendersought to be

madein sealed covers. NOTES

(vi) Other aspects. Apart from the just mentioned points, there are often several
other rel evant aspects concerning orders, tendersand quotations. Thesewould
vary depending upon the nature of the work—whether it is supply of material,
execution of awork, acomprehensive project or turnkey order, etc. Theterms
and conditionsof the supplier or the service provider should be clearly ascertained.
If theratesquoted arevalid only for aspecific period, the sameisto be ascertained.
Correspondingly, the presence of any escalation clauseisalsoto beclarified. So
also, if accessoriesare apart of the quoted price and which are chargeable. In
order to avoid any likely ambiguity on account of negotiability of pricesandterms,
while calling for quotations and tenders, quite often the words, “your lowest offer,’
‘your most competitive rate,” “your best terms and conditions,” and such phrases
areused. Theideaisto ensure that the work specificationsare clear to all and
that they arein aposition to giverel evant and timely quotesto facilitate proper
assessments of relative merits.

We have, in the foregoing paragraphs, listed some key featuresrelevant in the
context of seeking quotationsand tenders. It isimportant to be clear about thetechnical
and other details of the job so that the communication can be clearly worded. Any
student keen on devel oping appropriate skillsin thisareashould study avariety of such
orders, tendersand other such related communication appearing in newspapers, trade
journalsand other sources, and build up aset of modelsfor use. Since the appropriate
model itself would vary depending upon the size, nature and complexity of thework, itis
essential that the principlesstated above are kept inmind.

Tenders

A tender isan offer or aproposition made for acceptance, such asan offer of abid for
acontract. A tender issomething that isoffered in return for aspecific payment, subject
to well-laid down terms and conditions. Tenders are invited by |arge organizations,
especidly governmentsand undertakings, for supply of items, construction of buildings,
roads, maintenance activities, and other such relatively high valueworks. Tendersare
invited to ensure competitive offers and transparent decision-making. Since substantial
monetary payments are associated with the process of inviting tendersand awarding
contracts, every care hasto betaken to ensureclarity, opennessandfair play. Inadvertent
omission of key/rel evant detail s could |ead to avoidable confusion, complaintsand legal
action.

Important pointsthat need to be coveredin atender are asfollows:
- Name of the organi zation and address
- Tender number and date

- Captionssuchas:
0 Tender notice
o0 Tender notification
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o Noticeinvitingtenders
0 Seadledtendersinvited
- Who can apply?—Sealed tenders are invited from:
o Classl civil contractors
o Established contractorshaving customshouse agency licence
0 Manufacturersor their authorized Indian agents, etc.
- Experience/Requirement:
0 With experiencein completing smilar work
o Satisfyingthedigibility criteriamentioned below
0 Who have supplied thetendered items successfully to other government
organizations
- Brief description of work or items/material to be supplied
- Contract period and/or delivery schedule
- Earnest money deposit
- Contact addressor authority
o For further details, please contact/writeto
0 Tender documents can be obtained from
- Date of issue of blank tender forms
- Cost of tender document—maode of payment
- Last date for receipt of sealed tenders—time
- Timeand date of tender opening
- Other relevant detailssuch as:
0 Amount of tender
0 Averageturnover (annual) for thelast 3 years
0 Technical bidsand commercial bids
0 Website
- Authority issuing thetender notice

We have seen that tenders can beinvited for supply of itemsor construction works, or
alsofor cleaning, upkeep, and maintenance. In order to eicit ahigh response, thetender
noticesarewidely advertised. At the specified time and date, thetendersare opened, in
the presence of representativesof the tender applicants, and therefore, afinal decision
istaken on the successful bids, and the sameiscommunicated inwriting. Thefollowing
exhibit illustrates how the organi zations communi cate the acceptance of the tender for
maintenance work.



SAMPLETENDERLETTER-1 Comprehension
and Composition

KoylaBhavan, 25, M.G. Road, Indore, M.P
NoticeInviting Tenders NOTES

Tender No:- BCL\JAB\JACK\1112
Date: 11 December, 2002

Sealed offersareinvited from manufacturers or their authorized Indian agents
who have supplied thetendered items successfully to Central or State Government
Undertakingsfor the supply of thefollowing items:

Supply of 200 Te Hydraulic Jacks — 8 numbers. LAST DATE FOR RECEIPT
OF TENDER: 28.12.2002 — 3:00 p.m. DATE AND TIME OF TENDER
OPENING: 28.12.2002 — 4:00 p.m. DATE OF ISSUE OF TENDER FORMS:
22.12.2002 TO 25.12.2002. Cost of Tender Document — X 200/-. Tender feeto
be paid by Demand Draft favouring M/s Bharath Coal Fields Ltd, Drawn on
Indore, M.P. Schedul e of tenderswith detail sof termsand conditions can be had
from the office of the General Manager (Purchase), Bharath Coal Fields Ltd,
KoylaBhavan, 25, M.G Road, Indore, M.P.

Assistant General Manager

(Purchase)
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SAMPLETENDER LETTER-2

M/sBeauty Cleaners “Global Mansions”
16, Princess Road, Mumbai — 400005
Worli, Mumbal.

Ref: GAL\UCM\M\105 10 February 2003
Dear Sirs,

Sub: Upkeep and Maintenance of Global AirlinesLtd.
Booking Officesin Mumbai.

Thishasreferenceto your tender dated 30 December 2002 for the subject work
and the subsequent letter dated 15 January 2003. | am directed to convey the
approval of your tender for an amount of X 35,000/- (Rupees Thirty-five Thousand
only) per month, inclusive of cleans ng materia sof approved quality and equipment
for the maintenance of all the six areas mentioned in thetender.

The contract will beinitially for aperiod of 6 monthswith effect from 1 March
2003 on atrial basis and the same can be confirmed as aregular contract at the
above-mentioned amount for afurther period of 30 months, if the servicesduring
thetrial period arefound to be satisfactory.

You should empl oy the requisite number of workersand supervisorsas mentioned
inyour tender onall days, including Sundaysand holidays.

You arerequired to remit an amount of ¥ 42,000/- (Rupees Forty-two Thousand
only) towards security deposit (being 10% of theannual contract value) beforethe
commencement of thework.

You arerequired to maintain aregister of attendance and wagespaid to your workers
deployed at various|ocations and such records should be made availablefor our
inspection asand when required.

For absence of workersand supervisors, X 80/- per day per head will be deducted
fromthemonthly bill.

A copy of Accepted Tender Schedulesand Conditionsisenclosed for your reference
and compliance. Your tender dated 3 December 2002 and your letter dated
15 January 2003 will form part of thiscontract.

You are requested to return the duplicate copy of thiswork order intoken of your
acceptance and acknowl edgement.

Thank You.
Yoursfathfully
For Global AirlinesLtd
SN Dixit
Assistant General Manager
Encl: Accepted Tender Schedule. (Finance)




Orders

Ordersare placed by business organizationsfor purchasesto be made by them. They
may befor purchase of acommodity, rendering of aservice, ingalation and maintenance
or any such activity. Ordersareto be specific and clear. An order isadirect request. An
order is notan “order’ or command. Hence, the statements need to be courteous and yet
clear cut. Specific areasto be covered while placing an order areasfollows:

- Order request: Thefollowing statementsare generally used:
‘Please send us the following items’
“We are pleased to place an order with you for the supply of’

- Description: Theorder should clearly statethetype of itemsor material, capacity,
number of itemsor quantity and rel ated detailsunambiguoudly.

- Rate: Therate at which the order is being placed should be clear and should
relateto unitsor quantitiesreferred to on the quotationsasfar aspossible. Mention
specific detailsclearly such asrate per piece, rate per metric ton, rate per 1000
ml, rate per box of 10 piecesand so on, asisrelevant. Mention whether any tax
or packaging chargeswould need to be paid or whether the rate/amount isall-
inclusve.

- Packaging specifications: Mention the specifications relating to packaging,
especially considering the breakage, transport and other such relevant factors.

- Délivery schedule: Clearly mention when, whereand inwhichlots, theitems
ordered areto bedelivered. Thisisespecially significant when there are penalties
for delayed delivery. Further, the delivery may not be at one place and instead
may be at different centres/offices. For example, an organizationthat isplacing
ordersfor calendarsor diariesmay place acentralized order but may instruct that
the delivery be madeto various offices/branches.

- Modeof payment: While placing the order, mention the mode of payment and
terms, if any. Paymentsare normally done by demand drafts or cheques payable
at specific centres/branches. If paymentsareininstalments, such detailsshould
beclearly stated.

- Validity: Any purchaser would liketo have theitems or goodswithin aspecific
time period, especially when the goods are perishable or seasona . The period for
which the order isvalid hasto be stated for ensuring clarity.

- Other termsand conditions. The ordersshould al so specify the other termsand
conditionsasarerelevant, such as special packaging, if any, discounts sought,
insurance detail sand conformity to samples.

Quotations

Quotationsrelate to offers sought by intending purchasers from intending sellers or
suppliersof goodsand services. When the proposed purchases are substantial and the
purchaser isinterested in getting competitive offers, quotationsare called for. Based on
their experience and enquiries, the probable suppliersareidentified or shortlisted and
thereafter, their quotationsare sought. Thus quotati ons have two phases. Thefirst part
iswhen the buyer calls for quotations from the seller. The second part is when the
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supplier responds and sends the quotations or offer with all the relevant details. On
many occas ons, the supplier may not wait for the request and instead send the quotation,
suo moto, for the cons deration of the buyer. Quotationsare sought and sent by business
organi zations asregular bus ness correspondence. Quotations become effective when
they result in specific orders.

Bothwhileinviting and sending quotations, due attention should begiventoall the
relevant detailsand specifications. Theseinclude:

- Description covering quantity and quaity

- Ratesand discountsfor bulk orders

- Mode and termsof payment

- Déiverytime

- Taxes, dutiesand charges

- Trangportation and delivery

- Samplesand approval

- Insurance, breakage allowed

- Guarantee period and after sales service

- Annual Maintenance Contract (AMC) details

Asclearly stated, in all these business|etters, due attention should begiventoaal
relevant detailsto ensure clear mutual understanding, and avoid different interpretations
or expectations.

2. From the sales'/mar keting department

- Sdlesletter

- Circular | etters

- Preparation of salesletterswith the conditionsof saleon thereverse
- Preparation of market survey reports

- Reportsfrom sal esperson to sales executives

- Offer of discountsand business concessions

- Launch of anew product or scheme

- Mailing of company literature

- Letter of acknowledgement

In this category, there are two types of business|etters. One set relates to the
|ettersemanating from within the salesdepartments, or from sal espersonsand marketing
personnel inthefield to other departments, or to their own executives. The other set of
lettersrelatesto | etterswritten by peoplein salesand marketing to people outside the
organization—customers, prospects, agents and distributors, and other agencies. It is
thelatter category that needs particular attention. Lettersto the customers, prospects
andthelikeeither substitute or supplement personal contacts, and as such can make or
mar the business promotion efforts. They carry theimage of the organization and the
people behind the letters. Sales letters should also be elegant and appealing. The
presentation should be such that it elicitsthe attention of the addressee.



Sales Letters Comprehension
and Composition

A good salesletter highlightswhat isof interest to the addressee and promptsthem to
seek more details and respond positively. A pleasing layout and appealing language,
along with relevant factsand figures, areamust. Unlike theletters emanating fromthe NOTES
purchase department, the | etters sent out by the marketing department can be highly
creative and innovative. They bring out the product differential. They focusontheunique
sling proposition (USP). Whileavoiding an overdose of superlativesandtall claims, the
salesletter should focuson the strength of the company and the merits of the offer.

The business letter-writer should have a good understanding of the essential
featuresof product marketing or servicesmarketing, asthe case may be, and usethem
totheir advantagewhiledrafting salesletters. Any product hasitstangibleand measurable
features. If the salesletter concernsaproduct, it isdesirablethat the product-rel ated
features such asprice, strength, colour, weight, ease of operation, after sales service,
and varied quaitativeand quantitative dimensonsare appropriatdy highlighted. Smilarly,
if the sales|etter concernsaservicewhich isessentially intangible, the service-related
features such as courtesy, promptness, employeeattitude, physica facilities, customer
identification/recognition, speed, clarity, communicativeand interpersona skillsaretobe
highlighted.

Thereistremendousscopefor being creative and imaginativewhiledrafting sales
letters. A good | etter-writer makesit apoint to devel op appropriate word power and play
withwordsand idess. It isnecessary to consciousy avoid dull and outdated wordsand
instead usevigorousand current words. Some exampl esof vigorousand current words
arerobugt, cost-effective, user friendly, savvy, eco-friendly, quality standard, zero defect,
premium brand, win-win proposition, tailor-made, designer, garden fresh and fast moving,
to name afew. Similarly, compelling phrases can a so be used to make a point. For
exampl e, thefreshness of the product wasimaginatively brought out by arestaurant in
the following statement—-‘The fish you are eating today was swimming yesterday’. The
kill liesin making the product or servicelook specia or exclusiveor distinctly different.

3. From the accounts department

- Duesand collection | ettersto various agencies and customers
- Follow-upletters
- Correspondencewith banks

0 Opening/closing of accounts

0 Regarding overdrafts, cash credit and current accounts

0 Stop payment instructions

0 Request for issue of lettersof credit (LCs)

0 Protest for wrongful dishonour of cheques

0 Lettersrelating tointerest paymentsand service charges

o Complaint letterscoveringwrong creditsand debitsand del aysinredlization of
instruments

- Correspondence with insurance companies regarding payment of premium,
renewal of policies, claimsand settlements
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- Correspondencewith agencieslikethe Telephone Department, Post and Tel egraph
Authorities, the Provident Fund Office, Income Tax Office, Commercial Tax
Department, etc.

By their very nature, these types of business|etters should be accurate, brief,
smpleand tothepoint. In particular, lettersrel ating to collection of duesand recovery of
money need to be drafted with a keen sense of understanding and sensitivity. Such
letters should necessarily vary in terms of terseness or intensity and choice of words,
depending upon the nature of dues, age of duesand other such relevant factors. Some of
them haveto be polite, some persuasive and somefirm.

Collection and recovery | ettersare plain speaking and sometimesworded harshly.
The letter writer should know which approach would be appropriate under each
circumstance. Some organizationsfollow the practice of sending areminder even before
the duedate. Obvioudy, such | etters should be very polite and makefor pleasant reading.
Similarly, even after the due date, thefirst set of letterswill haveto be politeand worded
warmly. It is common practice to send a simple pre-printed reminder using awell-
worded format, duly filling up the name, address, due date, etc. It ispossiblethat the
addressee hasforgotten or overlooked making the payment, or hasbeen out of station or
any such genuine reason. Under no circumstance should such aperson be embarrassed
or undermined. While collection of duesisimportant, asfar aspossbleit should bedone
with sengitivity and without hurting the feelings of the person from whom theamount is
due. The letter-writer should discriminate between a wilful or intentional and an
unintentional defaulter. Theletter-writer should al so discriminate between afirst-time
defaulter and ahabitud or hardened defaulter. The customer isimportant and the business
will haveto deal with himin futuretoo, aslong astherelationship isworthwhile. The
letter should not hurt the feelings of the addressee and result in severing the business
relationship, unlesssuch an extreme situation iswarranted.

Notwithstanding what is stated above, therewill be occasionswhen astrongly
worded |etter will haveto bedrafted. Skillsof letter writing comeinto full play under
these circumstances. A series of letters may have to be addressed with increasing
intengty. Politenessand consideration for feelingsand relationshipwill giveway toplain
speaking and emphasi s on businesscompulsions. Inthe Sanskrit language and ancient
texts, thereisareferenceto Chaturopaya, i.e. four options, viz. Sama, Dana, Bhedha
and Danda. Startingwith afriendly approach, one moveson to threatening and punitive
messages. Theletter-writer should not only know the category to which the addressee
bel ongs, but a so the payment cultureinthat particular line of business, and whento blow
the whistle. ‘Please note that we will be compelled to take the extreme step of legal
action against you’ should be the last resort, as far as possible. Another important aspect
to remember isnot to make afinal or terminal statement, limiting the scopefor further
correspondence. A keen sense of understanding, appropriate choice of words and
persuasive skillsassume significance.



SAMPLEBUSINESSLETTER-3

Finance Manager
M/sGlobd AirlinesLtd
Globa Mangons

16, Princess Road
Worli, Mumbai
Mumbai-400005

Ref: GAL\UMC\M\105 11 December 2003

Dear Mr Singh,

Sub: Request for Payment for Upkeep and Maintenance of Global AirlinesLtd
Booking Officesin Mumbai

Thishasreferenceto our contract with your esteemed organi sation for upkeep
and maintenance of Mumbai Booking Offices.

| would like to bring to your notice that payment of ¥ 70,000/- for months
of September - October 2003 has not been made to us. Reminders for the
same were sent both telephonically and in aletter dated 20 November 2003.
We had successfully completed the trial period in the month of August and
undertakenwork on regular contract thereon. Therecord of worker and supervisor
absencefor thetwo monthsin question was submitted along with invoice dated
6 November 2003.

May | request you tolook into the matter and rel ease outstanding paymentsat the
earliest.

Welook forward to aspeedy response.
Thankingyou,

YoursSincerely

For Beauty Cleaners,
A.M.Khan
Manager - Finance

Comprehension
and Composition

NOTES

Self-Instructional
Material

93



Comprehension SAMPLEBUSINESSLETTER-4
and Composition

18, Globa Mansions
NOTES Mumbeai
M/sGreenway Travels

Bandra
Mumbai

Ref: GAL\ACC\PM\405

Dear Sir,
Sub: Default on Promissory Note

Thisiswith referenceto promissory note under date of 20 August, 2007, inthe
original amount of X 2,00,000/-.

You have defaulted under the af orementioned notein that theinstallment dueon
2 January 2008, in the amount of ¥ 20,000/-has not been paid.

Accordingly, demand is hereby made upon you for full payment of the entire
balance onin the amount of ¥14,867/- including accrued interest to date. Inthe
event the entire balanceisnot paid within the next seven days, | shall refer this
matter to an attorney resulting in additional costsof collection.

Verytruly,

SM. Singh

Finance Manager

Global AirlinesLtd.

Source: http://mww.4hb.con/letters/index2.html
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SAMPLEBUSINESSLETTER-5

18, Globa Mansions
Mumbeai
M/sGreenway Travels
Bandra
Mumbai

Ref: GAL\ACC\CHQ\978

Dear Sir,
Sub: Default on Cheque

Your check intheamount of 78,000/, tendered to uson 8 March, 2006 has been
dishonored by your bank.

Thedetailsof the cheque are asunder:
Cheque Number: 1000000867
Bank Nameand Location: HSBC, Bandra

Unlesswerreceive good fundsfor said amount within 10 days of receipt of this
notice, we shall have no alternative but to commence appropriatelega actionfor
itsrecovery.

Verytruly,

S.M. Singh

Finance Manager

Global AirlinesLtd.

Source: http://mww.4hb.con/letters/index2.html

4. From the per sonne department

- Cdling candidatesfor writtentests

- Interview cal letters

- Offer of appointment

- Provisional and final appointment orders
- Confirmationinservice

- Changesin emoluments
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- Disciplinary matters—Showcause notices, charge sheets, calling for explanation,
discharge and other punishments, | ettersof dismissal, etc.

- Leaveandtravel sanctions
- Training programmesand deputation
- Lettersof reference

When you refer to letters from the personnel department or employee-related
letters, you areindeed discussing avery wide variety of letters. Theselettersmay be
general or specific, routine or special, pleasant or unpleasant. Lettersfromthe HRD
department are normally pleasant or otherwise motivating and training rel ated, whereas
lettersfrom the Industrial Relations Department or from the Disciplinary Authority are
normally of the none-too-pleasant category. Thesetwo areobvioudy widely differentin
nature and the | etter-writer must use the appropriate language and approach. While
HRD and training-rel ated | etters should carry apositive, encouraging and devel opmental
gance, disciplinary letterswill haveto carry an authoritarian and even alega or procedural
approach. It isnecessary to acquire adequate familiarity with the terms and ensure that
there are no inadvertent inadequaciesin theletter.

SAMPLELETTER-6

Mr. Gurpreet Sandhu 18, Globd Mansions
A 26, Sector 40 Mumbeai
NOIDA

Dear Mr Sandhu, 15April 2005
Sub: Interview Call

Thisiswith referenceto your applicationfor the post of Assistant Manager-Sales
and Marketing dated 22 March 2005.

Youwill beglad to hear that you have been shortlisted for theinterview and group
discussion on 6 May 2005 at our Mumbai Officeat 10a.m. Youwill bepaidAC
3tier fareto and from Mumbai.

Please confirm your availability for the sameat the earliest.
Thankingyou,

YoursSincerely

S. Barocha

Manager-HR




SAMPLELETTER-7 Comprehension
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18, Globad Mansons

Mumbai
NOTES
Mr. Gurpreet Sandhu
A 26, Sector 40
NOIDA 15May 2005

Dear Mr. Gurpreet Sandhu,
Sub: Letter of Appointment

Welcometo Global AirlinesLtd. | am pleased to offer you employment in the
position of Assistant Manager-Salesand Marketing with Global AirlinesLtd.

| am eager to have you as part of our organization. | foresee your potential skills
asavaluable contribution to our company and clients. Your appointment will
commenceon 1 May 2005.

AsAssistant Manager, youwill beentitled to amonthly starting remuneration of
% 40,000/- (Rupees Forty Thousand only) which indicates cost to company. You
will beon probation for aperiod of six months. Regular performancereview will
be conducted to assess your performance and suitability. Your continued
employment at Global AirlinesLtdisdependent onyour successful completion of
the probationary period. Your salary will be reviewed after aperiod of 6 months
and thereafter every 12 months. You will beentitled to all allowancesand benefits
whatsoever decided by the management.

You shall receiveyour payment before the 5th of every month. Leave and other
company policieswill bemade availableuponjoining. Thesepoliciesarereviewed
and posted at our websitefrom timeto time by the management of Globa Airlines
Ltd for your benefit.

Your signing this appointment letter confirmsyour acceptance of thetermsand
conditionsand also of thefact that you would bejoining uson the given date.

| am looking forward to your working with us.

Sincerely,

S. Barocha
Manager-HR
Globd AirlinesLtd

Source: Adapted from a sample form available at http://www.zyxware.com/
articles/2007/09/14/company-docs/appoi ntment-| etter
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- Changein management

- Changesinbusinesshours
NOTES - Opening and shifting of branchesand offices
- Invitationsand public notices
- Correspondence with directorsand shareholders
- Agendaand minutesof company meetings

- Correspondence with sharehol ders and debenture holders pertaining to dividend
and interest payments, transfer and transmission of shares

- Correspondence with agentsand transport companies
- Representationsto trade associ ations, chambersof commerceand public authorities
- Letter seeking appointments/personal interviews

Correspondencerelating to directors and sharehol ders and matters concerning
company meetings, especially inlisted companiesand larger organizations, are often
handled by qualified Company Secretaries. The point to be noted here is that such
correspondenceisgenerally specialized in nature and will haveto beattendedtoina
systematic and organized manner. The business | etter-writer keen on acquiring such
letter writing skillswill haveto necessarily understand secretaria functions.

6. Other types of business communication

- Jobapplications

- Preparation of bio-dataand curriculum vitae

- Export andimport-related correspondence

- Preparation of bill of exchange, promissory note, hundi, etc.
- Telegraphic and fax messages

- Mildand strong appeals

- Correspondence with foreigningtitutionsand agencies

- Advertisements of various types—newspapers and print media, hoardings,
banners, etc.

- Pressreleases

- Quegtionnairesand opinion polls

- Legal correspondence

- Publicity literature such as brochures, booklets, etc.
- Newdettersand housejournas

- Preparation of charts, graphs, stickers, etc.

- Socid lettersin business

- Invitingaguest

- Congratul ation | etters on achievements
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- Letters that say “Thank you’
- Lettersof appreciation
- Accepting or declininginvitations
- Condolenceletters
- Letter of introduction
- Goodwill messages
3.4.4 Essentials of a Good Business Letter

Before discussing the essential s of agood business|etter, it would be desirableto keep
inview what such aletter can achievefor business. A good busi ness|etter can reach out
and directly addressthetarget, beit acustomer or aprospect or apatron or regulator. A
good business|etter can addressthe prospect and set the sales pitch. A good business
letter can act as an effective salesperson. A good business letter can strengthen the
bond and providefurther detailsto an existing customer. A good business| etter can, thus,
act asyour relationship officer. A good business|etter can dispel disinformation and
create goodwill. It thereby actsas your ambassador. A good business|etter can make
announcements, share relevant information and keep you in touch with people who
matter. Inthisway, agood business|etter can be your Public Relations Officer (PRO).
Well-written andimaginatively drafted letterscan play therole of asalesman, ardationship
officer, an ambassador and aPRO for busi ness establishments. Thisistrue especialy
for small bus nesseswhich cannot afford to empl oy people specifically for carrying out
thesefunctions.

Let usnow briefly discussthe requisitesor essential sof agood business|etter.
1. Clarity

A letter must have clarity. The underlying message should be expressedin clear terms.
Care should betaken to avoid ambiguity. The purpose of communication should be made
clear. Whether it isto inform, invite, reiterate, emphasize, remind, announce, seek
participation or clarity and correct the earlier message, the purpose should clearly be
Stated.

If aletter-writer iswriting aletter on behalf of somebody else, it should be done
after obtaining clear instructions. There are occas onswhen one may receive aletter
informing the date and the venue of ameeting without an accompanyinginvitation or
request to attend. Thereader or thereceiver of the communication, in such aninstance,
will beinadilemma. Istheinvitationintended and implied but not specifically stated? Or
istheletter just meant to beinformativeand no invitation isbe ng extended. Oneway or
the other, the message should be clear. Just imagine the embarrassment that is caused
when people not meant to beinvited turn up at the venue and have to be turned back, or
when the people who haveto attend the meeting feel thereisonly anintimation and not
invitation, and hence fail to turn up. When this happens, due to lack of clarity in
communication, the businesssuffers. Thisisjust one example. There are umpteenways
inwhich thelack of clarity affectstheintended purpose of the letter. A letter- writer
should be conscious of thisand exercise due care.
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2. Impact

Theletter should create the necessary impact. Behind every | etter, thereisan objective
and theletter should have aclear purpose. The purpose of writing aletter isnot just to
reach out to the customer. Every letter has an intended impact which must befelt. To
createthe desired impact, it isoften necessary tolay emphasis. Emphasiscan belaidin
many ways. It can be done by proper positioning—placing them in an important position.
It can be done by repetition. It can be done by underlining or using alarger type or font.
Similarly, to createtheright impact, theletter-writer should addresstheletter to theright
person. Theright person isthe specific person whoisthetarget of the communication,
and whose action or response, the business considersto be of value. Creating animpact
also callsfor establishing an appropriate wavel ength. The letter-writer should write
keepingin view the skill, knowledge, status, and comprehension ability of thereader or
the addressee.

Yet another requisite of animpact-creating letter iscoherence. It isnecessary to
usewords, phrases and clauses clearly, so asto form balanced sentences. Coherence
seeksto establish aproper relationship and link sentencesto maketheintended message
clear. Coherence brings consi stency and orderlinessto the encoded message.

A letter succeedsin cresting the desired impact when it ensures purpose orientation,
laystheright emphasis, establi shesan appropriate wavel ength and i scoherent. Some of
the common questionsasked or statementsmadein relation to these attributes are:

- What isonetryingto convey? (Purpose Orientation)

- Which of theseisredly urgent? (Emphasis)

- Isittoo elementary or isit an overhead transmission? (Wavel ength)
- What isthe sequence? (Coherence)

Itisnecessary to give dueattention to these areas and build up skills so that the
lettersbecomeimpactful.

3. Relevance

Theletter should providetherelevant detailsforming part of the message. Facts, figures,
illustrationsand other such information, which areboth accurate and reliable, aswell as
relevant to the context of the communication, should beincorporated inthe | etter. The
principle of communication that we arereferring to hereisal so known asadequacy or
completeness. A communi cation can be said to be complete only whenit containsall the
facts and details which the receiver needsto know in order to respond or act on the
basis of that communication. Not giving al the required details leads to protracted
correspondence, loss of customers or lack of response. Worse still, although non-
submission of full details may be dueto an oversight or inadequate attention to details,
the receiver may infer that thereisadeliberate attempt to withhold or conceal factsand
figures. Imagine aletter received from adepartmental store announcing the opening of
anew branch and seeking your patronage, that does not give details of the new address
or timings. Another requirement of abus ness|etter isconcreteness. A communicationis
said to be concrete when it is specific, definite and to the point, and not vague and
generalized. Oftenthelettersare so rambling in nature that one can imaginethe reader



screaming, ‘Please come to the point and be specific’. A concrete letter does not ramble Czjor(r:prehen?on
and issharp and focussed. and Composition

4. Brevity

Any good communication—oral or written—should necessarily incorporate this essential NOTES

feature. Brevity is a very important attribute for any business letter. For everyone
connected with business, timeis of essence. The time that one can allot for reading
businesslettersiscertainly limited. Thereceiver doesnot have unlimited timeto spare
towardsreading and re-reading theletter and drawing out the messagein itsentirety. On
the contrary, any business|etter iscompeting with ahuge mass of businessrelated and
other communication targeted at the receiver, waiting to catch attention and time.
Recognizing this, any business will have to value the receiver’s time. Brevity in letter
writing, therefore, isamust. Long letters, whatever betheir merits, are often kept aside
for ‘later reading’. Brevity in communication is also referred to as conciseness.
Concisenessrefersto the skill of conveying what one wantsto convey in the fewest
possiblewords, without sacrificing compl eteness or courtesy. Conciseness eliminates
unnecessary words and phrases, repetitive sentences, and keepstheletter focussed. A
good | etter makeseconomica useof words. Brevity isaskill that abus nesscommunicator
must devel op. Aspeople move up inan organizationd hierarchy, their ability to condense
messages into brief and focussed | etters countsfor alot. In typical bureaucratic and
hierarchical work situations, one can see the “drafts’ of letters prepared by the junior
staff moving upwards, tier by tier, “for final approval’ and much time and effort are
wasted if brevity isnot ensured.

5. Simplicity

Simplicity isthe hallmark of any good communication. Simplicity refersto the ease of
understanding. Smplewriting isthe opposite of complex andinvolved writing. Theart of
simplewriting ismastered through conscious effort and practice. A letter writtenina
simple, easy, informal style using easily understood words catchesthe attention, and
makesanimpact. Simplicity in writing doesnot, however, necessarily imply smpleor
plainthoughts. Thethoughts may be complex, and the subject quite complicated, but the
manner of expression or presentationiskept smple. It takestremendousinsight and skill
to expresscomplex mattersand complicated issuesinasmpleform. Thenormal tendency
on the part of the communicator isto resort to complex sentences, clichés, technical
jargonand high-sounding wordsto communi cate not-so-s mplethoughtsand devel opments,
resultingin confusion and bewilderment. One must make constant endeavoursto write
smple, yet meaningful and impact-creating businessletters. It involvesnot only theuse
of smplewords, but also, moreimportantly, aclear insight into the structure of sentences
and paragraphs. Brevity and simplicity are so essential for good communication that
many writers refer to it with the acronym KISS—Keep It (the letter) Short and Simple.
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Keepit short and smple

The style of writing varies from person to person. There are people who can
communicate very effectively even with the minimum of words. Here is a classic
example.

The briefest correspondence in history is reported to be a letter from the great
French writer Victor Hugo and the reply to it from his publisher.

Hugo’s letter was just ?’

He wanted to know how his newly published novel, Les Misérables, was faring in
the market.

The publisher’s reply was just ‘1’

Understandably, it would be virtually impossible for anyone to communicate so
effectively and yet be so brief. To be brief and yet convey effectively is indeed a
very fine art of effective communication.

6. Timeliness

Businessletters, to be effective, should have proper timing. Lettersshould bewritten
and dispatched on time. Some messages have a sense of urgency. They call for action,
which is ‘immediate’ or ‘urgent’, or within a given time frame. Letters which carry such
messages should reflect the associated urgency. They should be so addressed and
delivered that thereisenough timeto permit action within thegiven timeframe. It isnot
uncommon to seeletters seeking some action by aspecified date reaching thereceiver
after that date. Some not-so-uncommon examplesof thisare:

- A communication from a controlling office to a branch stating, ‘Please send us
the statement without fail by 30 September 2001’, reaching on 2 October 2001

- A letter from acommittee secretariat asking the member to attend the meeting
scheduled on the 10th of the month, reaching him that evening

- Aletter from a departmental store announcing ‘Clearance sale for 3 days’, reaching
after thesale

- Aletter fromapersonne department asking an officer to appear for her promotiona
interview on 6 October 2001 at the regional office, reaching on 5 October 2001

Apart from negating the purpose of communication, such lettersreflect poorly on
both the organi zation and the sender of the message. If the action called for isso urgent,
the minimum that anyonewould expect from the sender isaclear demonstration of the
urgency by ensuring speedy communication. Thisnecessitates not only timely writing
but also timely dispatch. For example, there may be occasions when aletter dated
15 September 2001 or 20 September 2001 reachesthe addressee on 2 October 2001 or
5 October 2001. Goal -oriented and effective communi cation presupposesthat the person
concerned acts and intervenes at every stage in the transmission of communication.
Timeliness in business writing also involves the choice of the right channel—mail, telegram
or courier, asthe case may be. Sending | etterstoo much in advanceisa soto beavoided
because unlessthereisatimely reminder, the messageislikely to beforgotten.



7. Suitability of language Comprehension
and Composition

Languageisan extremely important facet of bus nesscommunication. First and foremost,
it isnecessary to ensure that the language used isappropriate, i.e. the language with
whichthereader isat ease. Apart from English and Hindi, variousregional languages NOTES
are in common use in businesses in different parts of the country. Public sector
organizationssuch asbanksfollow thethree-languageformula. Many printed lettersare
bilingual—both in Hindi and English. Business letters should use the language which the
prospect, customer, or addressee can read and understand. Choosing the appropriate
languagefor alargemultinational or multi-regional organizationisimportant, not only for
furthering businessinterests, but aso for ensuring that the sengbilitiesof certain sections
of peopleare not offended. When organi zations and busi nesses go global, the choi ce of
appropriate language becomes highly relevant. Having chosen theright language, the
next step isto ensurethat the phrases, expressions, words, grammar and spellingsare
correct.

Grammatical errorsand spelling mistakeshaveno placein agood business|etter.
They create a poor impression on the reader. Every business writer may or may not
achievegrammatical perfection. Theuseof commasat al relevant placesin the sentence
and avoidance of split infinitives, for example, may not alwaystakeplace. Infact, certain
grammatical imperfectionssuch astheuse of splitinfinitivesaretolerated aslong asthe
message isclear. Theimportant point emphasized hereisthat whiletheletter-writer
maly or may not achieve grammetical perfection, glaring and obviousgrammatical errors
have no placein good writing. A good | etter-writer should know hisgrammar well and
seek appropriatereferencewhenindoubt. A bus nessletter with noticeably bad grammar,
notwithstanding whatever other merits, createsapoor impression on the reader.

8. Effectivevocabulary or word power

For the language to be effective, an important prerequisite isabundant vocabulary or
word power. Words are the very essence of written communication. Wordstrans ate
thoughtsand carry the messageto thereader. They lay emphasisasand when required.
Sincewordshavethe potential to make or mar thelanguage of the bus nesscommunicator,
thisaspect hasbeen dealt with in some detail in thefollowing paragraphs.

Playingwithwords

Words have a meaning, both in the absolute sense and the relative sense. It is often
possible to convey a powerful message by grouping together thoughts and words.

For example, LIES. DAMN LIES. STATISTICS.
By thisline you are hinting that statistics are the superlative degree of lies.

Theworld of words, aswe have noted earlier, iswonderful and fascinating. The
English language hasan enormousstock of words. With new wordsbeing added constantly,
the stock of useable English words keeps growing. The Oxford Advanced Learner’s
Dictionary (2000 edition) givesasmany as 80,000 words and references covering both
British English and American English. Thisvast and growing reservoir of wordsoffers
at once, both an opportunity and achallenge, to the communicator. It isan opportunity
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becausethereisatremendous choice of wordsavailableto the person. It isachallenge
no doubt, for the building up of word power callsfor asystematic and ongoing effort,
using familiar words and learning new words. One can easily spend one’s lifetime learning
new words, understanding their shades of meaning and effectively using all thewords
available.

Words maketheletter. A good | etter-writer should choose wordswith care. Todo
30, onemust necessarily build an enormousword power. Every person keen on becoming
an effective communicator should delve deeply into words and their meanings.
Most words have many shades of meaning. The appropriate word or set of words
dependson the context, tone and gravity of the message, and al so therelationship with
the persontowhom it isaddressed.

Much asonewouldlike, itisnot always possibleto readily recall theexact word.
Asaresult, one may often find onesalf groping for theright word. Any person keen on
building word power and using the most appropriate word in every piece of awrite-up
must takerecour seto astandar d English dictionary and Roget’s Thesaurus. Until
a writer gets a fine command over English words, and even thereafter when a
reconfirmationisrequired onthe shadesof meaningsaword conveys, constant reference
to these two sources would be immensely helpful. It isworth emphasizing that the
author of thisbook has made umpteen referencesto these sourceswhilewriting this
book. To makeit clearer, let ustakealook at afew wordsand try to understand all that
they convey.

Take, for example, the word ‘communication’. Roget’s Thesaurus refersto the
following shadesof meaning:

Joining, Transfer, Intercourse, Information, Messages, Oral communication,
Conversation, Epistle, Passageway, Giving, Social intercourse.

Each oneof themisinturn elaborated under different sectionswith nouns, verbs,
adjectives, and exclamations associated with the word. One of the meanings of
communication listed aboveisinformation. In turn, theword information coversthe
following:

Enlightenment, Light, Acquaintance, Familiarization, Instruction, Intelligence,
Knowledge, Theknow, The dope, The goods, The swoop (all dang), Communication
report, Word, Statement, Mention, Notice, Notification, Intimation, Sidelight, Inside
information, Thelow-down, Tip-off, Point, Pointer, Hint, Indication, Suggestion, Suspicion,
Inkling, Glimmer, Cue, Clue, Scent, Tell-tale, Implication, Alluson, Insinuation, Innuendo,
Gentlehint, Broad hint and many more.

Let us take another word, ‘satisfaction’. The Thesaurus again refers to the
following shades of meaning:

Adequacy, Satiety, Reparation, Fulfillment, Duel, Payment, Pleasure, Content,
Reprisal, Atonement.

Out of these, let us take a look at the word ‘content’.
Again, thisword could mean thefollowing:

Content, Contentment, Contentedness, Satisfied, Satisfaction, Ease, Peace of mind,
Happiness, Complacency, Bovinity, Saf-satisfaction, Self-contentedness, Satisfactoriness,



Sufficiency, Adequacy, Acceptability, Admissibility, Tolerability, Agreeability, Czjor(r:prehens@on
Objectionability, Unexceptionability and many more. and Composition

Sincevocabulary building isof immense valueto acommunicator, wearegiving
bel ow some more exampl es of wordsand their meanings. NOTES

Take for example the word ‘piece’. It essentially means a small amount. There is
arange of wordsto talk about thisaspect. The communicator or writer should beina
position to choose theright word to go with the substance being talked about. Therange
of wordsrelevant hereare:

Fiece, Bit, Chunk, Lump, Fragment, Speck, Drop, Pinch, Portion.

Similarly, when you want to say someone is ‘fat’, you have to choose the word
most appropriatefrom thefollowing range:

Fat, Overweight, Large, Heavy, Big, Plump, Chubby, Stocky, Stout, Obese.

Apart from knowing theword, it would also be desirable to know the various
wordsbel onging to that word family. Some examplesof thisare:

Rely, Rdiable, Reliahility, Reliance.
Perceive, Perception, Perceptive, Perceptible.

There are also words whose meanings are close to each other. One should be
clear about the fine difference that existsto bein aposition to choose the right word.
Some examplesof suchwordsare;

Condition, State
Classic, Classica
Altogether, All together

All the above examples and many more such helpful suggestionsare highlighted
in the Oxford Advanced Learner’s Dictionary. The point to be noted here is that
wordsinthe English language have multifarious connotationsand uses. Therearewords
which convey the same meaning but each one perhaps has a context whereit fitsin
perfectly. Similarly, there are many words bel onging to the sameword family. A good
writer must build up hisword power in such away that wordsof al kindsareontopin
memory, or asan alternative, thewriter hasready accessto sourceslikethe Thesaurus.
Inthe absence of aproper supply of appropriate words, the smooth flow of writing gets
obstructed. Groping for the most appropriateword or even just asufficient word causes
frustration.

Inletter-writing or any other written communication, itisessential that wordsare
not frequently repeated. Repetition tendsto irritate the reader. If you come acrossa
particular word repeated again and again in asentence and the sentencesthat follow in
the same paragraph, thereader islikely to get apoor impression of thewriting.

Tobeabletoavoid repetition, thewriter should have agood stock of equivalent
wordsor synonyms. Synonymsarewordsidentical and co-extensvein senseand usage
with another of the samelanguage.
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Participation and Involvement—Choosing the Right Word

A farmer couplein aBritish countryside farm house were discussing thefood to
be served to their guests expected to arrive the next morning. The husband told
the wife, ‘Prepare omelette for breakfast and bacon for dinner’. As soon as he
said this, the pig whichwasinthe corner started jumping around shrieking. The
hen, on noticing this, asked the pig, ‘What is wrong?’ The pig lamented, ‘Didn’t
you hear, they are planing to have bacon for tomorrow’s dinner’. The hen said,
‘So what? They are having omelette for breakfast, which means | have to sacrifice
my eggs and yet | am not that perturbed’. In response, the pig made a telling
remark. It said agonisingly, ‘My sacrifice is a lot more than yours. Yours is
participation, but mine is involvement.’

As related by a banker friend

Ivor Brown, in hisintroduction to the third edition of Roget’s Thesaurus, has
beautifully summed up the significance of word power and itseffective usefor any good
writer. He says, ‘Words as well as ideas are the raw material that he requires in good
supply. But words can be the decoration aswell asthetoolsof good writing. Thisdoes
not mean that they should be splashed around recklesdy: agood artist with theriches of
hispaint box at hand, doesnot usetheminalavish or dapdash way. Theartist consders,
selects, and blendstints, to get both strength and delicacy in thefinished picture. Soitis
with words. To have a copious supply and to use it with judgement is an excellent

77 9

foundation for good writing and for the possession of what is called “style”.
9. Appesal

Agood letter should appeal to the reader’s sensibilities. It should go beyond the message
it conveysand makean overall good impression. It should have elegance, which means
taste, beauty, and decency. A good | etter al so ensures certain aesthetic appeal. Noletter
can be called elegant or aesthetically appealing if it does not give due attention to
appearance. Mistakesand corrections, striking, overwriting, improper ink flow, unintended
gaps and other such deficienciesrob an otherwise good | etter of all itselegance.

A letter is appealing when it shows consideration. Consideration means
thoughtfulness. It means keeping in mind the reader and putting oneself in the reader’s
shoeswhilewriting theletter. Consideration meansvisualizing thereactionsof the reader
and accommodating them in the approach to the communication. A good | etter-writer
invariably makes it a point to think from the other person’s point of view. Another essential
for agood writer isempathy. A | etter showsempathy when it reflectsunderstanding and
comprehension of theimpact onthereader. It tellsthe reader what isof interest to the
reader. A good letter uses the “you’ more frequently than ‘I’. Agood letter makes the
reader feel important.

10. Good style

Stylerefersto the manner of writing. It constitutesthe collective characteristicsof the
writing or impression or way of presenting things. Every personhasanindividual style.
Thewriting style, to create animpact, again needs consciouseffort, onan ongoing basis.
While encompassing various requisites of |etter writing, the letter bringsto bear the



individual’s stamp on the letter. If you are regularly reading the letters emanating from a
particular source, you get toidentify the style. Peopletend tojudgethe styleand categorize
them—good style, bad style, free style, etc.

Style can be associated with the person writing the letter and carries certain
distinctiveness. Style is also understood as ‘Proper words in proper places’. One can
also describe style in other ways—personal or impersonal, formal or informal, narrative
or descriptive, rambling or focussed, considerate or harsh, smpleor verbose. A smple,
informal, cons derate and focused style of writing scoreshighin building arapport with
thereader.

They MakeThingsHappen

‘Writing is a two-way transaction, like love. The writer is the suitor who seeks to
win the audience; and the audience wantsto be won if the conditions and the
message are right.”

Philip Lesly

Thosewho gain excellent command over the language and build afinerepertoire
of words and phrasesto choose from, use language and show it at its best.

A good writing style also impliesthe proper use of idiomsand expressions. An
idiomisdescribed astheway ideas are used in alanguage. It isaform of expression
peculiar to alanguage. Like any other language, English too hasitsidioms. Another
aspect worth noting inthe context of devel oping agood writing styleistoavoid clichés.
Clichésare hackneyed literary phrases. They are often repeated ad hauseum. Some
commonly used clichés are; ‘Last but not least’; “Better late than never’; ‘However,
there is no room for complacency’, and so on.

A good writing stylecarriessincerity. Sincerewr itingisstraightforward and
thereisno attempt at manipulation. Thewriter comesthrough ashonest, genuineand
frank. Some writing also gets described as candid and transparent. Being sincere,
therefore, meanswriting naturally. Thewordsreflect feelings, concernsand expectations
inaforthright manner.

A good writing style should also encompass politenessor courtesy. It should
respect thereader asan individual. It should reflect the basic minimum courtesiesthat
any transaction or rel ationship demands. It should be appreciative and complimentary to
the extent appropriate in the given context. Business letters, by and large, seek to
strengthen therel ationshipsthat are good for businesswhen the occasion demands. The
writer should not hesitate to apol ogize for omissionsor errors.

A good writing style also refers to writing naturally, without undue efforts.
Otherwise the writing becomes laboured and loses spontaneity. After a while, the
tediousness starts showing. Theability towrite spontaneoudy and effor tlessy for all
occas onshasto be consciously devel oped.

11. Positive approach

A good business|etter, in the ultimate analysisisthat which hasapositive approach. It
creates afriendly atmosphere. It avoids negative feelings. One must be in a proper
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frame of mind to writeareally good | etter. Thoughtsand words must be synchronized.
Thebasic objective should not belost sight of. Theletter should bestir and motivate the
reader to act or respond as visualized. Good |etters cannot be written under extreme
emotional conditionssuch assorrow, depression, anger, frustration or shock. Such letters
may not carry the overall balancein approach whichisso essentia for effectivewriting.
Similarly, agood |etter cannot bewrittenin agreat hurry. One must take adequatetime
to put thoughts into words, choosing the most appropriate onesfor the context. The
writer should write the | etter taking adequate time, with due attention to all relevant
considerations.

Apart from the various characteristicsaready listed, agood | etter should have
integrity, accuracy and promptness. There should berespect for values, and ethical and
moral standards. Thewriter should demonstrate a sense of legitimacy in hiswriting.
M essages should be accurate and ther e should not be any misr epr esentation and
out of context passages. Positive approach also meansbeing prompt in responding. A
writer isoften also arecipient of communication. Thewriter should makeit apoint to
respond without any unduedelay.

Apositive approach does not mean that one hasto say ‘yes’, for everything. Any
businesshasitscommercia consderations. It hasitsrules, normsand compliances. One
cannot say ‘yes’ if it iscommercially imprudent and if the set norms are not met. Good
letter-writing, therefore, is the art of learning to say ‘no’ by packaging ‘no’ ina pleasing
manner. Itistheart of packaging ‘no’ inan acceptableformat. Itistheart of winning
over the customer even whilelosing that particular offer or transaction. The business
offer may or may not come up to the expectation, but, neverthel ess, the communication
should leave behind afavourableimpression.

In any organization and busi ness, therewill be umpteen occasionsto say No, to
disagree, to convey displeasure, to punish, to pull up, to do plain speakingandto call a
spade a spade. Quite often thiswill have to be done by way of aletter. In al such
instances, it isnecessary that the damage, thefeeling of hurt or ill will, if any, iskept to
the minimum. While the nature of the message would have certain unpleasantness
associated with it, the tone and style can make a difference and soften the blow. Itis
under such circumstancesthat the skill of good writing comesinto full play. A skilful
writer learnsto mitigatethe har dship or adver seimpact of the messagethrough
choice of words and manner of presentation. Although what is being said is not
pleasant, how itisbeing said makesit lessunpleasant.

A positive approach in letter-writing doesin many ways create goodwill for the
writer and the organization. It createsregard for the writer and afriendly disposition
towardsthe business. It generates heartinessand kind feeling essential for the success
of any business organization in today’s marketplace. Another essential characteristic of
good bus nesswriting isimagination.

Thewriter hasto bring aunique perspective and experience and, to the extent
appropriate, relatethemto theletter on hand. It isthisimagination that bringsexcitement
into the communi cation. Communication becomesactiveand cregtive. Imaginativewriting
takesthelevel of writing to areader-friendly mode. Organi zationsand businessesthat
succeed inthe present intensively competitive environment arethosethat spar klewith



innovation and creativity. Written communi cation emanati ng from busi nessorgani zations
should, therefore, duly reflect enthusiasm. A good | etter radiatesenthusiasm. Any good
communication should havevariety. Itissaid that variety isthe spice of life. Variety adds
spicetowriting. It makescommunication lively and interesting. A good | etter makesits
impact the very first time. When the letter isrepeated, however good and relevant it
may be, the impact gets diluted. The reader’s interest wanes. When the subject of the
messageisrepetitivein nature, interms of thoughts and ideas, there may not be much
change. Nevertheless, in termsof choice of words, structure of sentencesand intensity
of thetone, theletter can and should be different.

Viewed against the backdrop of so many essential sfor good | etter-writing, models
or drafts or stereotyped formats of lettersare of limited value. Barring areas such as
documentation, legal drafting, routine procedura forms, etc. itisnot desirabletofollow
stereotyped writing models. Any draft or model letter would also carry the writer’s
style or approach. Moreover, copying or adopting such formats blindly restricts the writer’s
ability to develop adistinctive style of writing. In any case, each situation and every
context isquitedifferent and no standard format can be foll owed without appropriate
refinements. At best, such formatscan only betaken asbroadly suggestiveor indicative.
Instead of taking a model and attempting to make requisite modifications to suit one’s
specific needs, it would be worthwhile to understand the principles and develop one’s
writingskills.

Intheforegoing paragraphs, we havel ooked at numerous essential sor requisites
of good writing. The attempt has been to makeit fairly exhaustive rather than to cover
only the minimum requisites. One can refer to the minimum requisites as the ‘ABC’ of
good letter writing, where A standsfor accuracy, B for brevity and Cfor clarity. The
minimum requisites are necessary, but by no meansadequate.

12. Excellence

A good letter-writer should try to achieve asignificantly high standard of letter-writing
and endeavour to achieve excellence. All the dozen or so essentialsoutlined aboveare
relevant in building up the skills of effectiveletter-writing. When wetak of business
letters, we refer to agreat variety of letters. They range from the routine, repetitive
|ettersto the more compl ex, goal-oriented ones. They seek not only to inform, educate
and appeal, but also to carry out complex and composite functions such asevaluation,
justification, motivation, persuasion, penetration, dispelling of wrong impressionsand
even award of punishment. They may beasshort ashalf apage or aslong aseight toten
pages. The bigger and more complex theletter, greater the scopefor skilful writing.

The essential s outlined above are not to be taken as achecklist against which
every letter hasto be evaluated. Somelettersneed to bejust smpleand straightforward
and there may not be much scopefor imagination or cregtivity. The nature of the subject,
the context of the communication and the rel ationshi p of the reci pient determine how
many qualities or essentials one can build into any letter. Being aware of as many
essential sasarerelevant inwriting awiderange of businesslettershelpsin developing
effectiveletter writing skills.
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3.4.5 Précis Writing

A. What is a Précis?

A précisisashortened version of along passage. While writing aprécis, one hasto
take care that the meaning of the origina passage has been effectively conveyed.
According to the Oxford dictionary, précis is defined as ‘a summary or abstract of a text
or speech’.

B. How to Write a Précis

Towriteagood précis, go through thefollowing steps:

- Read the passage carefully and try to understand what thewriter istrying to say.
Read the passage more than once if you have not been able to understand the
writer’s meaning the first time.

- Form a clear idea of the author’s meaning.

- Frameatitlefor the précis. Evenif the original passage doesnot haveatitle, you
must giveashort titleto the précis.

- Go through the passage once again and make anote of the main points.

- From the pointsyou have noted, write ashort passage which coversall the points.
Remember to use your own wordsand not copy thelanguage of theoriginal.

- While writing the précis, omit any examples or illustrations that the original
contains.

- Comparethe préciswith theorigina passageto make surethat all theimportant
pointshave been included.

- Count thewordsin the original and in the précisyou have written. The précis
should beroughly one-third thelength of the original.

- Writethefinal précisneatly on another sheet of paper.
- At theend of the précis, mention in bracketsthe number of wordsit contains.

C. Points to Remember

Whilewriting aprécis, someimportant pointsshould bekept inmind. Theseare:

- Whatever the person or form of speech of theoriginal, writethe précisin third
personinindirect speech.
- Writethe précisin onetenseonly.

- Make sure that the précisis contained in one paragraph, even if the original
passage has more than one paragraph.

- Theopinion of the original author should be conveyed intheprécis, not that of the
writer of the précis. Do not expressyour own opinion or make any comment of
your ownintheprécis.
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35 &JM M ARY and Composition

Inthisunit, you havelearnt that:

. Comprehension, in the context of language learning, means a thorough NOTES
understanding of apassage or text. The purpose of comprehension passagesisto
measure the understanding of students.

- Words are an important part of everyone’s life. It is through words that you think,
speak, write, listen and read. To communicate an idea, you need words. To
understand another individual’s ideas, you need words.

- Vocabulary comprisesthe knowledge of wordsand their meanings. Developinga
good vocabulary isvery important. You can ded with socia and businesssituations
more effectively with alarger vocabulary; hence, it isadvisableto spend more
timeenriching your vocabul ary.

- Thedefinition of aparagraph to alayman can be given asa series of coherent
and organized sentencesthat areall connected to asingle specific theme/topic.

- Paragraphs help the reader identify the various parts of a piece of prose or an
essay; they hel pidentify where the essay beginsand whereit ends.

- Narrativetype of paragraph records an event or happening in achronological
manner. Theevent or incident could berea or afigment of theimagination. The
mainideaishighlighted in the beginning, and the elementsarethen unified using
sentences.

- Towritean effective, clear and good paragraph the following points should be
keptinmind:

0 Thewriter should ensurethat heisvery clear about what hewantstowrite.
There should be clarity inthought and al so in the way these thoughtsare
expressed.

0 Thelanguage used should besmple. Thethoughtsshould belucidly expressed
using crisp sentences.

- A letter isapermanent and tangiblerecord of aformal relationship. Itisgeneraly
writtenfor enquiry, togiveinformation, giveingruction, or to persuadetherecipient
towardsthedesired action.

- Businesslettersarewritten on letterheadsthat show the name and address of the
organi zation, itstel egphone and fax numbers; the Internet and e-mail addresses
along with thelogo of the company.

- A businessletter consstsof thefollowing essentid parts: (i) Heading, (ii) Name
and addressof therecipient, (iii) Opening Salutation, (iv) Subject line, (v) Main
body of the letter, (vi) Complimentary closure, (vii) Signature space and
(viii) Enclosures.

- Businessesare also organized into various functional areassuch aspersonnel,
marketing, sales, purchase, accounts, administration, secretarial and so on.
Businesslettersare of awide variety and emanate from all these sources.
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CO(;T‘Iéfehensi_?n - A tender isan offer or aproposition made for acceptance, such asan offer of a
and ompostion bid for acontract. A tender is something that is offered in return for aspecific
payment, subject to well-laid down termsand conditions.

- Ordersare placed by business organizationsfor purchasesto be made by them.
They may befor purchase of acommaodity, rendering of aservice, installation and
maintenance or any such activity.

NOTES

- Quotationsrelate to offers sought by intending purchasersfromintending sellers
or suppliersof goodsand services.

- A good salesletter highlightswhat is of interest to the addressee and prompts
them to seek more detail sand respond positively. A pleasing layout and appealing
language, along with relevant factsand figures, areamust.

- Aletter must have clarity. The underlying message should be expressed in clear
terms. Care should be taken to avoid ambiguity. The purpose of communication
should bemadeclear.

- Concisenessrefersto the skill of conveying what one wantsto convey in the
fewest possiblewords, without sacrificing completeness or courtesy.

- Agood letter should appeal to the reader’s sensibilities. It should go beyond the
messageit conveysand makean overall goodimpression. It should haveelegance,
which meanstaste, beauty, and decency. A good | etter &l so ensurescertain aesthetic

appedl.

- A positive approach in letter-writing doesin many ways create goodwill for the
writer and theorganization. It createsregard for thewriter and afriendly disposition
towardsthe business.

- A précisisashortened version of along passage. Whilewriting aprécis, onehas
to take care that the meaning of the original passage has been effectively
conveyed.

3.6 KEY TERMS

- Comprehension: In the context of language learning, it means a thorough
understanding of apassage or text.

- Paragraph: Itisaspecific portion of written or printed text that dealswith a
specificidea

- Tender: Itisan offer or aproposition made for acceptance, such asan offer of
abidfor acontract.

- Quotations: They relateto offers sought by intending purchasersfromintending
sellersor suppliersof goodsand services.

- Conciseness: Itrefersto the skill of conveying what onewantsto convey inthe
fewest possible words, without sacrificing completenessor courtesy.

- Précis: Itisashortened version of along passage.

Self-Instructional
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3.7

ANSWERS TO ‘CHECK YOUR PROGRESS®

10.

. Comprehensioninthe context of languagelearning meansathorough understanding

of apassage or text.

. Comprehens on passagesin examinationsare designed to test thefollowing:

- Grasp of the main theme of the passage

- Understanding of theimportant pointsin the passageinrelationtothemain
theme

- Ability to answer questionswithin therequired word limit
- Ability to rewritethe main ideasin the passagein your ownwords

. Paragraphs help the reader identify the various parts of a piece of prose or an

essay; they hel pidentify where the essay beginsand whereit ends.

. Narrative type of paragraph records an event or happening in achronol ogical

manner. The event or incident could berea or afigment of theimagination. The
mainideaishighlighted in the beginning, and theelementsare then unified using
sentences.

. Towritean effective, clear and good paragraph the following points should be

keptinmind:

- Thewriter should ensurethat heisvery clear about what hewantsto write.
There should be clarity inthought and a so in the way these thoughtsare
expressed.

- Thelanguage used should be smple. Thethoughtsshould belucidly expressed
using crisp sentences.

. A businessletter consistsof thefollowing essentia parts: (i) Heading, (i) Name

and addressof therecipient, (iii) Opening salutation, (iv) Subject line, (v) Main
body of the letter, (vi) Complimentary closure, (vii) Signature space and
(viii) Enclosures.

. A tender isan offer or aproposition made for acceptance, such asan offer of a

bid for acontract. A tender is something that is offered in return for aspecific
payment, subject towell-laid downtermsand conditions.

. When the proposed purchases are substantial and the purchaser isinterested in

getting competitive offers, quotationsare called for.

. A positive approachin letter-writing doesin many ways create goodwill for the

writer and theorganization. It createsregard for thewriter and afriendly disposition
towardsthe business.

A précisisashortened version of along passage. Whilewriting aprécis, onehas
to take care that the meaning of the original passage has been effectively
conveyed.
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3.8 QUESTIONSAND EXCERCISES

Short-Answer Questions

=

. What isthe purpose of comprehens on passages?

. List the pointsthat should bekept inmind whileattempting comprehens on passages.
. What isthe main purpose of aparagraph?

. Enumerate thetypesof paragraphs.

. Evaluatethe characteristics of good paragraph-writing.

. What arethe various stylesof abusinessletter?

. What are quotations?

. “‘Aletter must have clarity.” Explain.

. Why istimeliness of |ettersimportant to an organization?

. What are the pointsthat should be anal ysed whilewriting aprécis?

© 00 N O 0o &~ WD

=
o

Long-Answer Questions

1. Explainthepointsto be kept in mind whilewriting acomprehens on passage.
2. Discussthe paragraph writing processin detail .

3. A business|etter can be creative and imaginative. Discussthisinthelight of a
salesletter.

4. Anaysetherequisitesor essentialsof agood business|etter.
5. Evaluatethe processof writing aprécis.
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4.0 INTRODUCTION

William Shakespeare, the greatest playwright that England hasever produced, isthought
to be a poet and dramatist of all ages. Ben Jonson is of the view that Shakespeare ‘was
not of anage, but for all time’. Born on 23 April 1564 in Stratford-upon-Avon, Warwickshire,
England, to John Shakespeare and Mary Arden, William Shakespeare appeared inthe
dramatic and literary world of London in 1592 and became animportant member of the
company of players known as the Lord Chamberlain’s Men (called the King’s Men
after theaccesson of James| in 1603). For twenty years Shakespeare dedicated himself
industrioudly to hisart, writing thirty seven plays, one hundred and fifty four sonnetsand
two longer narrative poems.

AsYou Likeltisoneof hismiddlecomedies, wherethe plot of the play isborrowed
and adapted from Thomas Lodge’s prose romance Rosalynde, writtenin 1590. To say
that it isnot an original story, but borrowed from a prose-romance, would be doing
injustice to the dramatist, as today the prose-romance is not remembered and read
anymore; but the play AsYou Like It isstill read and prescribed all over theworldin
different coursesof literature. It only goeson to show the poetic, aesthetic, cultural and
historical significance of the play which still makesusponder over it. Inthisunit wewill
introduceyou to theplay in short by going through itsdiversethemes, the comic e ements
of the play and theissueslike cross-dressing aswell aspastoralism.

41 UNIT OBJECTIVES

After going through thisunit, you will beableto:
- Discuss As You Like It asaromantic comedy

- Explainthe meaning of apastoral comedy Self-Ingtructional
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- Describe cross-dressing asadevice used to reestablish patriarchy
- Evaluatethethemesof AsYou Likelt

42 ASYOU LIKE IT ASA COMEDY

A comedy, usudly, isaplay wherethe charactersandtheir follies, foiblesand discomfitures
are presented in such afashion so asto mock them which would not only entertain the
audienceor thereaders, but a the sametimewould makethem learnthrough the mistakes
of the charactersthat they should never repeat such mistakesor fall into trapsbecause
of such follies. In other words, a comedy’s main function is two-fold—to entertain as
well asto educate. But this very classical notion of comedy is being challenged by
William Shakespeare when hewrote hisromanti c comedieswherethe primary emphas's
ison entertaining the audience through the romance between the hero and the heroine.
Moreover, in Shakespearean Comedieswe seethat the heroinestake the centre stage
and they are the oneswho often movethe plot of the play forward.

The Elizabethan Era

The Elizabethan era is the period associated with Queen Elizabeth I’s reign
(1558-1603) and is often considered to be the golden age in the history of English
Literature. It was the zenith of the English Renaissance. The Renaissance begunin
thefourteenth century Italy and from thereit spread throughout Europe. Renai ssance
meant rebirth, in European context; Renaissance was the rebirth of the classical
learning. Therefore, the age of Renai ssance saw the birth of new interest in ancient
Greek and Roman classicswhich created afresh vigour and vitality in the mindset of
the people. The significant change that occurred during the Renaissanceisthat Man
started questioning the given things and tried to figure out for themsel ves the reason
behind it. Thetemper of scientific enquiry dominated the age. The Elizabethan erais
the greatest age of English literature as plays and poemsreached anew height inthis
age like never before. The prominent writers of the age are William Shakespeare,
Ben Jonson, Christopher Marlowe, Sir Philip Sidney, Edmund Spenser, Francis Bacon
and Walter Raleigh, among others. They not only wrote plays, poems, essays but
experimented with different genres and often tried intermingling genres. Shakespeare
in As You Like It is mingling the genres of pastoral, romance and comedy to create
anew genre. It was atime of the flourishing of theatre, as theatre severed its link
from the churches and established itself as a secular institution. Moreover, the
Elizabethan erais al so seen as an age of exploration and expansion. In England, the
Protestant Reformation was going on which helped in creating a national mindset.
This period witnessed arapid growth in English commerce and naval power.

Before getting into the discussion of As You Like It as a comedy, let us delve
further into the notion of comedy asthe Greek practitioners of the art followed. Ina
comedy, itisgenerally arulethat no great misfortune happensto any of the characters
and the play ends on ahappy note, asthe main characters achieve what they aspireto.
Theplay iswritten and performedin such amanner that the audience or readerspleasurably
engage themselves while watching or reading it. Though comedy’s chief aim is to amuse
the readers, but there is another function that is usually associated with a comedy—to
correct thevicesand follies of people, by mocking and criticizing those very vicesand



follies. Comedy issupposed to work asamedicine on the audience asthey get to know
their folliesand vicesand can correct them before any misfortune marstheir life. Thus,
thetwo-fold purpose of acomedy enhancesitsappeal, asit worksasamedicineon us
without making usreslizethat weare getting purged by it. Classical dramatistslikeTitus
Maccius Plautus and Publius Terence (Roman) and Aristophanes (Greek) wrote
comedieswhich became a standard framework for writing comedies. Their comedies
include certain featureswhich can be enumerated as:

- Comedy isrealistic, it is usually based on people who are low in rank in the
society. Arigtotle, the Greek Classical scholar in hisbook Poetics saysthat tragedy
isinclined toimitate peopl e abovethelevel of our world and comedy below it.

- The primary objective of a comedy is to satirize and to correct people’s vices and
folliesthrough satire. Thevicesareridiculed and exposed so that the audience
can laugh and learn whilewatching the play.

- Usually the tragic and the comic elements are not intermingled in classical
comedies, asthat would mar the comic effect of the play. Before any misfortune
isabout tofall on any character or characters, thedisaster isaverted asacomedy
should end happily withwish-fulfillment.

- Classical comediesstrictly observed the unitiesof time, place and action. The
time frame of the play should not be more than twenty four hours. The setting of
the play should be onethroughout the play and there should be one plot presented
intheplay.

William Shakespeare and hiscontemporarieswent beyond the prescribed classical
normsof comedy to reinvent anew genrewhichisusually termed asromantic comedy,
where the romantic and the comic elementsintermingleto delight the audience. The
main motiveis not to educate or point out the vice and corruptionsin society, but to
entertain thethestre-going mass. Romantic comedy devel oped, asmentioned earlier, by
the Elizabethan dramatists based on prose romances such as Thomas Lodge’s
Rosalynde—the source of Shakespeare’s As You Like It. Romantic comediesusually
have aloveaffair where the beautiful and wise heroine, often disguised asaman (cross-
dressed), overcomesall difficultiesto get her lover and the play endsin ahappy note
(usually in marriage). Thus, in aromantic comedy the mainthemeislove, wherelove
endsinfruition overcomingal difficulties.

AsYou Likeltisatypica romantic comedy asthe maintheme of theplay islove
and itsdifferent manifestations, though there are other elementsincluded withinthe
objective of the play. With itsmultiple themes, its complex plot and use of divergent
literary devices, As You Like It creates aunique space for itself and evolvesasanew
kind of play. The main features of As You Likelt asaromantic comedy are:

- Themain themeof AsYou Likeltislove: Romantic loveisportrayedinthe
play through the pairs of Orlando-Rosalind, Oliver-Celiaand Phebe-Silvius.
Orlando-Rosalind and Celia-Oliver fal inlovewith each other intheir very first
meeting. Whereas Silviushasfallen inlove with Phebe, though Phebe does not
care much for Silvius’ love. All these three pairs are stylized in the fashion of
romantic love. Moreover, the character of Orlando is fashioned in terms of
Petrarchan love tradition, where the lover is aperson from the lower strata of
soci ety than his beloved and hence never venturesto proclaim hisloveto the
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bel oved, instead he writes poemswhere he celebrates hislove and the beauty of
thebeloved.

- All thethreepairsareunited at theend of theplay: But Shakespearethrough

different means mocks Romantic and Petrarchan love. Touchstone-Audrey love
affair ispresented to mock romantic love and Jacques makesasatiric attack on
the romantic love and at the end of the play when all the charactersare pairing
together in wedlock, Jacquesremainsmelanchoalic.

- Thecharacter of Jacquesisthought to betheoriginal creation of Shakespeare, as

the character does not exist in Thomas Lodge’s Rosalynde. Shakespeare
deliberately introduced the character in the play to make acritique of romantic
love, the main theme of the play. The contemplative and melancholic nature of
Jacques cannot be called tragic, but the character isof importance; Jacquesand
histemperamental wit questionsthe comic spirit of the play. Jacquesa so questions
the nature of the pastoral as he calls Duke Senior and his lords ‘usurpers’ as they
have usurped the natural dwelling place of theanimals. As You Likelt, through
itspastoral setting, not only creates an atmosphere of calmnessand simplicity
whereall problemsareresolved, but al so questionstheliterary tradition of the
pastoral. Shakespeare showsthe pastoral astheidea spaceasitisusualy referred
tointheElizabethan poetry, but at the sametimethrough the character of Jacques
unmasksthe pastoral.

- Thecharacter of Rosalind isof much importancein thisplay assheisthemain

turner of events. In Act I, she is a subdued character in the Court of Duke
Frederick; but fromAct 11 onwards, when shereachesthe Forest of Ardenaong
with Celiaand Touchstone, shetakes charge of the situation and at theendina
magical way solvesall thetribulations. In Shakespearean comedies, the heroine
isalwaysthe main protagonist, whereastragedies centre around mal e characters.
Though, one needsto seethe gender equationsin much deeper light asRosalind
needsto cross-dressasamal e (her disguise as Ganymede) to take control of the
Stuation. Moreover, Shakespeare, by giving the Epilogue of the play to Rosalind
deviatesfrom thetradition asthe Epilogueisusually spoken by amalecharacter,
pointsout theimportance of the character of Rosalind.

- Thecharactersof foolsand clownsare asimportant to Shakespearean comedies

as any other aspect. Whereas, Touchstone is the official fool, Jacques is a
Melancholy man seeking the motley wear of thefoolsand Corinisarusticfool

who is termed a ‘natural philosopher’. All these characters with their wit or the

lack of it and with their temperamental nature provide acomic element to the
play. Theroleof foolsin Elizabethan Court isnot only to providejest and laughter
inthe otherwisetense atmosphere of the court, but their presenceitself servesas
acritique of the court. Asthey arethe official fools, therefore, they acquirethe
right to laugh at the courtly proceedingsand courtiers, and in the processmakea
subversive statement against the court in ajoking manner. Thus, thefool sprovide
laughter to the audience/readersin the play. The difference between foolsand

clownsisthat welaugh with thefools, but we laugh at the clowns.



But, As Youlikeit cannot be called aclassical comedy because of thefollowing reasons.

- It does not have a corrective purpose and a satiric tone as classical comedies
have. The purpose of Shakespeare behind writing AsYou LikeItisto produce
innocent laughter and not to laugh at folliesand foibles. Though there are certain
satiric elementsin the play, as the notion of romantic love and the use of the
pastoral by the courtiersisbeing critiqued and satirized. But the critique of these
twinthemesisnot thedominant element inthe play.

- Theplay isnot merely about the ordinary people as classical norms prescribe.
The characters are from different shades of life—some from court and some
from the country sde. Theintermingling of charactersfromall ranksof lifemakes
the play much morerealistic. Moreover, theinteraction of peoplefrom thelower
and higher ranksmakesthe play deal with an aspect wherethe difference between
the courtly and country atmosphere, culture and ritual sare being brought to the
forefront.

- The play does not follow the unities of time, place and action—the play is not set
in a span of twenty four hours. The setting of the play changes from Oliver’s
house to Frederick’s Court to different parts of Forest of Arden, and the play
doesnot deal with asingletheme or action, asmultiple storiesand themesare
intermingled to produceacomplex plot. Thoughin doing so, the play doesnot lose
itsessence, Shakespeare with hiscraftsmanship providesan organic unity to the
play even when al thethree unitiesareflouted.

Itistruethat AsYou Likeltisnot acomedy intheclassical senseof theterm; but
itisakind of aromantic comedy which questionsthe classical parametersto pavethe
path for anew kind of comedy known asromantic comedy.

4.2.1 AsYou Like It as a Pastoral Comedy

“The Forest of Arden like the wood outside Athens is a region defined by an

attitude of liberty from ordinary limitations, a festive place where the folly of

romance can have its day.’ —C.L.Barber

In William Shakespeare’s As You Likelt, an adaptation of Lodge’s Rosalynde,
the Forest of Arden actsasafail to the Elizabethan courtly life. The deviantsfromthe
court find a space of exile in the “pastoral’ Arden where they set up a parallel court
under the hegemony of Duke Senior. Though a certain kind of festivity and revelry
capturesthe mood of the Forest of Arden, As You Likelt ‘brings home the awareness
that pastoralism is the ideology of the court’. Thus in As You Like It, Shakespeare
makesaradical departure from the mainstream Renai ssance use of the pastoral.

The pastoral madeitsoriginsin Greece, where Theocritusused rural settingsand
bucolic shepherdsto explorethe sorrowsof loveand thetoughinjustice of daily life. The
Roman poet Virgil expanded this tradition and Shakespeare’s contemporaries, Spenser
(The Shepheardes Calendar, 1597), Philip Sidney (Arcadia, 1590) and othersused the
pastoral totalk about the artificiality and scheming nature of the court as against the
unravished natural, joyous and innocent countryside. But Shakespeare could seemuch
ahead of hiscontemporariesand found out that the Forest of Arden, pastoral in some
ways, posessimilar power relationsasthat of the court. For the deviant characters of
the court, Duke Senior, Orlando and others, pastoral isatemporary refuge. Thearistocrats
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of the court conscioudy fashion themsal vesas shepherdsto enjoy therustic rural setting
so that they can present their dissatisfaction with the court. Itisnot only Rosalind who
cross-dresses as Ganymede, but all the outsiders of the Forest of Arden disguise
themselves as Shepherdsasthey are misfitsto thisother (pastoral) world. Thepoliticaly
impotent can only take refugein shallow pastoralism and pretend to be shepherdsto
cover up their own limitations. Thus, in As You Like It, one of the main agendas of
Shakespeareisto unmask the pastoral (and to present to hisaudience/readerstheredlity
behind the pretense of the pastoral.)

For reasons of acceptability, Shakespeare deliberately presentsthe unmasking
of the pastoral in asugar-coated bitter pill of comedy. The character of Jacquesisan
addition by Shakespeare to Lodge’s Rosalynde, asit isthrough Jacquesthat Shakespeare
presents the subversion of the sanctified notion of the pastoral as represented by the
characters from the court who are taking refuge in the Forest of Arden. Jacques, by
linking the court and the country in their sacred heritage of cruelty and tyranny undercuts
the idyll of the greenwood. In Act Il Scene (ii), at the sight of a deer hurt by a hunter’s
arrow, Jacques decries the injustice of Duke Senior’s party as he says:

.We
Are mere usurpers, tyrants...

To fright the animals and to kill them up

Intheir assigned and natural dwelling place(l1, ii, 61-63)

Thus, the bonhomie of Duke Senior and the ‘rustic revelry’ of the ‘marriage
wedlock’ are destabilized by Jacques’ satirical perceptions as it ‘mocks the sentimental
pastoralism of the courtiers who moralize their discomforts of exile into blessings’. Jacques
islike the melancholic figure Malvolio in Twel fth Night who presentsthe catharsis of
the play, though the “happy ending’ (as it is the norm in comedy) in matrimonial vows and
convenient reconciliation of the power game between Duke Senior and Duke Frederick,
Orlando and Oliver channelizes the audience to ‘comic laughter” without realizing the
tragicinterrogation of the pastoral.

William Shakespeare employs the tradition of the pastoral genre to mock the
audience’s notion of laughing at the idyll that comedy constructs. When Duke Senior
accuses Jacques of being alibertine, Jacques confessesto Rosalind that hismelancholy
is ‘amelancholy of my own, compounded by many objects’ (1V, i, 16) but at the same
time, Shakespeare a so presents how the Forest of Arden or the pastoral hasthe power
to soothe the ailing people of the court. He may unmask the pastoral and show the
politicsasitiscarried out by Duke senior in the Forest of Arden but at the sametimehe
also celebrates the ssmplicity of the countryside as Corinis represented as a natural
philosopher ashe says:

The property of rain isto wet and fire to burn; that good pasture fats sheep; and

that a great cause of the night is lack of the sun.

Thesmplicity of Corinisposed against the scheming nature of thecourt. Therefore,
it cannot be said that As You LikeItismerely an unravelling of the pastoral sentimentalism,
snceitisasoacomparativestudy of the court and the country, of smplicity and complexity,
of politics and love. Helen Gardner rightly says, ‘Arden is not a place where the laws of
nature are abrogated and roses are without their thorns ... if man does not slay and kill
man, he kills the poor beasts. Life preys on life.” So whether it is the Court or Arden, life



is all about preying on others for one’s pleasures, as Amien’s lovely melancholic song
proclams

Blow, blow thou winter wind,

Thou art not so unkind

As man’s ingratitude. (1V, I, 174 - 176)

Thus, “all the world’s a stage’ to perform as fools, mostly we fool ourselves by
fashioning usin erroneous dressing while the proclaimed fool s present themselves as
foolsasthey know:

When we are born, we cry that we are come to this great stage of fools ...

(King Lear, 1V, iv, 183-184)

Inthe Forest of Arden, thejoyous picture of human achievements culminatesinto
futility as “‘most friendship is feigning and most loving mere folly’. The trial and error
method through which we cometo the knowledge of ourselvesis symbolized by the
disguisesinthe Forest of Arden. Thisdiscovery of thetruth by feigning isthe centre of
AsYou Likelt, astheplay isall about meetingsand encounters; and about conversations
and sets of it: Orlando vs Jacques, Rosalind vs Phoebe, and above all, Rosalind vs
Orlando. Thus, in Shakespeare Survey, Prof. Harold Jenkins rightly points out ‘how
the points of view put forward by one character find contradiction or correction by
another, so that the whole play is abalance of sweet and sour, of cynical against the
idealistic, and life is shown as a mingling of hard fortune and good lap.” We can say that
AsYou Like It isa so about the contradiction between the court and the pastoral, though
the contradiction itself is questionable and needs to be pragmatically examined to
understand the nature and importance of the pastoral in the Elizabethan age.

4.3 CROSS-DRESSING IN AS YOU LIKE IT

I could find in my heart to disgrace my man’s apparel and to cry like a woman; but

I must comfort the weaker vessel, as doublet and hose ought to show itself

courageousto petticoat. (11, iv, 4-7)

Rosalind’s speech in AsYou Likelt rigidly demarcatesthe social rolethat dresses
play in the society. Dress is symbolic of the “fashioning of the self’ as it presumes
certain codified behaviour from the person wearing that particular dress. Consequently,
cross-dressing destabilizesthe cultural polaritiesthat the patriarchal society createsfor
itsown benefit. It isnot truethat cross-dressing or femal etransvestisnisonly confined
to the Renaissance. It originates from Ovid’s story of Iphis and lanthe in Metamor phoses,
Book IX. In five of Shakespeare’s comedies we find the heroines—Rosalind, Viola,
Portia, Julia and Imogen—cross-dressing ‘to escape the constraints and the vulnerability
of the feminine’ (Catherine Belsey, ‘Disrupting Sexual Difference: Meaning and Gender
in the Comedies’).

Cross-dressing not only questionsthe codified behaviour that isrelated tothe
dressbut al so questionsthe violencethat is perpetrated on women which makesthem
cross-dress. Rosalind makesthisvery evident when Celiatalksabout going to the Forest
of Arden:

Alas, what danger will it beto us,

Maids as we are, to travel forth so far?

Beauty provoketh thieves sooner than gold (1, ii, 112-115)
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Women should stay within the four walls of the house—this was the notion that
was a consequence of the patriarchal society. This is represented by the Puritan
pamphleteers, like Stephen Gosson, an English satirist, who argues:

Thought isfree; you can forbid no man that vieweth you (Women) ... for entering

to places of suspicion.

The puritansbelieved that when alady ventures out of the household, it isnot only
athreat to her bodily purity, but much more than that—her reputation. She might be the
object of ‘promiscuous gazing’, but more than that she will be transcending the image of
the ‘goddess of the household’ to a ‘whore in the marketplace’. Thus, cross-dressing for
Rosalind becomesessential not only to save herself from promiscuous gazing and rape
but al so to keep her imageintact asachaste lady according to the patriarchal norms. In
that sense, if cross-dressingisadisruption of the patriarchal codification of dress; it at
the same time, reinscribes patriarchy. Michel Foucault in The History of Sexuality
speaks of resistance not as an outside power but inscribed withinit asitsirreducible
opposite. Therefore, Stephen Greenblatt in Shakespearean Negotiationswrites:

Though Shakespeare characteristically represents his women characters—

Rosalind, Portia, Viola—as realizing their identities through cross-dressing, this

whole conception of individuation seems to be bound up with Renaissance

conceptions of the emergence of the male identity.

I dentity depends on binary oppositions, therefore, the fixing of meaningisthe
fixing of difference asopposition. Inthese oppositionsonetermisalwaysprivileged, and
oneisalwaystheother, alwayswhat isnot thething itself. Catherine Bel sey, aBritish
literary critic, rightly said, ‘WWomen, then as now, were defined in relation to men and in
terms of their relations with men.” As gender identity is fixed by the way one dresses up,
therefore, a certain power relation also becomes evident. Portiain The Merchant of
\enicehadto cross-dressto enter the court. Smilarly, when Rosalind entersthe Forest
of Arden as Ganymede and meets Orlando, Orlando is comfortable enough with
Ganymedetotak about hislovefor Rosalind asmale bonding in the patriarchal society
isstronger than that of male-femal e bonding. On the one hand, Orlandowasinlovewith
Rosalind in abookish way and followed the Petrarchan tradition by not articulating his
loveto Rosalind, on the other hand he could talk about it very easily with Ganymede.
When Rosalind isdressed as Ganymede, her discourse makes much senseto othersas
itiscoming from amanwho hasaparticular socia roleto perform. Thus, through cross-
dressing, fixed and stable gender i dentity and gender behaviour isput under contestation.
Elaine Hobby says, ‘through Rosalind, we are presented with two interwoven challenges
to the stability of gender.” This is achieved through a juxtaposition of Rosalind’s
characteristicsasayoung woman with her behaviour when playing the part of ayoung
man; and through a series of jokes about the actual gender identity of the actor playing
the role of Rosalind/Ganymede’s part.

Rosalind usesher double gender identity for accepting greater freedom otherwise
denied to her. Sheunderminesthe patriarcha constructionsof maleand female behaviour
and when dressed as Ganymede she pretendsto be Rosalind and asks Orlando to woo
her:

Come, woo me, woo me; for now | amina
Holiday humour and like enough to consent. (1V, |, 61-62)



She also arranges a mock marriage with him in Celia’s presence. The boldness
that we seein Ganymedeisonly poss bl e because she hastaken up therole of aman.
Therefore, asthe play progresses Rosalind becomesthe author of her owndrama. Asa
transvestite, she has devised her own rulesto play the game with Orlando as sheis
pretending to be a man. Jean E. Howard in the essay ‘Cross-dressing, the theater and
gender struggle in Early Modern England’ says, cross-dressing ‘reveals the constructed
nature of patriarchy’s representation of the feminine and a woman manipulating those
representationsin her owninterest, theatricalizing for her own purposewhat isassumed
to be her innate, teaching her future mate how to get beyond certain ideol ogies of gender
to enabling ones.’

Cross-dressing may, in some ways, be areinscription of patriarchy; but much
morethan that it becomesamedium for questioning and critiquing the prescribed gender
rolesand to open up new possibilitiesto view gender identitiesand behavioursand also
to present alternative imagesof womanhood. It also opensup the possibility for women
to show their potentia in the space beyond the household and alsoto voicetheir desire
asRosalind doesto Orlando. Rosalind islucky that shewasin an advantageous position
inthe Forest of Arden as she could dominate othersand could livelife according to her
own terms. She did not have to fall into Viola’s position and lament, ‘1 am not what |
am’. Rosalind could reveal herself in her own chosen time and space to her own people
without facing any social stigma, asthe play had to have ahappy ending sinceitisa
comedy. Otherwise, likeMoll Cutpurseintheplay TheRoaring Girl by ThomasMiddleton
and Thomas Dekker, shewould haveto say:

| pursue no pity
Follow the law.
The patriarchal law would have punished Rosalind for transgressing the gender

prescribed roles. But Shakespeareisdeliberately presenting femaletransvestismin his
comedies as hewantsto question the gender rolesthrough hisheroines.

44 THEMESIN ASYOU LIKE IT

Themes are the fundamental and often universal ideas explored in aliterary work.
Shakespeare’s plays have various themes and so does As You Likelt. Following arethe
themes of As You Like It.

4.4.1 Themeof Love

Themaintheme of aromantic comedy islove, whereabeautiful and charismatic heroine
isthemainturner of eventsand thelove affair though doesnot run smooth, still endsin
marriage, overcoming all difficulties. In Shakespeare’s As You LikeIt, therearefour
pairs of lovers—Orlando and Rosalind, Oliver and Celia, Silvius and Phebe, Touchstone
and Audrey. Two of them—~Rosalind and Orlando, Celia and Oliver—fall in love with
each other at first sight. Silviusloves Phebe, but she doesnot carefor hislove. Instead
shefalsinlovewith Ganymede (disguised Rosalind), but when shefinds out thetruth,
shemarries Silvius. Touchstone and Audrey also get married at the end of the play, but
they arenot inlovewith each other. Their marriageislike acontract where each gains
something fromthe other.
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Orlando’s love for Rosalind is stylized on Petrarchan tradition where there isa
classdifference between thelover and the bel oved and the lover never aspirestoreach
the bel oved though he continuesto love her from afar. He manifestshislovein theform
of poemsand celebratesthe beloved in hisverses. Orlando, similarly, writesand hangs
hislove poemsin the Forest of Arden, but never daresto go to Rosalind to confesshis
lovefor her. Incidentally, Rosalind findsthe versesand after aseries of mock courtships,
their relationship culminatesin marriage. Interestingly, he doesnot hesitateto talk about
hisloveto Ganymede (disguised Rosalind). Orlando immediately after fallinginlove,

SayS.
What passion hangs these weights upon my tongue?
| cannot speak to her, yet she urg’d conference.
O poor Orlando, thou art overthrown!

Throughout the play, Orlando’s passion for Rosalind weighs so heavily on his
tonguethat he never managesto declare hisloveto Rosalind and sighsfor her. However,
he does not waver in declaring hislove to thewholeworld through hislove poems.

Inthe Petrarchan tradition, thelover never managesto get hisbeloved. ButinAs
you Likelt, Orlando gets Rosalind, as Rosalind makesall effortsto get Orlando. The
fruition of their loveisincidental asthey both by chance land up inthe Forest of Arden.
Through thisplay, Shakespeareismocking the notion of Petrarchan love.

Jacques, throughout the play, satirizesthelove of Orlando. Touchstone, theofficial
fool, too mocks Orlando and Rosalind’s love. Even the pairing of Touchstone and Audrey
mockstheromanticlove, astheir marriageisbasically acontract. Audrey isattracted by
courtly manners and as soon as she meets Touchstone, she finds her way to the court
and decidesto marry him and Touchstone marries her for female company. Thus, the
romantic notion of loveisthwarted by Touchstone-Audrey.

The other couple—Celia and Oliver—also fall in love at the first sight, which is
very sudden and surprising, asRosalind says.

Nay, ‘tis true: there was never anything so sudden but the fight of two rams, and

Caesar’s thrasonical brag of ‘I came, saw and overcame’. For your brother and my

sister no sooner met, but they looked no sooner looked but they loved ...

Celia-Oliver’s pair is similar to that of Rosalind-Orlando, as they fall in love at the
first sight, but in this case, with Orlando’s help, Oliver is able to get his beloved Celia. He
did not havetowait like Orlando for thefruition of hisloveinmarriage.

Silvius and Phebe’s pair is interesting from this point of view. Silvius is in love with
Phebebut shedoesnot carefor hislove, though sheenjoysall the attention. The pride of
Phebeispunctured by cross-dressed Rosalind withwhom Phebefallsinlove. Though at
theend of the play when Phebefindsout thetruth, she accepts Svius, asshe understands
that she probably would not get another chanceto belovedinthe samemanner inwhich
Silviuslovesher.

Thus, the play ends with the coupling of the loving pairs asisthe normin a
romantic comedy, but Jacques by not being apart of themarriagerevelry at the end of
Asyou Likelt critiquesthe happy ending of the play. His presence makesit clear that
though aromantic comedy may end happily, butitisnot the caseinred life. Shakespeare,
thus, not only writesaromantic comedy with love asitstheme, but at the sametime
critiquesromanticlove.



4.4.2 Theme of Female Bonding

Loveisnot smply about the attachment between peopl e of two different genders, where
loversexpresstheir feelingsto each other and end up cementing their relation through
marriage. Apparently, inthe play As You Like It the rel ationship between Rosalind and
Celia celebrates the special bonding between two sisters. They love each other
passionately and unconditionally. Charles says, ‘never two ladies loved asthey do’. Le
Beau emphasizes similarly, “‘whose loves are dearer than the natural bond of sisters’.
Therearefour pairsof loversintheplay. But their loveissomething that isseenasa
natural manifestation, according to the societal make-up. Thelove between Rosalind
and Celiaisunusual, asthey portray that the women need to come together not only
because they go through similar experiences, but also to fight for each other’s rights.
Rosalind staysback in the Court because of her lovefor Celiaeven while Duke Senior,
her father, isbanished. Smilarly, when Rosalind isbanished, Celiaargueswith her father,
Duke Frederick, to undo the order. When Frederick refuses, Celiadecidesto accompany
Rosalindin her exile. Therefore, while going to the Forest of Arden, Celiasays:

Now go in we content
To liberty, and not to banishment

She considers her flight from the court to be liberating, as she thinks her father’s
court to betoo oppressive. Elizabethan court isprimarily amae domain, wherefemales
have no role to play. Celia’s decision to go to the Forest of Arden is not only because of
her love for Rosalind, but it can also be analyzed in terms of her revolt against the
oppressive patriarchal society. Moreover, in Act |, we see Rosalind to be a subdued
character, though she becomestheturner of eventsin the Forest of Arden. Her virtues
find true manifestation when sheisout of the patriarchal setup. Thus, thelove between
these two women characters can be seen asacritique of patriarchal oppression.

The bonding between Rosalind and Celia is also set against the jealous brothers—
Oliver and Orlando, Duke Frederick and Duke Senior, who fight among themselvesfor
property and prosperity. One brother’s prosperity becomes the reason of envy for the
other, as against the sisters, where one’s melancholy makes the other sad. Thus, the
contrasting parallel isbeing drawn by Shakespearein the play to show and critiquethe
gender norms.

4.4.3 Themes of Primogeniture and Usurpation

Property dispute and envy between brothersis one of the themeswhich Shakespeare
unfoldsas soon asthe play begins, which providesatouch of realism to the mirth and
comic spirit of the play. By the principleof primogenitureininheritance, Oliver becomes
the inheritor of Rowland de Boys’ property and also the nurturer of Orlando. The principle
of primogeniturewaswidely practiced in the sixteenth and seventeenth century England
to keep the family wealth consolidated. So Orlando inherits, ‘poor a thousand crown’
and Oliver isgiven theduty to look after him. Inthissocial system, the younger sons
always suffer, astheir lives depend on thewhims and wishes of their elder brother (the
firstborn). Orlando isbrought up asafarm|abourer, without any formal education as
Oliver did not want hisyounger brother to ever havethe caliber to question him. In other
words, Oliver wanted Orlando to be a slave, but things turned out otherwise when
Orlando inherits his father’s qualities, which makes Oliver envious and he consequently
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decidestokill him. Though, asit happensin acomedy, Orlando saves Oliver when a
lioness attacks him in the Forest of Arden, and Oliver’s heart changes and he gives
Orlando hisdue sharein the property. AsYou Like It being acomedy resolvestheissue
of inheritancevery easily without causing harmto anyone.

Duke Frederick usurpsthe Dukedom of Duke Senior and banisheshim. Duke
Senior goesto the Forest of Arden and staystherewith hisloyal lordstill he getsback his
Dukedom. He gets back his Dukedom when Duke Frederick meets a hermit at the
outskirts of the Forest of Arden, which changes hiswhol e personality. The theme of
usurpation not only highlightsthe political problem of the court, but alsoisastructural
necessity asthat would serve the purpose of introducing the theme of pastoral inthe
play. Moreover, it a so providesatouch of realism to an otherwise romantic play, where
al wishesand dreamsarefulfilled at theend of the play. Thetheme of usurpationisalso
resolved in the play without much political, social and economicjustification, asacomedy
should end on ahappy note.
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Inthisunit, you havelearnt that:

- William Shakespeare, the greatest playwright that England hasever produced, is
thought to be a poet and dramatist of all ages. Ben Jonson is of the view that
Shakespeare ‘was not of an age, but for all time’.

- William Shakespeare appeared in the dramatic and literary world of Londonin
1592 and became an important member of the company of playersknown asthe
Lord Chamberlain’s Men (called the King’s Men after the accession of James |
in1603).

- A comedy, usually, isaplay wherethe charactersand their follies, foiblesand
discomfituresare presented in such afashion so asto mock them which would
not only entertain the audience or the readers, but at the sametime would make
them learn through the mistakes of the charactersthat they should never repeat
such mistakesor fall into trapsbecause of suchfollies.

- The Renaissance begun in the fourteenth century Italy and from thereit spread
throughout Europe. Renai ssance meant rebirth, in European context; Renai ssance
wastherebirth of the classical learning.

- Classical comediesdtrictly observed theunity of time, place and action. Thetime
frame of the play should not be more than twenty four hours. The setting of the
play should be one throughout the play and there should be one plot presentedin
theplay.

- Thecharacter of Jacquesisthought to betheoriginal creation of Shakespeare, as
the character does not exist in Thomas Lodge’s Rosalynde. Shakespeare
deliberately introduced the character in the play to make acritique of romantic
love, the main theme of the play.

- Itistruethat AsYou Likeltisnot acomedy intheclassical sense of theterm; but
itisakind of aromantic comedy which questions the classical parametersto
pavethe path for anew kind of comedy known as Romantic Comedly.



- The pastoral madeitsoriginsin Greece, where Theocritusused rural settingsand
bucolic shepherdsto explore the sorrowsof love and thetough injustice of daily
life.

- The character of Jacques is an addition by Shakespeare to Lodge’s Rosalynde,
asitisthrough Jacquesthat Shakespeare presentsthe subversion of the sanctified
notion of the pastoral asrepresented by the charactersfrom the court who are
taking refugein the Forest of Arden.

- Thesimplicity of Corinisposed against the scheming nature of thecourt. Therefore,
it cannot be said that As You Like It is merely an unravelling of the pastoral
sentimentalism, sinceit isalso acomparative study of the court and the country,
of amplicity and complexity, of politicsandlove.

- Rosalind’s speech in As You Likelt rigidly demarcatesthe socia rolethat dresses
play in the society. Dress is symbolic of the “fashioning of the self’ as it presumes
certain codified behaviour from the person wearing that particular dress.

- Cross-dressing not only questionsthe codified behaviour that isrelated to the
dressbut also questionsthe violencethat i sperpetrated on women which makes
them cross-dress.

- Cross-dressing for Rosalind becomes essential not only to save herself from
promiscuous gazing and rape but al so to keep her image intact asachaste lady
accordingtothe patriarchal norms.

- Cross-dressing may, in some ways, be areinscription of patriarchy; but much
morethan that it becomesamedium for questioning and critiquing the prescribed
gender roles and to open up new possibilities to view gender identities and
behavioursand al so to present alternativeimages of womanhood.

- Themain theme of aromantic comedy islove, where abeautiful and charismatic
heroine is the main turner of events and the love affair though does not run
smooth, still endsinmarriage, overcomingall difficulties.

- Love is not ssimply about the attachment between people of two different
genders, whereloversexpresstheir feelingsto each other and end upin bonding
their relation through marriage. Apparently, in the play As You Like It the
rel ationship between Rosalind and Celia cel ebratesthe special bonding between
twosisters.

- Property dispute and envy between brothers is one of the themes which
Shakespeare unfol dsas soon asthe play begins, which providesatouch of realism
to themirth and comic spirit of the play.

- Thetheme of usurpation not only highlightsthe political problem of the court, but
alsoisastructural necessity asthat would serve the purpose of introducing the
theme of pastoral intheplay.

- Thetheme of usurpation isalso resolvedin the play without much political, social
and economic judtification, asacomedy should end on ahappy note.
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4.6

KEY TERMS

- Pastoral: Theterm Pastoral signifiesanything dealing with shepherd. Theword

pastoral is derived from the Greek word “pastor’ which meant ‘shepherd’.

- Petrarchan love: The term Petrarchan Love comes from the Roman poet

Petrarch, who wrote love sonnets for Laura, alady whom he may or may not
haveinhislife.

4.7

ANSWERS TO ‘CHECK YOUR PROGRESS®

10.

William Shakespeare appeared in the dramatic and literary world of Londonin
1592 and became animportant member of the company of playersknown asthe
Lord Chamberlain’s Men (called the King’s Men after the accession of James |
in1603).

AsYou Likeltisoneof hismiddie comedies, wherethe plot of the play isborrowed
and adapted from Thomas Lodge’s prose romance Rosalynde, writtenin 1590.

A comedy, usually, isaplay wherethe charactersand their follies, foiblesand
discomfituresare presented in such afashion so asto mock them which would
not only entertain the audience or thereaders, but at the same time would make
them learn through the mi stakes of the charactersthat they should never repeat
such mistakesor fall into traps because of suchfollies.

The character of Jacquesisthought to betheoriginal creation of Shakespeare, as
the character does not exist in Thomas Lodge’s Rosalynde. Shakespeare
deliberately introduced the character in the play to make acritique of romantic
love, the maintheme of the play.

Dress is symbolic of the “fashioning of the self’ as it presumes certain codified
behaviour from the person wearing that particul ar dress.

Cross-dressing not only questionsthe codified behaviour that isrelated to the
dressbut also questionsthe violencethat i sperpetrated on women which makes
them cross-dress.

Shakespeareisdeliberately presenting femal etransvestismin hiscomediesashe
wantsto question the gender rolesthrough hisheroines.

Orlando’s love for Rosalind is stylized on Petrarchan tradition where there isa
classdifference between thelover and the bel oved and thelover never aspiresto
reach the beloved though he continuesto love her from afar.

Celia considers her flight from the court to be liberating, as she thinks her father’s
court to betoo oppressive. Elizabethan court isprimarily amale domain, where
females have no role to play. Celia’s decision to go to the Forest of Arden is not
only because of her lovefor Rosalind, but it can also be analysed intermsof her
revolt against the oppressive patriarchal society.

Duke Senior getsback his Dukedom when Duke Frederick meetsahermit at the
outskirtsof the Forest of Arden, which changes hiswhole persondlity.
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4.8 QUESTIONSAND EXERCISES AsYou Like It

Short-Answer Questions

, , NOTES
1. Writeashort note on the Elizabethan age.

2. What classical notion of acomedy does Shakespeare seem to challengein As
You Like It?

. State the chief aim of acomedy.
. List thefeaturesof classical comedies.
. Writeanote on romantic comedy.

o 01~ W

. How does Shakespeare make a radical departure from the mainstream
Renaissance use of the pastoral ?

7. Iscross-dressing areinscription of patriarchy? Giveyour views.
8. How does Shakespeare mock the notion of Petrarchan love?

9. “The bonding between Rosalind and Celia is also set against the jealous brothers—
Oliver and Orlando, Duke Frederick and Duke Senior.” Explain.

10. Write ashort note on the theme of primogeniture and usurpationin As You Like
It.
Long-Answer Questions

1. DiscussAs You Like It asaromantic comedly.

2. Doyou agreethat AsYou Likeltisapastoral comedy whereWilliam Shakespeare
usesthe pastoral asadeviceto question the dominant ideology of the society?
What areyour views? Give reasons.

3. Describe cross-dressing asadevice used to reestablish patriarchy.

4. Shakespearean comedies are centered on female characters. Discuss with
reference to As You Like It.

5. ‘Themes are the fundamental and often universal ideas explored in a literary
work.” Discuss the underlying themes of Shakespeare’s As You Likelt.
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5.0 INTRODUCTION

Communicationisaphenomenonthat al of usarefamiliar with. Manisasocia animal
and it is inevitable for him to communicate. Though there is no way to define
communication that has been agreed upon globally, the definition differsaccording to
variousacademic fieldsand different hypotheses, school sof thought and approaches.

Someinherent objectives of communication are: (i) bringing about afeeling of
awareness, (ii) conveying knowledge, (iii) conveyingimpressions, (iv) giving shapeto
attitudes, (v) provoking want or desire, and/or (vi) accomplishing aperformativefeat,
such asmaking asale or presenting a project. Communi cation can be segregated into
four dimensions: internal dialogue, one-to-one, one-to-many and many-to-many.

Writing is that form of communication which reveals the sender’s clarity of thought
and expression in encoding a message. Barbara Tuchman, a well-known historian, has
very aptly said that though effective communi cation needs both asender and areceiver,
this process can become more successful if thewriter (who isthe sender inthiscase)
keepsthewritten form (the message) simple, concise and brief. Reading involvesthe
ability to comprehend what iswritten either in theform of poetry or prose. Thelevel of
writing determinesthe extent of comprehensibility. In other words, complex writing
would makeit difficult for readersto comprehend the essence.

Inthisunit, youwill study the concept of communication, its nature, objectives
and mediaof communication. You will aso get acquainted with the variousskillsto be
used in reading and writing.
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5.1 UNIT OBJECTIVES

After going through thisunit, you will beableto:
- Describe the meaning and nature of communication
- Assessthe objectives and mediaof communication
- Discussthe characteristics of poetry
- Evaluatethe characteristicsof the stylisticsof writing
- Explainthe conceptsof deviation and parallelism
- Discussthe concept of dialogue-writing in detail
- Analyse the importance of vocabulary in an individual’s life

52 COMMUNICATION SKILL

The American Society of Training Directors defines good communication as ‘the
interchange of thought or information to bring about mutual understanding and confidence
or good human relations.” Newman and Summer define communication as ‘an exchange
of facts, ideas, opinions or emotions by two or more persons’. Communication thus
involvesasystematic and continuing process of telling, listening and understanding.
Communi cation enabl esindividua sto exchangeideasfreely and effectively. Effective
communication signifiesasuitable grasp over the exchangein the senseinwhichit has
been communicated.

5.2.1 Meaning and Nature of Communication

Meaning

Effective communication is central to the success of any business organization.
Communicationisapervasiveactivity which encompassesamost al facetsof our lives.
Much of our livesisspent communi cating with each other, beit at our work placeor in
our family life. The term communication is derived from the Latin word communis
which meanscommon. Thus, communication involvesrendering common ideas, opinions
or information, that is, the sharing of ideas opinions or information. In other words,
exchange of thoughtsisknown as communication, facilitating mutual understanding
between two or more people. Robert Anderson has defined communication as the
interchange of thoughts, opinionsor information by speech, writing or signs. Keith Davis
has defined communication asthetransfer of informati on and understanding from one
person to another person. It isaway of reaching otherswith facts, ideas, thoughtsand
values. In the words of Peter Little, ‘Communication is the process by which information
istransmitted between individual sand/or organizations so that an understanding and
response develops.” When communication is referred to in an organizational context it is
known as organizational communication. According to William Scott, * Administrative
communication isaprocesswhich involvesthe transmission and accurate replication of
ideas ensured by feedback for the purpose of eliciting actionswhich will accomplish
organizational goals.’
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The characteristics of communication are asfollows;

- Communication involves at least two persons—the sender and the receiver.

- Itinvolvesthetransfer of ideas, facts, emotions, gestures, symbolsand action NOTES

from sender toreceiver.

- Understanding isan essential component of communication, that is, theideas,
opinions and emotions conveyed should be accurately replicated in the receivers’
mind.

- Communi cation may beintentional or unintentional.

- The purpose of communicationisto elicit action, inform or to expressacertain
point of view.

- Communicationisatwo-way process, that is, afeedback from thereceiver tothe
sender isan essential component of communication.

- Communication is adynamic process—it grows and develops.

- Communication issystemic, that is, every component of the processisaffected
by every other component. For example, if thereisafault in the tel ephone (channe
of communication) it will affect the message received by thereceiver.

Communication that takesplacewithin apersoniscalled intrapersonal communication,
whereas communi cation between two peopleiscalled interpersonal communication.
Intrapersona communi cation isamore complex processthrough which communication
takes placewithin anindividual. Organizational communication takesplacewithina
bus ness organi zation whereas mass communication isdirected at alargeaudienceor is
amed at specid media. Communication acrossbordersinvolving cross-culturesistermed
asinternational communication.

5.2.2 Objectives of Communication
Objectives

The objectivesand functionsof communication areinter-related. Communication could
have many obyj ectives depending upon the group and context. Communication withinthe
family, in aclassroom, theatre, church, war field, seminar and in the boardroom has
different objectives. The objectivesare defined depending upon the group and the purpose
to be achieved. Each of these groups has a different set of goals and objectives.
Communication aimsat sub serving those goals. In each of these groups, the dominant
obj ective of communication would beto inform, connect, educate, entertain, motivate,
provoke, integrate, reassure and persuade, asthe case may be. Communicationisthus
themeansto an end. Communicationislargely goal oriented and the obj ective of any
persona communication would depend upon the person or group address ng the purpose
or object onehasinmind. Let usnow look at the objectivesof communicationin business
organizations.

Itisaprocesscommon to every business, whatever itsprimary function. Business
organizationsexist for the purpose of meeting specific needs of the community inwhich
they operate. Every business organi zation setsitsgoalsand objectivesinrelation to the
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specific needsit aimsto fulfill. Every organization usesresources, including human
resources, to function effectively, and a so targets specific clientsand markets. Businesses
are often associ ations of people coming together for specific purposes. It has people
within and addresses peopl e outsi dethe organi zation. The activitiesof any organization
require both people within and peopl e outside to act, interact, reach, share, exchange
and get acrossto each other so that specific objectives are accomplished in an effective
manner. The word ‘business’ connotes commercial motives distinct from any charitable
organization. Itisclearly driven by the profit motive. Thisimpliesthat the organization
would liketo ensurethat its objectives are achieved with the optimum utilization of
resources such astime, money and effort. The communication system that isput in
place within the organization should, therefore, address and meet these objectives.
Business organi zations being multi-disciplinary in nature, communi cation encompasses
wideareasand isinter-disciplinary in approach. Large organizationsare described as
networksof interdependent rel ati onships. The objectives, activitiesand inter-relationships
of abus ness organi zation necessitate communication to serveitsmany diverse objectives.

These objectivesare discussed asfollows:

(i) Toinform: Thefirst and foremost objective of any kind of communicationisto
inform. In today’s world, information is power. Communication brings power
through information. The dissemination of information coversawide range of
areas, bothinternal and external. People within the organization haveto be kept
informed about organizational goals, objectives, procedures, processes, systems,
plans, priorities and strategies. Equally important isthe objective of ensuring
effective external communication—with customers, prospects, competitors,
suppliersand the public, about products, services, plans, happenings, eventsand
achievements. Theinformation needswithin the organization take on different
nomenclatures—market-related information, product-related information, client-
related information, employee information, executiveinformation, management
information and so on.

(i) Toeducate: Another objective of communicationinan organizationisto educate,
i.e. to disseminate knowledge and devel op skillsand attitudes among the people
working in the organization. Thereisalso aneed to familiarize them with the
systems, procedures and processes. This process of education may extend to
customers as well. This may be done through product literature, publicity,
presentationsand demonstrations.

(ili) Totrain: Communicationisanintegral component of any training programme.
Business organizations need to train people to achieve proficiency in specific
skills. They haveto provide working knowledge and attitudinal inputsthrough
training programmesto employeesat varioushierarchical levels. Training sessons
involveteaching, instruction, demonstration, practiceand discussion. The process
of communicationisintegral to each of these.

(iv) Tomotivate: Peoplein any businessorganization haveto be motivated to pursue
goals and achieve higher levels of performance. High levels of morale and
motivation areamust to ensure high level sof productivity and efficiency ona
sugtainablebasis. Communication providesthe meansto kegp themotivation levels
high. Talks, lectures, films, meetings, workshopsand non-verbal messagesare
among the means used to motivate people.



(v) To integrate: Large business organizations have different business units, Communication/
departmentsand territorial divisions. Each of them pursuedifferent goal's, sub- Conversational Sdlls
goal sand target sections. Communication providesthe meansfor an integrated
gpproachin pursuing organi zationd gods. Effective communication should perform
thecrucial task of integrating individualsacrossdifferent |levels. In other words, it NOTES
allowspeopletowork cohesively inorder to fulfill certain goalsand objectives. In
business set ups, communicationisintegral to the processof team building.

(vi) Torelate: Good businessrelationshipsareamust for the continued success of
any busi ness organization. Communication providesthe meansfor building and
nurturing mutually beneficia relationshipswhich arebothinternal and external.
They may be among and/or between employees, supervisory staff, top
management, customers, suppliers, other players, press and other media.
Communication allows organi zationsto rel ate themsel veswith the community at
large. It allowsthe organi zation to position themsel vesasasensitive unit careful
to the needs and apprehensions of its employees. All thisisachieved through
well-organized communi cation Strategies.

(vii) Topromote: Promotiona effortsareamust for any organizationtofully achieve
itsobjectives. One of the Psof marketing, Promotion, relatesto variousactivities
such asadvertising, publicity, public relationsand communication, which aim at
customer information, customer education, customer communi cation and customer
retention. Inthe marketing context, the customer issaid to move from stageto
stagetill the transaction iscompleted. They move progressively from the state of
awarenessof the need for aproduct to theknowledge of the product, and thereafter
to astate of product preference. The needs of customersdevelop into effective
demand for products, resultinginthe purchase of the product or service. Promotiona
aspectsof theserviceare particularly relevant in aserviceindustry like banking
or insurance, where the product, i.e. the service, cannot be readily ‘seen’. Financial
serviceprovidersessentially sell benefits. For this, they haveto organi ze effective
promotional measures, which seek to inform, educate, persuade and actualizethe
clientsmarkets. Communi cation congtitutesthe basi ¢ plank onwhich promotiona
strategiesare built.

(viii) Toentertain: Every businessisnot necessarily aseriousbusiness. Even serious
businesses are not ‘serious’ all the time. Whatever may be the nature of business,
there should betimefor entertainment. Communication facilitatesentertainment.
It enablessocid bonding and dlowslighter momentsto devel op betweenindividuas
that helpinreleasing tension apart from promoting camaraderie. Humour, when
used effectively, can play avital rolein fostering positive behaviour in business
organi zations. In the entertainment i ndustry, communication hasamuch bigger
roleto play. It can serveto achievethe objective of purposeful entertainment.

(ix) To facilitate decision-making: Decision-making constitutes an important
function for any bus nessorganization. Well thought out decisions, quickly taken,
lead to better results. Such decision-making is spread across all functional areas—
personnd, marketing, accounts, production and maintenance. Day inand day out,
peoplein organizationstake decisionsat various hierarchical levels. Peopleat
higher level sin the organi zation command respect depending upon their decision-
making abilities. Any such decis on-making, however, dependsonthe availability
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of adequate and timely inputs. It callsfor facts, figures, analysis, deliberation,
clarification, confirmation and evaluation. Communication—both oral and written—
facilitates decision-making in any business organization. The objectives of
communication, it must beemphasi zed, are dynamic and ever-changing. Depending
upon the nature and functions of the organization, the range of peopleit deals
with, and the sensitivitiesinvolved, the process of communication assumes new
dimensions. Inorder to caution, counsdl, persuade, clarify, dicit support, reprimand,
organi ze, apprise, eval uate and achieve numerous other objectives, peoplein
organizations use communication. Bus ness organi zationsnowadaysfunctionin
an extremely dynamic manner. Nothing ever remainsthe samefor long. There
aremergersand acquigitions, joint ventures, high employeeturnover, low customer
loyalty, movetowards corporate governance, outsourcing, paperless officesand
flexible work hours. All these developments have had their impact on the
conventiona methodsof organizationa communication.

Communication systems, concepts, and approacheswill haveto copewith new
demandsin business, and there is a constant need to review the adequacy of
existing methods and practices. Communication isessentially asupport system
for any business. With every changein business profiles, the communication
process will change accordingly. Let us take an illustration. Till recently, a
supervisor inan organization would cons der having along talk with an employee
whose productivity had declined or who hasstarted showingindifference at work.
Thistypical scene has undergone anoteworthy change. Today, there may not be
much of an opportunity to have long, focused person-to-persontalks. Withflexible
working hours, outsourcing and limitations of time, new approacheswill haveto
be found. Although few companies may have the option of ‘chatting’ online, the
advantages of aone-to-one communication are poignantly missing. Every new
Situation translatesinto aneed for anew approach to communication. To cope
with new stuationsand emerging challengesin bus ness, people associated with
the process of communicationwill haveto be necessarily creativeand innovative.

Theobjectivesof communication, bothinterna and externd , thuscover multifarious
facets of organizational functioning. Within the organization, it coversvaried
functionssuch asplanning, directing, controlling, coordineting, reviewing, monitoring
and staffing. It facilitates appropriate feedback vital for decision-making and
relationship building. Marketing, selling, goal -setting, empl oyee counsel ling, team-
building, performancehighlighting, image-buil ding, moraebuilding and community
orientation areall valid objectiveswhich communication seeksto achievein an
organizational context. Communication, in other words, supportsevery business
function.

5.2.3 Media of Communication

Managersuse severa different typesof communication intheir work. The choice of the
method of communi cation would depend upon factors such asthe physical presence of
the receiver of the message, the nature of the message as to whether it is urgent or
confidential and the costsinvolved in thetransmission of the message. Various means of
communication fall into four categories: (1) oral, (2) written, (3) non-verbal, and
(4) information technology. These means are not mutually exclusive and very often
some of these methods are combined to increase the emphasisor clarity of information.



1. Oral communication Communication/
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Themost preval ent form of organizational communicationisoral. It could beface-to-
face communication whichisintheform of direct talk and conversation between the
speaker and the listener when they are both physically present at the same place. It NOTES
could aso betel ephone conversation or an intercom system conversation. Whereaone-
way communicationisrequired, then oral communication may includeapublic address
system. Thisisquite common at airports when providing information to passengers
about flight departuresand arrivals. All political leadersarerequired to devel op oratory
skillsasthey often addresstheir followersviaapublic addresssystem. Every professiona
getsan opportunity to useora communication when making presentationsto groupsand
committees, acustomer or aclient or at aprofessional conference.

Ora communication is preferable when the message is ambiguous (can be
discussed and clarified) and urgent (providesfor rapid feedback). Furthermore, it conveys
persona warmth and friendlinessand it devel opsasense of bel onging because of these
personalized contacts. It isnot recommended when aformal record of communicationis
required, when the communication islengthy and distant, and when theinformationis
statistical in nature and requires careful and objectiveanaysis.

2. Written communication

A written communication means putting the messagein writing and isgenerally inthe
formof ingtructions, | etters, memos, forma reports, information about rulesand regul ations,
policy manuals, information bulletins and so on. These areas have to be covered in
writing for efficient functioning of the organization. Itismost effectivewhenitisrequired
to communicate information that requires action in the future and, al'so in situations
where communicationisthat of generd informationa nature. It al so ensuresthat everyone
hasthe sameinformation.

Written communi cation isrecommended when evidence of eventsand proceedings
arerequired to be kept for future references, when there are several peopleinvolved
who need to be updated and correspondence noted, when transmitting lengthy Statistical
dataaswell aswhen more formal authority isto be exercised.

Written communi cation can haveitsdisadvantagesin thet it isvery time consuming,
especialy for lengthy reports, thereisno immediate feedback opportunity to clarify any
ambiguities, and confidential written material may leak out beforetime, causingdisruption
initseffectiveness.

3. Non-verbal Communication

Non-verbal communicationisalso animportant part of communication and isconveyed
through meaningful non-verba ways. Often, non-verbal waysareresponsiblefor adding
to verbal messages. For instance, anything said in alight-hearted manner with asmile
conveys a sense of amiability and ease. Few non-verbal expressionsinclude facial

expressionsand phys cal movement. In addition, some aspectsof thework environment
such asthe building and office space can convey amessage regarding the authority of
the person. For exampl e, visitorstend to feel uncomfortablein officeswherethereisa
desk between them and the person they are speaking to. Thisis the reason behind
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furnishing offices with sofasand chairs. Theaim isto ease the tension and makethe
visitor feel comfortable. Similarly, artwork in officesand neatness conveys an aura of
professionalism.

Non-verbal communication affects the impressions we make on others. A
handshake s probably the most common form of body language and tellsalot about a
person’s disposition. Other examples of body language are tilting of the head, folding of
armsor the posturewhilesittinginachair.

Our facia expressions can show anger, frustration, arrogance, shyness, fear and
other characteristicsthat can never be adequately communicated through the written
word or through oral communicationin and by itself. Some of the other body language
examplesare shrugging of shouldersfor indifference or unfamiliarity and tapping fingers
onthetablefor impatience. Some of the basic types of non-verbal communication are:

- Kinetic behaviour : Body motion such asfacial expressions, gestures, touching,
eyemovement

- Physical characteristics: Body shape, posture, height, weight, hair

- Paralanguage: Voicequality, volume, speech rate, choice of words, manner of
speaking, extent of laughing

- Proxemics: Proximity of people during conversation, perceptions about space,
seating arrangements

- Environment: Typeof buildingwheretheofficeis, roomdesign, furniture, interior
decorating, light, noise and neatness

- Time: Beinglateor early for appointments, keeping otherswaiting

Typically, the longer you have to wait to see someone, the higher is the individual’s
organizationd satus.

- Dress: Appropriatedressreflectsthe social standing of aperson

Many organizationshaveadresscode. You cannot wear T-shirtsand jeansfor an
interview for amanagerial position. Personalitiesare generally communicated
through dresses.

Some of the non-verbal messagesand their interpretati onsare described asfollows:

Facial Expressions

Frown —  Digpleasure
Smile —  Fiendliiness
Raisedeyebrows —  Disbdlief, amazement
Bitinglips —  Nervousness

Gestures
Pointingfinger —  Authority, displeasure
Armsat side —  Opentosuggestions, relaxed
Handsonhips —  Anger, defensiveness



Voice
Shaky — Nervous
Broken —  Unprepared
Strong/clear —  Confident
Body gestures
Fdgeting — Nervousness
Shrugging shoulders — Indifference
Sittingonedgeof chair —  Listening, great interest
Shiftingwhiledtting — Nervousness
Eye contact
Sidewaysglance — Suspicion
Steady — Adctiveligtener
No eye contact — Didnterest

4. I nfor mation technology

Information technology isabroad category of communication techniquesandincludes
video-conferencing, telecommuting, e ectronic mail, and so on. Devicessuch asvideotape
recorders, telephoneanswering devices, fax machines, al provide new communication
flexibility and are rapidly influencing how managers communicate. Several major
companieshavegoneinto networking which tiescomputerstogether so that information
can be communicated and shared from vast data banks.

- Video-conferencing: Video-conferencing isachannel of communicationwhich
uses live video to communicate with various employees at various locations
simultaneoudy. It enables organi zationsto hold i nteractive meetingswith other
people, separated geographically evenin different countries, at the sametimevia
cameraand cabletransmission of the picture and sound. Thistechnology makes
it easier to obtaininformation from all operationsaround theworld rapidly for the
purpose of decision-making and control.

- Telecommuting: Telecommutingistheresult of hightechnol ogy at work, where
people can work from their homes using acompuiter linking them to the place of
work. Telecommuting providesflexibility of working and comfort for theworker,
even though it isolatesthe employeesworking together inateam. Also, it makes
supervision moredifficult. Thiscommunication techniqueishel pful for thosewho
work out of a customer’s office so that they can communicate with their own
officeviaalaptop computer connection. The method is popular with computer
programmers, financial analysts, consultantsand among most secretarial support
service.

- Electronicmail (E-mail): E-mail isasystem which all owspeopleto use personal
computer terminal sto send and receive messages among each other, thereby
enabling arapid transmission of information. M essages can be sent and received
by anyone, anywherein theworld, who has accessto acomputer terminal and
hasacomputer mail box number on the computer network. HughesAircraft, a
LosAngel esbased company, usese-mail to connect morethan 30,000 usersin 32
different locationsworldwide.
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‘We are designed to walk... That we are taught to walk is impossible. And pretty much
the same is true of language. Nobody is taught language. In fact you can’t prevent a
child from learning it.” (Chomsky, 1994)

Language acquisition is the process by which we acquire the competence to
perceive, produce and use wordsto understand and communi cate in ameaningful way.
To achieve this competence, one needsto acquire diverse capacitiesincluding syntax
(science of sentence construction), phonetics (study of sounds) and an extensive
vocabulary (thiscomprisesthe study of wordsor morphol ogy). Language acquisitionis
primarily in the spoken form and iscultivated in termsof using soundsin ameaningful
way. However, gradual ly, human beingsalso learn theway of using signsor symbolsto
write down the sounds so that they can useit for future reference.

Language acquisition usually referstofirst language acquisition which studies
infants’ acquisition of their native language. In the acquisition of second language, we
ded with acquisition (in both children and adults) of additional language(s). Thiscapacity
to acquire and use language in a meaningful way is a key aspect that distinguishes
humansfrom other animals.

A major issuein acquiring the knowledge of language acquisitionisto analyse
how linguistic competenceispicked by children. A range of theories of |anguage acquisition
have been created in order to explain thisissue. Thisincludesinnatism, whichrefersto
thetheory inwhich achildisborn prepared in some manner with the capability to learn
language. In other theories, languageis simply learnt from the social and linguistic
circumstancesinwhichthechild growsup.

History

Thehistory of the study of language acquisition islong and can betraced to the origins
of classical Greece. Ancient scholars from different parts of the world havetried to
understand the nature and process of language acquisition by infants.

Plato believed that the word—meaning mapping in some form was innate in human
beings. This meansthat a human child is born with the innate capability of making
connection between wordsand their meanings. Sanskrit grammariansand scholars of
thetwelfth century have long debated with regard to whether meaning was God-given
(inthe sense of being innate) or waslearned from ol der convention. For example, achild
learns the word ‘cow’ by listening to trusted speakers talking about cows.

Inthe eighteenth century, empiricistslike Hobbesand Locke were of the opinion
that knowledge (and for Locke, language) emerge ultimately from abstracted sense
impressons.

Behaviourism argued that |anguage may be learned through aform of operant
conditioning. In Verbal Behaviour (1957), B. F. Skinner suggested that the successful
useof asign such asaword or lexical unit, when given acertain stimulus, reinforcesits
‘momentary’ or contextual probability.

Self-Instructional
140 Material



Empiricist theories of language acquisition include statistical learning theories of Communication/
L . . L . L - Conversational Skills
language acquisition, relationd frametheory, functionalist linguistics, social interactionist
theory and usage-based |anguage acquisition.

Thisbehaviourist ideawas strongly attacked by Noam Chomsky, an American NOTES
linguist, in a review article ‘A Review of B. F. Skinner’s \erbal Behavior Language’, in
1959. He called it *largely mythology’ and a “serious delusion’. Instead, Chomsky argued
for amore theoretical approach, based on astudy of syntax.

Thebeauty of literary appreciation and criticism liesin thefact that the reader
ultimately dependson himself rather than depending upon making hischoice. Inorder to
appreciate literature, thereader or critic must understand the fundamental theory that
literature can best be thought of asaprocessof communication between thewriter and
hisaudience. Thisunderstanding enablesthe critic to analyse any piece of writing. In
order to analyse or even realize the beauty of a poem, the reader should ask himself
whether hereceivestheimpression that the particular poem or pieceof prose effectively
communicateswhat it aimsto do. He should a so analyse whether the ideal picture,
character or situation communicated by the poem is of any value to him. However,
neither of these questionscan be easily or automatically answered. Each of themrequires
the reader to read carefully, reflect and compareimpressionsreceived from onething
with thosereceived from others. The essence of literary appreciation and criticismis
successfully achieved only when the reader isableto strongly feel and respond to the
words used by the writer to convey his thoughts and emotions. When this level of
appreciation can be reached or achieved, thewriter can claim hisappreciation.

Furthermore, the rel ationship between the creative writer and theliterary critic
should beplacedin proper perspective. In other words, there are several waysinwhich
criticism and the making of aliterary work can beregarded as one and the samething.
Inthefirst type of cooperation, the crestive talent and the creative faculty together exist
inthe same person and may beregarded asidentical.

Thefinal shgpeof theliterary work enjoysagenerd influenceof literary gppreciation
and criticism. Thisisbecause eveninthe published form, theliterary product isgresatly
dependent on thework of criticismin order to establishitsimportanceand itsplacein
tradition. Often, it is the responsibility of literary appreciation to bring the author’s work
totheaudience. It might either reducetheadmiration it aready enjoyswith thereading
public or it might helpin the devel opment of apractice by establishing atastefor similar
literature. Moreover, literary appreciation can play avital roleinbringing out theimportance
of awork of the author by discovering new meanings, which might not have been
noticed before by the public. Thiswould, thereby, givethework anew form and anew
importance, perhapsover and above originally intended or thought of by the author.

A good reader and acriticisonewho can respond to theunfamiliar. Inliterature,
one doesnot know in advance how we should be expected to respond and the demand
for aternative components. A practicd critic should put forward thefollowing fundamental
guestionsto awork of art:

- Can| respond to this poem in the way the poet wants meto respond?
- Inaway, can |l identify myself inthe spiritin which it waswritten?
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However, with some points, these general questionsshould betrandatedinto morepractical
questionssuchas:

- What isgained by thiseffect?

- Doesthisdetail seem successful?

- Doesitrelate meaningfully to ageneral effect?
- What precisely istheintention here?

In other words, in order to discover where the reader’s real interest lies, it requires
searching and thorough appraisal of everything that makesup thetota effect of apoem.

Thesignificant partsabout reading apoem are:
- Toreflect onapoem
- Todecideastowherewestandinrelationtoit
- Tolook for theright languageto express oursel ves about it

A reader becomesanoviceinthework of art when he naturally respondstoit by
realizing exactly what helikesabout it and hasavibrant description of thework as part
of that realization. Itisonly when the reader hasasharper and astronger feeling for the
description, it isrealized that he hasactually been moved by theliterature and the spirit
of the criticism. Until hefindsadescription that satisfies him to the ultimate extent, the
reader has not grasped the final meaning and the beauty in the work.

However, we often come across questions as areader that why should weread
awork of literature in away of analysing it. s analysing not hostile to the spirit of
poetry? Wordsworth’s popular lines are instructive in this respect.

Sweet is the lore which Nature brings;
Our meddling intellect
Mis-shapes the beauteous forms of things

We murder to dissect...

These questions suggest that in addition to misconceiving the nature of literary
appreciation and criticism, they underestimate the poem they seemto defend. They also
suggest that our pleasure in poetry is a subjectiveillusion which cannot sustain the
closenessto the poem. However, thisisnot so. Infact, apoem or awork of art thatisin
any degree successful attracts the critic’s careful attention. The critic is not immediately
possessed by the beauty of agreat poem, but gradually over an undefined period of time.

In the poem, there is generally aline, sequence of lines or an isolated phrase
which actually possessesthe critic to such an extent that it returnsto the criticwith a
great sense of fitnessand familiarity. He beginsto bein awe asto where he heard such
athing asthe poem comes anew to him with itsfresh form and beauty. When the critic
readsthe poem for the second timeor so, itisnot that herecallshisanalysisstep by step.
Rather, the critic is captured by the experience of the poem’s totality and its uniqueness
more powerfully than before. Literary appreciation includes a new sense of the poem’s
structure and the imagery, itstone and verbal delicacy, and its precise effect.



A poem isdefined asaliterary piecewhichisgenerally writtenin verseformand . ComTunLIcaSt]i( olllnl
hasrhyme and rhythm. Some characteristics of true poetry are: onversational Satls

(8 Rhythm: Rhythm refers to the pattern of stressed and unstressed syllablesin
connected speech. A poet arranges hiswordsin such amanner that thereisa NOTES
regular flow of accented and unaccented syllables. Thisregular interval of strong
and light sounds givesabeat to the poem which essentially differentiatesit from
prose and isone of the primary requirementsof poetry. For example:

By the shore of Gitchie Gumee,
By the shining Big-Sea-Water,

At the doorway of his wigwam,

In the pleasant Summer morning,

Hiawatha stood and waited. (Henry Wadsworth Longfellow)

(b) Rhyme: Poetry generally consists of arhyming scheme (though you can have a
poem without rhyme, for example, in Modern Poetry whereyou have blank/free
verse), i.e., thelast word of each line hasthe same sound (vowel or consonantal).
For example, flow, dow, low. The most important function of rhymeisthat it gives
musi ¢ to the poem and makesit pleasing to the ears. More examplesare:

| met a traveller from an antique land,

Who said—’Two vast and trunkless legs of stone
Sand in the desert....Near them, on the sand,

Half sunk a shattered visage lies, whose frown,
And wrinkled lip, and sneer of cold command,

Tell that its sculptor well those passions read
Which yet survive, stamped on these lifeless things,
The hand that mocked them, and the heart that fed;
And on the pedestal, these words appear:

My name is Ozymandias, King of Kings,

Look on my Wbrks, ye Mighty, and despair!
Nothing beside remains. Round the decay

Of that colossal Wreck, boundless and bare
Thelone and level sands stretch far away. (Percy Bysshe Shelley)

(c) Stanzas: A poemiswrittenin unitsof four-six lineswhich are exactly alikein
form. Such unitsor divisionsin apoem are call ed stanzas. However, itisnot an
essential characteristic of poetry and poetsin the Modern Age have experimented
withtheregular stanza pattern. For example:

Do not go gentle into that good night,
Old age should burn and rave at close of day;
Rage, rage against the dying of thelight (Dylan Thomas)

(d) Music: Apart from rhyme, a poet can add music to his poetry in the form of
onomatopoei g, alliteration, repetition andrefrains.
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Prose, asopposed to poetry, isthe ordinary form of written or spoken language. It
isthemost typical form of written language, which appliesordinary grammatica structure
and natural flow of speech rather than rhythmic structure (asin traditional poetry).
Whiletherearecritical debateson the construction of prose, itssimplicity and loosely
defined structure hasled to its adoption for the majority of spoken dialogue, factual
discourse aswell astopical and fictional writing. It iscommonly used in literature,
magazines, newspapers, broadcasting, film, encyclopaedias, law, history, philosophy and
many other formsof communication.

Novels, essays, short stories, and worksof criticism are examplesof prose. Other
examplesinclude;

- Comedy

- Drama

- Fable

- Hction

- Folktae

- Hagiography
- Legend

- Literature

- Myth

- Narrative

- Saga

- Sciencefiction
- Sory

- Theme

- Tragedy
Theliterary appreciation of an unseen prose passage ismore or lessdone on the same
parametersasthose used for poetry. One must focus on thefollowing points:

- Summary/meaning of the prose passage

- Theme/subject matter or vision of thewriter

- Language of thewriter whichwill include the use of figuresof speech andimagery

- Structure of the passage, sentence patternsand type, diction (choice of words)

- Comparison with other prose pieces dealing with the same theme

Prose does not have the more formal metrical structure of versethat isamost
alwaysfoundintraditional poetry. Poemsoften involve ameter and/or rhyme scheme.
Instead, prose comprisesfull, grammatical sentences, which then include paragraphs
and overl ook aesthetic apped . Someworksof prosedo contain traces of metrica structure
or versification and aconscious blend of thetwo literature formatsisknown as prose

poetry.

Prose poetry ispoetry written in proseinstead of using verse, while preserving
poetic qualities such as heightened imagery and emotional effects. It can be seen as



either primarily poetry or prose, or aseparate genre altogether. The argument for prose
poetry belonging to the genre of poetry emphasizesitshei ghtened attention to language
and prominent use of metaphor. Onthe other hand, prose poetry can beidentified primarily
asprosefor itsdependence on the associ ation of prose with narrative and the expectation
of an objective presentation of truth.

Let usnow take an unseen prose passage and critically appreciateit.

Tradition is not solely or even primarily the maintenance of certain dogmatic

beliefs; these beliefs have come to take their living form in the course of the

formation of atradition. What | mean by tradition is all those habitual actions,

habits, customs from the most significant religious rites to our conventional way

of greeting a stranger which represents the blood kinship of the ‘same people

living in the same place’.

Inthe above passage, the writer appearsto be attempting to define the concept of
tradition. Hebelievesthat traditionisnot just following certain beliefsor customsblindly
andreligioudy. Ironicaly, these beliefshave becomeapart of thetradition in due course
of time. Hisdefinition of tradition isbased on the notion of blood relationship of the
peopl einhabiting the same place, peoplewho share certain habits, customs, religionand
acceptable ways of behaviour and pass them on to their future generations with the
passage of time. Thewriter emphasi zesthat culture, when transmitted from onegeneration
to another withtime, takestheform of tradition.

Thelanguage of the passageisscholarly though extremely disciplined. Thewriter
appears to be very much convinced about what he is saying (though he sounds too
pontifical at times). Without using any kind of ornamentation, the writer has been
successful in creating avery powerful effect on the readers, so much so, that they are
convinced by hiswords. Thediction, overall, isquite appropriateto hispurposg, i.e.,
persuasion of the readersto what heissaying. Though he hasused the persona pronoun
‘I’, his language is, by far, objective.

We can take another unseen passage whichisvery different from the one above
for critical appreciation:

Time was when the stereotyped phrase, “a fair young English girl,” meant the ideal
of womanhood; to us, at least, of home birth and breeding. It meant a creature
generous, capable, and modest; something franker than a Frenchwoman, more to
be trusted than an Italian, as brave as an American but more refined, as domestic
asaGerman and more graceful. It meant agirl who could betrusted aloneif need
be, because of the innate purity and dignity of her nature, but who was neither
bold in bearing nor masculinein mind; agirl who, when she married, would be her
husband’s friend and companion, but never his rival; one who would consider
their interestsidentical, and not hold him asjust so much fair game for spoil; who
would make his house his true home a place of rest, not amere passage-place for
vanity and ostentation to go through; atender mother, an industrious housekeeper,
ajudicious mistress.

The above piece appearsto have been written towardsthe end of the nineteenth
century, when the traditional notion and roles of women were changing in Victorian
England. It describes the advent of the New WWbman who had broken free from the
image of the Angel in the House. Before the Victorian Age, awoman performed the
traditional role of carrying on the race and nurturing the family. She must be fairly
educated so that she could supervise her children’s education, was expected to have a
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littleknowledge of French, must be accomplished in somefineart like painting, singing,
playing the piano or sewing. Her basic rolewasthat of anideal homemaker who would
take good care of her husband and children. We find descriptions of suchwomeninthe
novelsof JaneAusten and the Bronte S sters. But inthe writings of George Eliot, we see
glimpses of the New WWoman emerging from the shadows. The given passage isone
such piece of writing which throwslight on the changing rol es of women and givesa
comparison between the past and present status and rol es of womenin England.

Thelanguage of thewriter isvividly descriptive. It isdevoid of any ornamentation.
With the help of smplelanguage and style, he/she has been ableto describe the change
effectively. The opening sentence sounds almost poetic when the writer says, ‘Time
was when the stereotyped phrase, “a fair young English girl,” meant the ideal of
womanhood;’ A comparison is made between an English girl and European and American
girlsof thetime. Thereisanote of sarcasm when the writer saysthat amarried woman
was expected to be her husband’s friend and companion but never a rival. The writer
has eloquently portrayed the changing image of the Angel inthe House.

Effective writing skills

Writing is that form of communication which reveals the sender’s clarity of thought and
express onin encoding amessage. Barbara Tuchman, awel l-known historian, hasvery
aptly said that though effective communication needs both, asender and areceiver, this
process can become more successful if thewriter (who isthe sender in thiscase) keeps
thewritten form (the message) smple, conciseand brief.

Effectivewriting does not happen just onitsown. Itisaskill which needsto be
cultivated. In other words, it involvesthe practice of what iscommonly calledABCi.e.
Accuracy, Brevity and Clarity. Accuracy here meansthe use of correct factsandfigures,
language and tone. By brevity ismeant the ability to expressoneself in afew words,
leaving out unnecessary details. Clarity refersto the expression of thought inaclear and
smplelanguage.

Sincethe success of communication, to alarge extent, dependson the receiver
and how he responds to the message, recogni zing the needs, expectations, fearsand
attitudesof thereceiver/sisessential. Inwritten communication, thefeedback isdelayed
and thereceiver cannot immediately clarify hisdoubtsin case of an unclear message.
Therefore, getting our written communication right becomesamatter of prime concern.

The next important task for effective writing is to identify and determine the
purpose of communication. The purpose of written communication, ascommunicationin
general, is two-fold—to inform and to persuade. Informative writing presents information
andisexpository innature. Itspurposeisto disseminate knowledge, i .., to educateand
not to persuade. Therefore, maintai ning maximum objectivity isessential. Persuasiveor
argumentativewriting aimsat convincing thereadersabout ametter. It expressesopinions
rather than facts.

Effectivewriting skills, therefore, entail planning beforewriting, identifying the
purpose of writing, considering the needs of the audience, choos ng appropriatelanguage
and effectivetone. The ability to communi cateamessagein Smple, conciseand accurate
written form makes a person’s writing skills effective.



Characteristics of a good essay . ComTuniacj:zggrlw/
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A good essay must havethefollowing qualities:

- Unity: Unity isthefirst principleof agood essay. Thismeansthat the essay must
develop asingleideawith adefinite purpose. Though theideamust be dealt with NOTES
inavariety of waysand from different points of view, all unnecessary details
must be excluded.

- Order: Theessay should be so orderedinalogical sequencethat it comestoa
definite conclusion. Thus, planning the structureisimportant so that thoughtsflow
inan order without being haphazard and unorganized.

- Brevity: Though thelength of an essay depends on the nature of the subject, it
must be brief, direct in style and expressed precisely.

- Qyle: Anessay hasaliterary value. Hence, the style of an essay must bedignified
andformal. Colloquia terms, dlangwordsand informal expressionsthat are non-
conventional must be avoided asfar aspossible. Thelanguage used should be
simple, clear and direct without any attemptsat unnecessary embellishments.

- Personal touch: An essay reflects the personal feelings and opinions of an
individud. Therefore, it must give expressionto hisuniqueindividuality. Onemust
not be afraid to express himself freely in an essay. The personal touch can be
given despite maintaining one’s objectivity.

Apart from the above menti oned features, appropriate subject-matter, proper organization
and powerful expression of thoughtsmake an essay effective. Thereare different types

of essays, they are:

- Descriptiveessays: A descriptive essay includesthe description of some person,
place or thing. For example, mother, father, friend (person), Delhi, Mumbai, the
Tg Mahal (place), cars, aspectsof nature likethe sun, moon, etc. (thing). Asthe
word suggests, adescriptive essay primarily focuseson specific detailsand facts
pertaining to animate and i nanimatethings. You could describeaparticular cresture,
or typesof clouds. Describing places, buildingsand objects, requiresfamiliarity
with the subject or close observation. The selection and arrangement of facts
should highlight specific characteristicsand if thereisanything uniqueor special,
you could mention it. A descriptive essay hasmany imagesand thetoneisusualy
objective and impersonal. However, the writer’s response to the subject he is
describing isevident from hischoice of words.

- Narrativeessays: Narrationisextensively usedinfiction. It consistsmainly of
the narration of some event, or series of events. Narrative essayswill include
reflection and someimagination. It can beahistorical story, biography of agreat
leader, incidentsand accidents, ajourney or voyage and areal or imaginary story.
Narrative essaysincorporate features of other stylesof essay writing. Whilethe
primary emphasis is on narrating or talking about, ‘recounting and relating’ events
inanorderly fashion, descriptive and reflective featuresare present. A narrative
account of any historical event, individual or, episode hasto begiveninalogica
and sequential manner. The narrative could be dramatically presented but you
haveto keep the overall coherencein mind. Most newspaper articlestendto be
narrative and studentsfind it easier to write narrative essays.
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- Reflective essays. Reflection means pondering over a subject or idea. It can

include qualitieslike heroism, honesty, patriotism, socio-political issuessuch as
education, corruption, democracy, philosophical and religioustopics.

- Imaginativeessays: Inanimaginative essay, thewriter isrequired to put himself

in someone else’s shoes and visualize a situation or experience. For example, an
essay on ‘If I were the Prime Minister of India’ or “The autobiography of a cow’
would beimaginativein nature. Imaginative essaysare among the most interesting
becausethewriter givesreinto hisimagination and the essay isoften characterized
by wit, humour, originality. Thewriter hascompletefreedom to develop thetopic
inwhichever way hewantsto and the style can be persona and subjective. Inan
imaginative essay, you are visualizing aparticul ar situation, which you may not
have experienced, except imaginatively, for example, “The day my father cooked
dinner’. Such a situation may never have taken place, yet you can vividly imagine
what might transpireif your father had to cook dinner. Imaginative essaysare
lively intone, havean origina perspectiveand arepersonal in expresson.
Fictionalizing an episode and writing crestively about it, isalso consdered as
an imaginative essay, for example, ‘my summer holidays’. You can write about
eventsthat may not have actually taken place, but what you haveimagined.

Imaginative essaysare fun to write and students should be encouraged to
usetheir imagination and expressthemselves.

- Expository essay: Anexpository essay consistsof explanation of asubject or

topic. For example, ingtitutions or occupations (parliament, farming), scientific
subjects (globa warming, evol ution of man) and literary topics (nature of poetry,
the plays of Shakespeare, the poetry of Keats). The word expository means ‘to
explain’. An essay that deals with the explanation of a particular process, for
example, rainharvesting, aningtitution, (how legidative bodiesfunction) or anatura
phenomenon, (black holesinthe universe) or the discussion of aparticular text or
styleof writing, isclassified asan expository essay. Thewriter attemptsto explain
why and how something happens. Herethewriter isexpected to demonstrate his
familiarity with the subject, providethe necessary information, elaborate wherever
possible. Itisbetter towritein alinear, sequential manner and it isimportant to
see that your material iswell structured. If you are going to talk about rain
harvesting, you need tofirst explain theterm, tell the reader what isrequired and
go through asystemati c process, so that the reader understandsthe entire process
and theimportance of rain harvesting.

- Discursiveessay: Quiteoften, an essay requiresthewriter to discussaparticul ar

subject and cometo aconclusi on, after examining the meritsand demeritsof the
topic, for example, ‘Attendance should be compulsory in a university’. Astatement
likethischallengesaresponse. You haveto be clear about your own view and
structure the essay such that the body of the essay examinesthe argumentsthat
eventually lead to theconclusion.

Asfar aspossible, it isadvisable to objectively state both sides and then
proceed to your personal conclusion. Anessay likethistendsto be moreana ytical
as both arguments and counter arguments have to be rationally debated and
concluded with astatement or point of view.
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An essay consists of paragraphs arranged in a sequence. A paragraph is a group of
sentenceslinked together to form aunit. Each paragraph dealswith asingleidea. Inan
essay, each paragraph explainsor demonstrates akey point or thought of the central NOTES
idea, usualy toinform or persuade. The sentence which expressesthe mainideaof the
paragraph is called the topic sentence. It is also known as key sentence or theme
sentence. Thetopic sentence can come anywherein the paragraph, either a thebeginning,
middleor end. All the other sentencesin the paragraph are explanationsor illustrations
of thetopic sentence.

Inaparagraph, the sentencesarein cohesion, i.e., they stick together in unison.
Coherenceisalso an essential requirement of aparagraph. By coherenceismeant the
clear and logical linking of ideasin aparagraph. Thus, each sentence should be well
linked with the sentence that precedesand followsit. There should be unity inthe sense
that all the ideas contained within a given paragraph ‘hang together’ in a way that is
easy for the reader to understand. When the writer changestheidea, he must begina
new paragraph. This helps the reader to go along with the writer’s thoughts and flow of
ideas. Thereader knowsthat thewriter isdealing with one main topic and the beginning
of anew paragraph signalsthat the writer ismoving on to anew topic. Consider the
followingexample:

Employees’ attitude at National Electric Company should be improved. The

workers do not feel that they are a working team instead of just individuals. If

people felt they were a part of a team, they would not misuse the tools, or
deliberately undermine the work of others.

Management’s attitude towards its employees should also be improved. Managers

at National Electric act asthough their employeesare incapabl e of taking decisions

or doing their own work. Managerstreat workers like objects, not human beings.

Inthe above example, two ideas are discussed in separate paragraphs. Inthefirst
paragraph, the writer deals with the subject of employees’ attitudes. The first sentence
isthetopic sentence and the other sentencesare linked together in alogical sequence
and are illustrations of the topic sentence. When the writer changes his idea from
employees’ attitudes to management’s attitude, he begins a new paragraph. This new
paragraph hasadifferent topic sentencewhichiswritteninitalics. The second paragraph,
too, displaysthefeaturesof cohesion, coherence and unity.

Now that wearefamiliar with theideaof aparagraph, let usdiscussthedifferent
parts of an essay. An essay basically has three paragraphs, namely, introduction,
description (or body) and conclusion. Thebody of the essay may have morethan one or
several paragraphs depending on the topic. Before the conclusion, there can be a
trangitional paragraph.

Theintroductory paragraph introducesthetopic and familiarizesthe readerswith
themainideaof theessay. It should be crigpand tothe point. The purposeof anintroduction
isto supply sufficient background information and orient the readers with the subject
matter. It may consist of adefinition, or aquotation, proverb, abrief story or agenera
remark, leading up to the subject.

Description meansthe discussion of thetopicindetail. It caninclude explanations
andillustrationsonthe mainidea. Thelength of thedescription will depend onthetopic

Self-Instructional
Material 149



Communication/
Conversational kills

150

NOTES

Self-Instructional
Material

in question but the description should be proportionate with each part getting the due
weight. It should beto the point and the use of unnecessary words should be avoided.
Wordsand phrases should be carefully chosen so that they match the subj ect matter and
best expresstheideasin mind. The sentences should be so framed that they are quite
clear and forcefully explain thetopic. The paragraphs should bewell constructed and
should berelated to one another according to the direction of the essay.

After the body comesthetransitional paragraphwhich anticipatesthe conclusion
and preparesthereadersfor the end. The concluding paragraph semsdirectly from the
description and must sum up thewhol e discussion. An effective and satisfyingendtoan
essay isasimportant asan arresting beginning. An abrupt or feeble ending may spoil the
whol e effect of the essay. A good conclusion caninclude asuitable quotation or astriking
sentencethat would |eave the readers satisfied.

Essay writing involves:

- Preparation: Oneof the chief difficultiesthat onefaceswhilewriting an essay
isthelack of content. Thisdifficulty can be overcome by extensivereading and
powerful and alert observation. Francis Bacon has very aptly said, ‘Reading maketh
afullman’, i.e., awell-read man has a wide range of knowledge and is complete
inal respects. For writing good essays, genera knowledge on avariety of topics
is very helpful. Apart from reading, a keen observation also adds to one’s knowledge
of thingsaround him. Observation and acritical mind sharpen intelligenceand
give one a grasp over any given subject matter. One also learns from other people’s
conversationsand thoughtson acertain issue. Thus, interaction with peopleis
also hdpful ingatheringinformation.

- Understanding thetopic: For good essay writing, thewriter must haveaclear
and accurate understanding of what heisexpected towrite. Inan essay, itisvery
important to come straight to the point instead of discussing unnecessary and
irrelevant details. For example, if the topic is *The influence of the media on
Indian culture’, the writer must understand that the essay has to talk about the
specificinfluencethat the mediain Indiahas on the culture of the country.

- Organizingthematerial: Thefirst thingto doisto read thetopic afew timesto
get aclear ideaof what isexpected from thewriter. Onceyou are clear about the
subject, the next step isto reflect on it and think what can be written about it.
Attempting to write down thefirst thing that comesto mind, without knowing
what isto comenext, isfatal to good essay writing.

Asthoughtscometo mind regarding thetopic, one must jot them down, lest
they areforgotten. Once you have collected enough material, read it over and
select the pointsthat are most suitablefor your purpose. Selection of pointsmust
be done carefully, omitting repetitions, choosing relevant illustrationsand so on.
The processof selectionwill suggest to you theline of thought you may follow in
the essay.

After selecting the points, one must arrangethemin alogical order so that
theessay isproperly structured without being disproportionate or full of repetitions
andirrelevant details. Hence, drafting theoutlinefirst and thenfillingin the detail s
isamoreeffective method. What you are ableto producethrough thisprocessis
awell-articulated essay.
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“Truth and False Humour’ by Joseph Addison

Nothing so foolish asthelaugh of fools.

NOTES
Amongall kindsof writing, thereisnoneinwhich authorsaremoreapt to miscarry

than in works of humour, asthereisnoneinwhich they aremore ambitiousto excel. It
is not imagination that teems with monsters, a head that isfilled with extravagant
conceptions, whichiscapable of furnishing theworld with diversionsof thisnature; and
yet, if welook into the productions of several writers, who set up for men of humour,
what wild, irregular fancies, what unnatural distortions of thought do we meet with? I
they speak nonsense, they believe they aretalking humour; and when they have drawn
together a scheme of absurd, inconsistent ideas, they are not able to read it over to
themsel veswithout laughing. These poor gentlemen endeavour to gainthemselvesthe
reputation of witsand humourists, by such monstrous conceitsasamost qualify them
for Bedlam; not considering that humour should awayslie under the check of reason,
and that it requires the direction of the nicest judgment, by so much the more asit
indulgesitself inthe most boundlessfreedoms. Thereisakind of nature that isto be
observedinthissort of compositions, aswell asin all other; and acertain regularity of
thought which must discover thewriter to beaman of sense, at the sametimethat he
appearsaltogether given up to caprice. For my part, when | read the delirious mirth of an
unskilful author, I cannot be so barbarousasto divert myself withit, but am rather apt to
pity the man, than to laugh at anything hewrites.

The deceased Mr Shadwell, who had himself agreat deal of thetalent which|
amtreating of , representsan empty rake, in one of hisplays, wasvery much surprised to
hear one say that breaking of windowswas not humour; and | question not but several
English readerswill be asmuch startled to hear me affirm, that many of those raving,
incoherent pieces, which are often spread among us, under odd chimerical titles, are
rather the offspring’s of a distempered brain than works of humour.

Itis, indeed, much easier to describe what isnot humour than what is; and very
difficult to defineit otherwise than as Cowley hasdonewit, by negatives. Werel to give
my own notions of it, | would deliver them after Plato’s manner, in a kind of allegory, and,
by supposing Humour to be aperson, deduceto him all hisqualifications, according to
thefollowing geneal ogy. Truth wasthe founder of the family, and the father of Good
Sense. Good Sensewasthefather of Wit, who married alady of acollateral linecalled
Mirth, by whom he had i ssue Humour. Humour, therefore, being the youngest of this
illustriousfamily, and descended from parents of such different dispositions, isvery
variousand unequal in histemper; sometimesyou see him putting on gravelooksand a
solemn habit, sometimesairy in hisbehaviour and fantasticin hisdress; insomuch that at
different timeshe appearsas seriousasajudge, and asjocular asamerry-andrew. But,
ashehasagreat deal of the mother in hiscongtitution, whatever mood heisin, he never
failsto make hiscompany laugh.

But sincethereisanimpostor abroad, who takesupon him the name of thisyoung
gentleman, and would willingly passfor himintheworld; to the end that well-meaning
personsmay not beimposed upon by cheats, | would desire my readers, when they meet
with thispretender, to look into hisparentage, and to examine him strictly, whether or no
heberemotely allied to Truth, and lineally descended from Good Sense; if not, they may
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ggmf;“gtfgz ;nék e conclude him acounterfeit. They may likewi se distinguish him by aloud and excessive
laughter, in which he seldom gets his company to join with him. For, as True Humour

generally looks serious, while everybody laughs about him, False Humour isalways

laughing whilst everybody about him looksserious. | shall only add, if hehasnotinhim

NOTES a mixture of both parents—that is, if he would pass for the offspring of Wit without
Mirth, or Mirthwithout Wit, you may conclude himto beatogether spuriousand achest.

Theimpostor of whom | am speaking descends originally from Fal sehood, who
was the mother of Nonsense, who was brought to bed of a son called Phrensy, who
married one of the daughters of Folly, commonly known by the name of Laughter, on
whom he begot that monstrousinfant of whom | have been speaking here. | shall set
down at length the geneal ogical table of False Humour, and, at the sametime, place
under it the geneal ogy of True Humour, that the reader may at one view behold their
different pedigreesandrelations:

Falsehood

Nonsense

Phrensy—L aughter

False Humour

Truth

Good Sense

Wit—Mirth

Humour

I might extend the allegory, by mentioning several children of False Humour, who
aremorein number than the sands of the sea, and might in particular enumerate the
many sons and daughterswhich he hasbegot in thisisand. But asthiswould beavery

invidioustask, | shall only observein general that False Humour differsfromtheTrue
Humour asamonkey doesfrom aman.

First of al, heisexceedingly givento little apish tricksand buffooneries.

Secondly, he so much delightsin mimicry, that it isall oneto him whether he
exposesit by viceand folly, luxury and avarice; or, on the contrary, virtue and wisdom,
painand poverty.

Thirdly, heiswonderfully unlucky, insomuch that hewill bitethe hand that feeds
him, and endeavour to ridicule both friendsand foesindifferently. For, having but small
talents, he must be merry where he can, not where he should.

Fourthly, being entirely void of reason, he pursuesno point either of morality or
instruction, but isludicrousonly for the sake of being so.

Fifthly, beingincapable of anything but mock representations, hisridiculeisaways
personal, and aimed at the viciousman, or thewriter; not at thevice, or at thewriting.

| have here only pointed at the whole species of fal se humourists; but, asone of
my principal designsin thispaper isto beat down that malignant spirit which discovers
itsalf inthewritingsof the present age. | shall not scruple, for thefuture, to singleout any
of thesmall witsthat infest theworld with such compositionsasareill-natured, immora,
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and absurd. Thisisthe only exception which | shall make to the general rule| have
prescribed myself, of attacking multitudes; since every honest man ought to look upon
himself asinanatural state of war with thelibeller and lampooner, and to annoy them
wherever they fall in hisway. Thisisbut retaliating upon them, and treating them asthey
treat others.

‘A City Night Piece’ by Oliver Goldsmith

Theclock hasjust struck two, the expiring taper risesand sinksin the socket, thewatchman
forgetsthe hour in slumber, the laborious and the happy are at rest, and nothing wakes
but meditation, guilt, revelry, and despair. The drunkard once morefillsthe destroying
bowl, the robber walkshismidnight round, and the suicideliftshisguilty arm against his
own sacred person.

Let me no longer waste the night over the page of antiquity or the sallies of
contemporary genius, but pursuethe solitary walk, where Vanity, ever changing, but a
few hours past walked before me, where she kept up the pageant, and now, like a
froward child, ssemshushed with her ownimportunities.

What agloom hangsall around! Thedying lamp feebly emitsayellow gleam; no
soundisheard but of the chiming clock, or thedistant watch-dog. All the bustle of human
prideisforgotten; an hour likethismay well display the emptiness of human vanity.

Therewill comeatimewhen thistemporary solitude may be made continual, and
thecity itself, likeitsinhabitants, fade away, and leave adesert initsroom.

Whet cities, asgreat asthis, have oncetriumphed in existence! Had their victories
asgreat, joy asjust and as Unbounded, and, with short-sighted presumption, promised
themsalvesimmortality! Posterity can hardly tracethe situation of some; the sorrowful
traveller wandersover thelawful ruinsof others; and, ashe beholds, helearnswisdom,
and feel sthe transience of every sublunary possession.

‘Here,” he cries, *stood their citadel, now grown over with, weeds; there, their
senate house, but now the haunt of every noxiousreptile; temples and theatres stood
here, now only an undistinguished heap of ruin. They arefallen: for luxury and avarice
first madethem feeble. The rewardsof the state were conferred on amusing and not on
useful membersof society. Their richesand opulenceinvited theinvaders, who, though
at first repulsed, returned again, conquered by perseverance, and at last swept the
defendants into undistinguished destruction.’

How few appear in those streetswhich, but somefew hours ago, were crowded!
and those who appear now no longer wear their daily mask, nor attempt to hidetheir
lewdnessor their misery.

But who arethosewho makethe streetstheir couch, and find ashort repose from
wretchedness at the doors of the opulent? These are strangers, wanderers, and orphans,
whose circumstances are too humbl e to expect redress, and whose distresses are too
great evenfor pity. Their wretchednessrather exciteshorror than pity. Some are without
the covering even of rags, and others emaciated with disease: the world hasdisclaimed
them; society turnsitsback upon their distress, and has given them up to nakednessand
hunger. These poor shivering femal es have once seen happier daysand been flattered
into beautty. They have been progtituted to the gay, luxuriousvillain, and are now turned
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out to meet the severity of winter. Perhaps, now lying at the doors of their betrayers,
they sueto wretcheswhose heartsare insensible, to debaucheeswho may curse but will
not relievethem.

Why, why was | born a man, and yet see the sufferings of wretches | cannot
relievel Poor houselesscreatures! Theworld will giveyou reproaches, but will not give
yourelief. Thedightest misfortunesof thegreat, the most imaginary uneasinesses of the
rich, areaggravated with al the power of € oquence, and held up to engage our attention
and sympathetic sorrow. The poor weep unheeded, persecuted by every subordinate
speciesof tyranny; and every law, which gives others security, becomes an enemy to
them.

Why wasthisheart of mineformed with so much sensibility! Or why wasnot my
fortune adapted to itsimpul se! Tenderness, without acapacity of relieving, only makes
the man who feel sit more wretched than the object which suesfor assistance. Adieu.

“The Sagacity of Certain Insects’ by Oliver Goldsmith

Animalsin general are sagaciousin proportion asthey cultivate society. The elephant
and the beaver show the greatest signsof thiswhen united; but when manintrudesinto
their communities, they loseall their spirit of industry, and testify but avery small share
of that sagacity, for which, whenin asocia state, they are so remarkable.

Among insects, the labours of the bee and the ant have employed the attention
and admiration of the naturalist; but their whol e sagacity islost upon separation, and a
single bee or ant seemsdestitute of every degree of industry, isthe most stupid insect
imaginable, languishesfor atimein solitude, and soondies.

Of all the solitary insects| have ever remarked, the spider isthe most sagacious,
and itsactionsto me, who have attentively considered them, seem almost to exceed
belief. Thisinsect isformed by nature for astate of war, not only upon other insects, but
upon each other. For this state nature seems perfectly well to haveformedit. Its head
and breast are covered with astrong natural coat of mail, whichisimpenetrableto the
attempts of every other insect, and itsbelly isenveloped in a soft pliant skin, which
eludesthe sting even of awasp. Itslegsareterminated by strong claws, not unlikethose
of alobgter, and their vast length, like spears, serveto keep every assailant at adistance.

Not worse furnished for observation than for an attack or adefence, it hassevera
eyes, large, transparent, and covered with ahorny substance, which, however, doesnot
impedeitsvision. Besidesthis, it isfurnished with forceps above the mouth, which
servestokill or securethe prey already caught initsclawsor itsnet.

Such aretheimplements of war with which the body isimmediately furnished;
but its net to entangle the enemy seemswhat it chiefly truststo, and what it takes most
pains to render as complete as possible. Nature has furnished the body of thislittle
creaturewith aglutinousliquid, which proceeding from theanus, it spinsinto athread
coarser or finer, asit choosesto contract or dilateits sphincter. In order tofix itsthread
whenit beginsto weave, it emitsasmall drop of liquid against thewall, which hardening
by degrees, servesto hold the thread very firmly. Then receding from thefirst point, as
it recedesthe thread lengthens; and when the spider has cometo the place wherethe
other end of the thread should befixed, gathering up with its clawsthe thread which



would otherwise betoo dack, it isstretched tightly, and fixed in the same manner tothe Communication/
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Inthismanner it spinsand fixes several threads parallel to each other, which, so
to speak, serveasthewarp to theintended web. To form thewoof, it spinsin the same NOTES
manner itsthread, transversely fixing one end to the first thread that was spun, and
which isawaysthe strongest of the whole web, and the other to the wall. All these
threads, being newly spun, are glutinous, and therefore stick to each other wherever
they happen to touch, and in those parts of theweb, most exposed to betorn, our natural
artist strengthensthem, by doubling the threads sometimessix-fold.

Thusfar, naturalistshave gonefar in the description of thisanimal: what follows
isthe result of my own observation upon that species of the insect called a House-
Spider. | perceived about four years ago, a large spider in one corner of my room
making itsweb; and, though the maid frequently leveled her fatal broom against the
laboursof thelittleanimal, I had the good fortune then to prevent itsdestruction, and |
may say, it morethan paid me by the entertainment it afforded.

Inthree daystheweb was, with incrediblediligence, completed; nor could | avoid
thinking that theinsect seemed to exult initsnew abode. It frequently traversed it round,
examinedthestrength of every part of it, retiredintoitshole, and came out very frequently.
Thefirst enemy, however, it had to encounter, was another and amuch larger spider,
which, having no web of itsown, and having probably exhausted all itsstock informer
labours of thiskind, cameto invade the property of itsneighbour. Soonthen aterrible
encounter ensued, inwhich theinvader seemed to have the victory, and the [aborious
Spider wasobligedtotakerefugeinitshole. Upon this| perceived thevictor usngevery
art to draw the enemy from his strong hold. He seemed to go off, but quickly returned,
and when hefound all artsvain, began to demolish the new web without mercy. This
brought on another battle, and, contrary to my expectations, thelaborious spider became
aconqueror, andfairly killed hisantagonist.

Now then, in peaceable possession of what wasjustly itsown, it waited three
dayswith theutmast patience, repairing the breaches of itsweb, and taking no sustenance
that | could perceive. At last, however, alarge bluefly fell into the snare, and struggled
hard to get loose. The spider gaveit leaveto entangleitself asmuch aspossible, but it
seemed to betoo strong for the cobweb. | must own | was greatly surprised when | saw
the spider immediately sally out, and in lessthan a minute weave anew net round its
captive, by which the motion of itswingswas stopped, and when it wasfairly hampered
inthismanner, it was seized, and dragged into the hole.

Inthismanner it lived, in aprecarious state, and nature seemed to havefitted it
for suchalife, for upon asinglefly it subsisted for morethan aweek. | once put awasp
into the net, but when the spider came out in order to seizeit asusual, upon perceiving
what kind of an enemy it had to deal with, it instantly brokeall thebandsthat heldit fast,
and contributed al that lay initspower to disengage so formidablean antagonist. When
thewaspwasat liberty, | expected the spider would have set about repairing the breaches
that were madeinitsnet, but those, it seems, wereirreparable, wherefore the cobweb
was now entirely forsaken, and anew one began, which was completed in the usual
time.
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ggmr;“gtfgg ;nék e | had now amindto try how many cobwebsas ngle spider could furnish, wherefore

| destroyed this, and theinsect set about another. When | destroyed the other also, its

whole stock seemed entirely exhausted, and it could spin no more. Theartsit made use

of tosupport itself, now deprived of itsgreat means of subs stence, wereindeed surprising.

NOTES | haveseenitroll upitslegslikeabdl, and liemotionlessfor hourstogether, but cautioudy

watching all thetime; when afly happened to approach sufficiently near, it would dart
out al at once, and often seizeitsprey.

Of thislife, however, it soon began to grow weary, and resolved to invade the
possession of some other spider, sinceit could not makeaweb of itsown. It formed an
attack upon aneighbouring fortification with great vigour, and at first wasasvigorously
repulsed. Not daunted, however, with one defeat, inthismanner it continued to lay siege
to anothersweb for three days, and at |ength, having killed the defendant, actually took
possession. When smaller flieshappento fall into the snare, the spider doesnot sally out
at once, but very patiently waitstill it issure of them; for, upon hisimmedi ately approaching
theterror of hisappearance might givethe captive sufficient strength to get loose: the
manner then, isto wait patiently till, by ineffectual and impotent struggles, the captive
haswasted all itsstrength, and then he becomes a certain and easy conquest.

Theinsect | am now describing lived threeyears; every year it changed itsskin
and got anew set of legs. | have sometimes plucked off aleg, which grew againintwo
or threedays. At first it dreaded my approach to itsweb, but at |ast it became so familiar
asto take a fly out of my hand, and upon my touching any part of the web, would
immediately leaveitshole, prepared either for adefense or an attack.

To completethisdescription, it may be observed, that themale spider ismuchless
than thefemal e, and that the | atter are oviparous. When they cometo lay, they spread a
part of their web under the eggs, and thenroll them up carefully, asweroll up thingsin
acloth, and thushatch themintheir hole. If disturbedin their holes, they never attempt
to escape without carrying thisyoung brood in their forceps away with them, and thus
frequently are sacrificed to their paternal affection.

Assoon astheyoung onesleavetheir artificial covering, they beginto spin, and
amost sensibly seem to grow bigger. If they havethe good fortune, when even but aday
old, to catch afly, they fall too with good appetites; but they live sometimesthree or four
dayswithout any sort of sustenance, and yet still continueto grow larger, so asevery
day to doubletheir former size. Asthey grow old, however, they do not still continueto
increase, but their legsonly continueto grow longer; and when aspider becomesentirely
stiff with age, and unableto seizeitsprey, it diesat length of hunger.

*Sights and Monsters’ by Oliver Goldsmith

Though the frequent invitations| receivefrom men of distinction here might excitethe
vanity of some, | am quite mortified, however, when | consider the motivesthat inspire
their civility. | am sent for, not to betreated asafriend, but to satisfy curiosity; not to be
entertained so much aswondered at; the same earnestnesswhich excitesthemto seea
Chinese, would have madethem equally proud of avisit from the rhinoceros.

From the highest to the lowest, these people seem fond of sightsand monsters. |
amtold of aperson herewho getsavery comfortablelivelihood by making wonders, and
then selling or showing them to the people for money; no matter how insignificant they
werein the beginning, by locking them up close, and showing for money, they soon
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became prodigies! Hisfirst essay in thisway wasto exhibit himself as awax-work
figure behind aglassdoor at a puppet show. Thus, keeping the spectators at aproper
distance and having hishead adorned with acopper crown, helooked extremely natural,
and very likethelifeitsalf. He continued thisexhibition with success, till aninvoluntary
fit of sneezing brought himtolife beforeall the spectators, and consequently rendered
himfor that time as entirely usel ess asthe peaceabl einhabitant of acatacomb.

Determined to act as a statue no more, he next levied contributions under the
figure of an Indian king; and by painting hisface, and counterfeiting the savage howl, he
frightened several ladiesand children with amazing success: in thismanner, therefore,
he might have lived very comfortably, had he not been arrested for a debt that was
contracted when hewasthefigurein wax-work: thus hisface underwent an involuntary
ablution, and hefound himself reduced to hisprimitive complexion andindigence.

After sometime, being freed from jail, he had now grown wiser, and instead of
making himself awonder, wasresolved only to make wonders. Helearned the art of
pasting up of mummies; was never at alossfor an artificial lusus naturae; nay, it has
been reported, that he has sold seven petrified lobsters of his own manufactureto a
noted collector of rarities; but thisthelearned Cracovius Putridus has undertaken to
refutein avery elaborate dissertation.

Hislast wonder was nothing morethan ahalter, yet by thishalter he gained more
than by all hisformer exhibitions. The people, it seems, had got intheir heads, that a
certain noble criminal wasto be hanged with asilken rope. Now there wasnothing they
so much wished to see asthisvery rope; and hewasresolved to gratify their curiosity:
hetherefore got one made, not only of silk, but to render it morestriking, several threads
of gold wereintermixed. The people paid their money only to seesilk, but were, highly
satisfied when they found it was mixed with gold into the bargain. Itisscarcely necessary
to mention, that the projector sold hissilken ropefor almost what it had cost him, assoon
asthe criminal wasknown to be hanged in hempen materials.

By their fondnessof sights, onewould be apt to imagine, that instead of desiring
to seethings asthey should be, they arerather solicitous of seeing them asthey ought
not to be. A cat with four legsisdisregarded, though never so useful; but, if it hasbut
two, and is consequently incapable of catching mice, it isreckoned inestimable, and
every man of tasteisready to raisethe auction. A man, though in hisperson faultlessas
an aerial genius, might starve; but if stuck over with hideouswartslikeaporcupine, his
fortuneismadefor ever, and he may show himself with impunity and applause.

A good woman in my nel ghbourhood, who was bred ahabit-maker, though she
handled her needletolerably well, could scarcely get employment. But being obliged, by
an accident, to have both her hands cut off from the el bows, what would have been her
ruinin another country, made her fortune here: she was now thought morefit for her
trade than before; businessflowed in apace, and all peopl e paid for seeing the mantua-
maker who wrought without hands.

A gentleman showing me hiscollection of pictures, sopped at onewith peculiar
admiration: there, crieshe, isan inestimable piece. | gazed at the picturefor sometime,
but could see none of those graces with which he seemed enraptured: it appeared tome
themost paltry piece of thewhole collection: | therefore demanded wherethose beauties
lay, of which | wasyet insensible. Sir, crieshe, themerit doesnot consist in the piece, but
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gomrmnit_cati ;né( " inthemanner inwhichit wasdone. The painter drew thewholewith hisfoot, and held
onversational SIS the pencil between histoes: | bought it at avery great price; for peculiar merit should
ever berewarded.

NOTES But these people are not fond of wonders, than liberal in rewarding those who
show them. From the wonderful dog of knowledge, at present under the patronage of
the nobility, down to the man with the box, who professesto show the best imitation of
naturethat wasever seen, they al livein luxury. A snging-woman shall collect subscriptions
in her own coach and six: afellow shall make afortune by tossing astraw from histoe
to hisnose; onein particular hasfound that eating fire wasthe most ready way to live;
and another whojinglessevera bellsfixed to hiscap, isthe only man that | know of, who
has received emolument from the [abours of hishead.

A young author, aman of good-nature and learning, was complaining to me some
nights ago of thismisplaced generosity of thetimes. Here, sayshe, havel spent part of
my youthin attempting to instruct and amuse my fellow-creatures, and all my reward
has been solitude, poverty, and reproach; whileafellow, possessed of eventhe smallest
share of fiddling merit, or who has perhaps learned to whistle double, is rewarded,
applauded, and caressed! Prythee, young man, says| to him, areyouignorant, that in so
largeacity asthis, it isbetter to be amusing than auseful member of society? Canyou
leap up, and touch your feet four timesbefore you cometo the ground? No, Sir. Canyou
stand upon two horses at full speed? No, Sir. Can you swallow a pen-knife?1 cando
none of thesetricks. Why then, cried |, thereisno other prudent means of subsistence
left, but to apprise the town that you speedily intend to eat up your own nose, by
subscription.

| havefrequently regretted that none of our Eastern posture-masters, or showmen,
have ventured to England. | should be pleased to seethat money circulatein Asia, which
isnow sent to Italy and France, in order to bring their vagabondshither. Several of our
trickswould undoubtedly give the English high satisfaction, men of fashion would be
greatly pleased with the posturesaswell asthe condescension of our dancing girls; and
the ladieswould equally admire the conductors of our fireworks. What an agreeable
surprisewould it beto see ahuge fellow with whiskersflash acharged blunderbussfull
in a lady’s face, without singeing her hair, or melting her pomatum. Perhaps, when the
first surprise was over, she might then grow familiar with danger; and the ladies might
viewith each other in standing firewith intrepidity.

But of al thewonders of the East, the most useful, and | should fancy the most
pleasing, would bethelooking-glassof Lao, whichreflectsthe mind aswell asthe body.
Itissaid, that the Emperor Chusi used to make hisladiesdresstheir heads and their
heartsin one of these glasses every morning; whilethelady wasat her toilet, hewould
frequently ook over her shoulder; and it isrecorded that not onewasfound whose mind
was not even more beautiful than her person.

I make no doubt but aglassin thiscountry would havethe very sameeffect. The
English ladieswould undoubtedly cut very pretty figuresin so faithful amonitor. There,
should we happen to peep over a lady’s shoulder while dressing, we might be able to see
neither gaming nor ill-nature; neither pride, debauchery, nor alove of gadding. We should
find her, if any sensible defect appeared in the mind, more careful inrectifyingit, than
plastering up the irreparable decays of the person; nay, | am even apt to fancy, that
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ladieswould find morereal pleasurein thisutensil in private, thanin any other bauble Communication/
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imported from China, though ever so expensive or amusing.

‘Of Beauty’ by Francis Bacon

A MAN that isyoung in years, may beoldin hours, if he havelost no time. But that NOTES
happenethrarely. Generaly, youthislikethefirst cogitations, not so wise asthe second.
For thereisayouth inthoughts, aswell asin ages. And yet theinvention of young men,
ismorelively thanthat of old; andimaginationsstream into their minds better, and, asit
were, more divinely. Natures that have much heat, and great and violent desiresand
perturbations, arenot ripefor action, till they have passed the meridian of their years; as
it was with Julius Caesar and Septimius Severus. Of the latter, of whom it is said,
*Juventutem egit erroribus, imo furoribus, plenam’. And yet he was the ablest emperor,
amogt, of al thelist. But reposed naturesmay dowell inyouth. AsitisseeninAugustus
Caesar, Cosmus Duke of Florence, Gaston de Foix, and others. On the other side, heat
and vivacity in age, isan excellent composition for business. Young men arefitter to
invent, than to judge; fitter for execution, than for counsel; andfitter for new projects,
than for settled business. For the experience of age, inthingsthat fall within the compass
of it, directeth them; but in new things, abuseth them.

The errors of young men, arethe ruin of business; but the errors of aged men,
amount but tothis, that more might have been done, or sooner. Young men, inthe conduct
and manage of actions, embrace more than they can hold; stir morethan they can quiet;
fly totheend, without cons deration of the meansand degrees; pursue somefew principles,
which they have chanced upon absurdly; care not to innovate, which drawsunknown
inconveniences, useextremeremediesat first; and, that which doubleth all errors, will
not acknowledge or retract them; like an unready horse, that will neither stop nor turn.
Men of age object too much, consult too long, adventuretoo little, repent too soon, and
seldom drivebusinesshometo thefull period, but content themsel veswith amediocrity
of success. Certainly itisgood to compound employmentsof both; for that will be good
for the present, because the virtues of either age, may correct the defects of both; and
good for successi on, that young men may belearners, whilemenin ageare actors; and,
lastly, good for extern accidents, because authority followeth old men, and favor and
popularity, youth. But for the moral part, perhapsyouth will have the pre-eminence, as
age hath for the politic. A certain rabbin, upon the text, “Your young men shall see
visions, and your old men shall dream dreams’, inferreth that young men, are admitted
nearer to God than old, becausevison, isaclearer revelation, thanadream. And certainly,
themore aman drinketh of theworld, themoreit i ntoxicateth; and age doth profit rather
inthe powersof understanding, thanin the virtuesof thewill and affections. There be
some, havean over-early ripenessin their years, which fadeth betimes. Theseare, fird,
such ashavebrittlewits, the edge whereof is soon turned; such aswasHermogenesthe
rhetorician, whose booksare exceeding subtle; who afterwardswaxed stupid. A second
sort, isof thosethat have some natural dispositionswhich have better gracein youth,
than in age; such asisafluent and luxuriant speech; which becomesyouth well, but not
age: so Tully saith of Hortensius, ‘Idem manebat, neque idem decebat’. The third is of
such, astaketoo high astrain at thefirst, and are magnanimous, more than tract of years
can uphold. As was Scipio Africanus, of whom Livy saith in effect, ‘Ultima primis
cedebant’.

Self-Instructional
Material 159



Communication/
Conversational kills

NOTES

Self-Instructional
160 Material

‘Of Travel’ by Francis Bacon

TRAVEL, intheyounger sort, isapart of education, inthe elder, apart of experience.
Hethat travelleth into acountry, before he hath some entranceinto the language, goeth
to school, and not to travel. That young men travel under sometutor, or grave servant, |
alow well; sothat he be such aonethat hath thelanguage, and hath been in the country
before; whereby he may be ableto tell them what thingsare worthy to be seen, inthe
country wherethey go; what acquai ntancesthey areto seek; what exercises, or discipline,
the placeyiel deth. For el se, young men shall go hooded, and look abroad little. Itisa
strange thing, that in seavoyages, where thereisnothing to be seen, but sky and sea,
men should makediaries; but inland-travel, wherein so much isto be observed, for the
most part they omit it; asif chance werefitter to beregistered, than observation. Let
diaries, therefore, be brought in use. Thethingsto be seen and observed are: the courts
of princes, especially when they give audience to ambassadors; the courts of justice,
whilethey sit and hear causes; and so of consistories ecclesiastic; the churches and
monasteries, with the monumentswhich are therein extant; thewallsand fortifications
of cities, and towns, and so the heavens and harbors; antiquitiesand ruins; libraries;
colleges, disputations, and lectures, where any are; shipping and navies,; housesand
gardensof state and pleasure, near grest cities, armories; arsenal s, magazines; exchanges,
burses; warehouses; exercises of horsemanship, fencing, training of soldiers, and the
like; comedies, such whereunto the better sort of personsdo resort; treasuries of jewels
and robes; cabinets and rarities; and, to conclude, whatsoever is memorable, in the
placeswherethey go. After al which, the tutors, or servants, ought to make diligent
inquiry. Asfor triumphs, masks, feasts, weddings, funerals, capital executions, and such
shows, men need not to be put in mind of them,; yet are they not to be neglected. If you
will haveayoung manto put histravel intoalittleroom, and in short timeto gather much,
thisyou must do. First, as was said, he must have some entrance into the language
before he goeth. Then he must have such aservant, or tutor, asknoweth the country, as
waslikewisesaid. Let him carry with him aso, some card or book, describing the country
where hetravelleth; which will beagood key to hisinquiry. Let him keep also adiary.
Let him not stay long, in one city or town; more or lessasthe place deserveth, but not
long; nay, when he stayeth in onecity or town, let him change hislodging from oneend
and part of the town, to another; which isagreat adamant of acquaintance. Let him
sequester himself, from the company of hiscountrymen, and diet in such places, where
thereisgood company of the nation where hetravelleth. Let him, upon hisremoves
from one placeto another, procure recommendation to some person of quality, resding
inthe placewhither heremoveth; that hemay use hisfavour, inthosethingshedesireth
to seeor know. Thushemay abridge histravel, with much profit. Asfor the acquaintance,
whichisto besought intravel; that whichismost of all profitable, isacquaintancewith
the secretariesand employed men of ambassadors: for sointravelling in one country, he
shall suck the experience of many. Let him also see, and visit, eminent personsin all
kinds, which are of great name abroad; that he may be abletotell, how thelife agreeth
with thefame. For quarrels, they are with care and discretion to be avoided. They are
commonly for mistresses, healths, place, and words. And let aman beware, how he
keepeth company with chol eric and quarrel some persons; for they will engagehiminto
their own quarrels. When atraveller returneth home, let him not leave the countries,
wherehe hath travelled, atogether behind him; but maintain acorrespondence by | etters,
with those of hisacquaintance, which are of most worth. And let histravel appear rather



in hisdiscourse, than his apparel or gesture; and in his discourse, let him be rather Communication/
advised in hisanswers, than forward to tell stories; and let it appear that he doth not Conversational Sdlls
change hiscountry manners, for those of foreign parts; but only prick in someflowers,

of that he hath learned abroad, into the customs of hisown country.

‘On Friendship’ by A. Clutton-Brock

Friendship isabove reason, for, though you find virtuesin afriend, hewasyour friend
before you found them. It is a gift that we offer because we must; to give it as the
reward of virtuewould beto set aprice upon it, and those who do that have no friendship
to give. If you chooseyour friendson the ground that you are virtuousand want virtuous
company, you are no nearer to true friendship than if you choose them for commercial
reasons. Besides, who are you that you shoul d be setting a price upon your friendship?
It isenough for any man that he hasthe divine power of making friends, and he must
leaveit to that power to determinewho hisfriendsshall be. For, though you may choose
thevirtuousto beyour friends, they may not chooseyou; indeed, friendship cannot grow
wherethereisany calculated choice. It comes, like sleep, when you are not thinking
about it; and you should be grateful, without any misgiving, when it comes. So no man
who knows what friendship is, ever gave up a friend because he turns out to be
disreputable. Hisonly reason for giving up afriend isthat he has ceased to carefor him;
and, when that happens, he should reproach himself for thismortal poverty of affection,
not thefriend for having proved unworthy. For it isinhuman presumption to say of any
man that heisunworthy of your friendship, just asit isto say of any woman, when you
havefallen out of lovewith her, that shewasunworthy of your love. Infriendshipandin
lovewe are always humbl e, because we seethat afree gift hasbeen givento us; and to
lose that humility because we have lost friendship or loveisto take a pride in what
should shame us. There are men who cannot be friends except when they areunder an
illusonthat their friendsare perfect, and when theillusion passesthereisan end of their
friendship. But true friendship has no illusions, for it reaches to that part of a man’s
naturethat isbeyond hisimperfections, andin doing soit takesall of them for granted. It
doesnot even assumethat heisbetter than other men, for thereisegotisminassuming
that. A manisyour friend, not becauise of hissuperiorities, but becausethereissomething
open from your natureto his, away that i s closed between you and most men. You and
he understand each other, as the phrase is; your relation with him is a rare success
among amultitude of failures, and if you are proud of the successyou should be ashamed
of thefailure.

NOTES

“The Origin of Species’ by Charles Darwin

Authors of the highest eminence seem to be fully satisfied with the view that each
Species has been independently created. To my mind it accords better with what we
know of thelawsimpressed on matter by the Creator, that the production and extinction
of the past and present inhabitants of the world should have been due to secondary
causes, like those determining the birth and death of theindividual. When | view all
beings not as special creations, but asthe lineal descendants of somefew beingswhich
lived long beforethefirst bed of the Silurian system was deposited, they seemto meto
become ennobled. Judging from the past, we may safely infer that not oneliving Species
will transmititsundtered likenessto adistant futurity. And of the speciesnow livingvery
few will transmit progeny of any kind to afar distant futurity; for themanner inwhich all
organic beings are grouped, showsthat the greater number of speciesin each genus,
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and all the speciesin many genera, haveleft no descendants, but have become utterly
extinct. We can so far take aprophetic glanceinto futurity astoforetell that it will bethe
common and widely spread species, belonging to thelarger and dominant groups, which
will ultimately prevail and procreate new and dominant species. Asdl theliving formsof
lifearethelineal descendants of those which lived long beforethe Silurian epoch, we
may feel certain that the ordinary success on by generation hasnever once been broken,
and that no cataclysm has desol ated the whole world. Hence we may look with some
confidenceto asecurefuture of equally inappreciablelength. And asnatural selection
works solely by and for the good of each being, all corporeal and mental endowments
will tend to progresstowards perfection. It isinteresting to contemplate atangled bank,
clothed with many plantsof many kinds, with birdssinging onthe bushes, with various
insectsflitting about, and with worms crawling through the damp earth, and to reflect
that these elaborately constructed forms, so different from each other, and dependent on
each other in so complex amanner, have all been produced by laws acting around us.
Theselaws, taken in the largest sense, being growth with reproduction; Inheritance
whichisalmostimplied by reproduction; variability from theindirect and direct action of
theconditionsof life, and from useand disuse; aratio of increaseso high astoleadto a
struggle for life, and as a consequence to natural selection, entailing divergence of
character and the extinction of less-improved forms. Thus, from thewar of nature, from
famine and death, the most exalted object which weare capabl e of conceiving, namely,
the production of the higher animals, directly follows. Thereisgrandeur in thisview of
life, withitsseveral powers, having been originally breathed by the Creator into afew
formsor into one; and that, whilst this planet hasgone cycling on according to thefixed
law of gravity, from so 9 mpleabeginning endlessformsmost beautiful and most wonderful
have been, and are being, evolved.

‘Of Parents and Children’ by Francis Bacon

Thejoysof parentsare secret; and so aretheir griefsand fears. They cannot utter the
one; nor they will not utter the other. Children sweeten|abours, but they make misfortunes
more bitter. They increasethe caresof life; but they mitigatethe remembrance of death.
The perpetuity by generation iscommon to beasts; but memory, merit, and nobleworks,
are proper to men. And surely aman shall seethe noblest works and foundationshave
proceeded from childless men; which have sought to expresstheimagesof their minds,
where those of their bodies have failed. So the care of posterity ismost in them that
have no posterity. They that are the first raisers of their houses, are most indulgent
towardstheir children; behol ding them asthe continuance, not only of their kind, but of
their work; and so both children and creatures.

Thedifferencein affection, of parentstowardstheir several children, ismany
times unequal; and sometimes unworthy; especially in the mothers; as Solomon saith,
A wise son rejoiceth the father, but an ungracious son shames the mother. A man
shall see, wherethereisahousefull of children, one or two of the el dest respected, and
the youngest made wantons; but inthe midst, somethat are asit were forgotten, who
many times, nevertheless, provethebest. Theilliberality of parents, in allowancetowards
their children, isaharmful error; makesthem base; acquaintsthem with shifts; makes
them sort with mean company; and makesthem surfeit more when they cometo plenty.
Andtherefore the proof isbest, when men keep their authority towardsthe children, but
not their purse.



Men have afoolish manner (both parents and schoolmasters and servants) in
creating and breeding an emulation between brothers, during childhood, which many
times sorteth to discord when they are men, and disturbeth families. The ltaliansmake
little difference between children, and nephewsor near kinsfolks; but so they be of the
lump, they care not though they pass not through their own body. And, to say truth, in
natureit ismuch alike matter; insomuch that we see anephew sometimesresembl eth
an uncle, or akinsman, more than hisown parent; asthe blood happens. Let parents
choose betimes, the vocationsand coursesthey mean their children should take; for then
they aremost flexible; and let them not too much apply themsel vesto the disposition of
their children, asthinking they will take best to that, which they have most mindto. Itis
true, that if the affection or aptness of the children be extraordinary, thenitisgood not to
crossit; but generally the precept isgood, optimumelige, suave et facileillud faciet
consuetudo. Younger brothersare commonly fortunate, but seldom or never wherethe
elder aredisinherited.

‘How To Observe Nature’ by Elizabeth Brightwen

Thereisall the difference between taking awak ssimply for exercise, for some special
errand, or to enjoy conversation with one’s friends, and the sort of quiet observant stroll
| am going to ask my kind readersto takewith metoday. Thisbeautiful worldisfull of
wonders of every kind, full of evidences of the Great Creator’s wisdom and skill in
adapting each created thing to its special purpose. Thewholerealm of natureis meant,
I believe, to speak to us, to teach us lessons in parables—to lead our hearts upward to
God who made usand fitted usalso for our specia placein creation.

Inthe nineteenth Psalm of the Bible, David speaks of thetwo great books God
hasgiven usfor our instruction. Inthefirst six verses he speaks of the teachingsof the
book of nature and the rest of the Psalm deals with the written Word of God. We
acknowledge and read the Scriptures asthe book which reveal sthewill of God and His
wondrous works for the welfare of mankind, but how many fail to give any time or
thought to reading the book of nature! Thousandsmay travel and admirebeautiful scenery,
and derive acertain amount of pleasure from nature, just glancing at each object, but
really observing nothing, and thus failing to learn any of the lessons this world’s beauty is
intended to teach, they might almost aswell have stayed at home savefor the benefit of
fresh air and change of scene. The habit of minute and careful observation isseldom
taught in childhood, andisnot very likely to begainedinlater lifewhen themind isfilled
with other things. Yet if natural objects are presented attractively to the young, how
quickly they areinterested! Question after question isasked, and unconscioudy avast
amount of information may be conveyed to an intelligent child’s mind by a simple, happy
little chat about somebird or insect. Our ramblemight beindefinitely prolonged and il
befull of interest and instruction, but in these simpleremarksenough hasbeen shown, |
trust, to lead many to think and observe closely even minutest thing that catchestheir
attention whilst out for aramblein lanesand fields. Even amicroscopic mossupon an
old wall has been suggestive of many lovely thoughts, withwhich | will conclude our
rambleand this chapter.

‘My First Play’ by Charles Lamb

At thenorth end of Cross-court thereyet standsaportd, of somearchitectural pretensions,
though reduced to humble use, serving at present for an entrance to a printing-office.
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Thisold doorway, if you are young, reader, you may not know wasthe identical pit
entrance to Old Drury—Garrick’s Drury—all of it that is left. | never pass it without
shaking someforty yearsfrom off my shoulders, recurring to the evening when | passed
through it to see my first play. The afternoon had been wet, and the condition of our
going (the el der folksand myself) was, that the rain should cease. With what abeating
heart did | watch from thewindow the puddles, from the stiliness of which | wastaught
to prognosticate the desired cessation! | seem to remember the last spurt, and the glee
withwhich | ranto announceit.

We went with orders, which my godfather F. had sent us. He kept the oil shop
(now Davies’s) at the corner of Featherstone- building, in Holborn. F. was a tall grave
person, lofty in speech, and had pretens ons above hisrank. Heassociated inthose days
with John Palmer, the comedian, whose gait and bearing he seemed to copy; if John
(whichisquiteaslikdy) did not rather borrow somewnheat of hismanner frommy godfather.
He was also known to, and visited by, Sheridan. It wasto his house in Holborn that
young Brind ey brought hisfirst wife on her elopement with him from aboarding-school
at Bath—the beautiful Maria Linley. My parents were present (over a quadrille table)
when he arrived in the evening with his harmonious charge—From either of these
connexionsit may beinferred that my godfather could command an order for thethen
Drury-lane theatre at pleasure—and, indeed, a pretty liberal issue of those cheap billets,
in Brinsley’s easy autograph, | have heard him say was the sole remuneration which he
had received for many years’ nightly illumination of the orchestra and various avenues
of that theatre—and he was content it should be so. The honour of Sheridan’s
familiarity—or supposed familiarity—was better to my godfather than money.

F. wasthemost gentlemanly of oilmen; grandiloquent, yet courteous. Hisdelivery
of the commonest matters of fact was Ciceronian. He had two Latin words almost
constantly in his mouth (how odd sounds Latin from an oilman’s lips!), which my better
knowledge since has enabled meto correct. In strict pronunciation they should have
been sounded vice versa—but in those young years they impressed me with more awe
than they would now do, read aright from Seneca or Varro—in his own peculiar
pronunciation, monosyllabically el aborated, or Anglicized, into something likeverse. By
animposing manner, and the hel p of these distorted syllables, he climbed (but that was
little) to the highest parochial honours which St. Andrew’s has to bestow.

He is dead—and thus much I thought due to his memory, both for my first orders
(little wondrous talismans!—slight keys, and insignificant to outward sight, but opening
to memorethan Arabian paradises!) and moreover, that by histestamentary beneficence
I came into possession of the only landed property which I could ever call my own—
situate near the road-way village of pleasant Puckeridge, in Hertfordshire. When |
journeyed down to take possession, and planted foot on my own ground, the stately
habits of the donor descended upon me, and | strode (shall | confessthe vanity?) with
larger pacesover my alotment of three quartersof an acre, withitscommodiousmansion
inthemidst, with thefeeling of an English freehol der that al betwixt sky and centrewas
my own. The estate has passed into more prudent hands, and nothing but an agrarian
canrestoreit.

Inthose dayswere pit orders. Beshrew the uncomfortable manager who abolished
them I—uwith one of these we went. | remember the waiting at the door—not that which



is left—but between that and an inner door in shelter—O when shall | be such an Communication/
. . . . . Conversational Skills
expectant again!—uwith the cry of nonpareils, an indispensable play-house accompaniment
inthosedays. Asnear as| can recollect, the fashionabl e pronunciation of the theatrical
fruiteresses then was, “Chase some oranges, chase some numparels, chase a bill of the
play;”—chase pro chuse. But when we got in, and | beheld the green curtain that veiled NOTES
aheaven to my imagination, which was soon to be disclosed—the breathless anticipations
| endured! | had seen something likeit inthe plate prefixed to Troilusand Cressida, in
Rowe’s Shakspeare—the tent scene with Diomede—and a sight of that plate can always
bring back in a measure the feeling of that evening.—The boxes at that time, full of well-
dressed women of quality, protected over the pit; and the pil astersreaching down were
adorned with a glistering substance (I know not what) under glass (as it seemed),
resembling—a homely fancy—but | judged it to be sugar-candy—yet, to my raised
imagination, divested of its homelier qualities, it appeared a glorified candy—The orchestra
lights at length arose, those “fair Auroras!” Once the bell sounded. It was to ring out yet
once again—and, incapable of the anticipation, | reposed my shut eyes in a sort of
resignation upon the maternal lap. It rang the second time. The curtain drew up—I was
not past six years old—and the play was Artaxerxes!

I had dabbled a little in the Universal History—the ancient part of it—and here
was the court of Persia. It was being admitted to a sight of the past | took no proper
interest in the action going on, for I understood not its import—>but | heard the word
Darius, and | wasinthe midst of Danidl. All feeling was absorbed in vision. Gorgeous
vests, gardens, palaces, princesses, passed before me. | knew not players. | wasin
Persepolisfor thetime; and the burningidol of their devotion dmost converted meintoa
worshipper. | wasawe-struck, and believed those significationsto be something more
than elemental fires. It wasall enchantment and adream. No such pleasure hassince
visited me but in dreams.—Harlequin’s Invasion followed; where, | remember, the
transformation of the magistratesinto reverend bel dams seemed to me apiece of grave
historicjustice, and thetailor carrying hisown head to be as sober averity asthelegend
of St. Denys.

The next play to which | wastaken wasthe Lady of the Manor, of which, with
the exception of some scenery, very faint tracesareleft in my memory. It wasfollowed
by a pantomime, called Lun’s Ghost—a satiric touch, | apprehend, upon Rich, not long
since dead—but to my apprehension (too sincere for satire), Lun was as remote a piece
of antiquity as Lud—the father of a line of Harlequins—transmitting his dagger of lath
(thewooden sceptre) through countlessages. | saw the primeva Motley comefromhis
slent tomb in aghastly vest of white patch-work, like the apparition of adead rainbow.
So Harlequins (thought 1) look when they are dead.

My third play followed in quick succession. It wasthe Way of theWorld. | think
| must have sat at it asgrave asajudge; for, | remember, the hysteric affectations of
good Lady Wishfort affected me like some solemn tragic passion. Robinson Crusoe
followed; in which Crusoe, man Friday, and the parrot, wereasgood and authentic asin
the story.—The clownery and pantaloonery of these pantomimes have clean passed out
of my head. | believe, | no more laughed at them, than at the same age | should have
been disposed to laugh at the grotesque Gothic heads (seeming to methen repletewith
devout meaning) that gape, and grin, in tone around theinside of the old Round Church
(my church) of the Templars.
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| saw these playsin the season 1781-2, when | wasfrom six to seven yearsold.
After the intervention of six or seven other years (for at school all play-going was
inhibited) | again entered the doors of atheatre. That old Artaxerxesevening had never
doneringing in my fancy. | expected the same feelingsto come again with the same
occasion. But we differ from ourselvesless at sixty and sixteen, than the latter does
fromsix. Inthat interval what had | not logt! At thefirst period | knew nothing, understood
nothing, discriminated nothing. I feltall, loved all, wondered all—“Was nourished, | could
not tell how’.

| had left the temple adevotee, and wasreturned arationalist. The samethings
were there materially; but the emblem, the reference, was gone—The green curtain
was no longer aveil, drawn between two worlds, the unfolding of which wasto bring
back past ages, to present “a royal ghost,”—abut a certain quantity of green baize, which
was to separate the audience for agiven time from certain of their fellow-men who
were to come forward and pretend those parts. The lights—the orchestra lights—came
up aclumsy machinery. Thefirst ring, and the second ring, was now but atrick of the
prompter’s bell—which had been, like the note of the cuckoo, a phantom of a voice, no
hand seen or guessed at which ministered to its warning. The actors were men and
women painted. | thought the fault wasin them; but it wasin mysalf, andthe alteration
which those many centuries—of six short twelve-months—had wrought in me.—Perhaps
it wasfortunate for methat the play of the evening was but an indifferent comedy, asit
gave metimeto crop some unreasonabl e expectations, which might have interfered
with the genuine emotionswith which | was soon after enabled to enter upon thefirst
appearanceto me of MrsSiddonsin | sabella. Compari son and retrospection soonyiel ded
to the present attraction of the scene; and the theatre became to me, upon anew stock,
themost delightful of recreations.

Smoking

Itisnot newsthat every third adult of theworld smokesandit isabad habit. Itisbad
because it causes harm to the smoker’s health and puts his life at risk. The worker
spends his hard earned money to buy only diseases like mouth cancer, lung cancer,
asthmaand heart diseases.

In other words, smoking causes cancersof oral cavity, larynx, oesophagus and
bladder, lung cancer and lung disorders, TB, bronchitisthat |eadsto asthmacausing
severe breathing trouble, which isasignificant factor in the devel opment of coronary
heart diseases, damage to the foetuses in women and Buerger’s disease (a disease in
theveinsof legsthat may |ead to the gangrene of foot) to name afew. Seven peopledie
of tobacco use every minute. A cigarette contains49 carcinogenic compounds and 4000
other toxins. Thesetoxins cause lung disorderslike emphysema, chronic obstructive
pulmonary disease, bronchitis, lower immunity and therespiratory system becomesmore
proneto infections. These also cause high blood pressure, cardio-vascul ar diseases,
stroke and brain haemorrhages. These cause both infertility in men and women,
miscarriage, complicated pregnanciesand early menopause. Nicotinedamagesthe bones,
jointsand muscles of the body by causing osteopeniaand osteoporosis. Smoking al so
causes|ossof taste, bad breath, dental caries, stained teeth, mouth soresand receding
gums. Medical costsincurred on the diseases caused by smoking directly affectsthe
national economy. Smoking causes lower work-efficiency which in turn affectsthe
outputinany field.



The capitalistsengaged in the manufacture and supply of tobacco productsare
not only trying to justify the habit of smoking by hiding the above hard factsabout its
harmful effects but also glorifying smoking asamark of modern lifestylein order to
promotetheir business. They areleast bothered about the health of the common people.
They mint money by brainwashing the common peopl e and expl oiting their weakness.
The labels of cigar packets are thrown away along with the phrase *Smoking is injurious
to health’, printed on it just to comply with the government’s mandate. Right thinking
peoplearewortried about thegl orification of thisbad habit. Governmentsfail toimplement
their mandate in letter and spirit because of the influence the capitalistswield. One
approach isto ban tobacco products altogether and another is to educate the people
about theharmful effectsof smoking. Successful government authoritieslack will power,
aremorally weak and afraid of adopting thefirst gpproach. Inorder tohidetheir inability,
the authorities put forward ashallow argument that the government gets hugeincome
by way of tax from the cigar manufacturers and suppliers and the tobacco industry
offers employment opportunities. Also, such companies spend some money on social
rehabilitation and philanthropic activities and maketall claims of social cause. The
authoritieslack will power and aremoral ly weak either to takefirm policy decisonsor to
implement whatever decisionsaretaken in letter and spirit again because of rampant
bribery and other lucrativefavours. They conveniently hide the dataon the social front
as to how many people are inflicted with breathing related diseases and the cost on
account of maintenance of public health. The medical expenditure on breathing related
diseases caused by smoking isnot | essthan theincome the government derivesfrom the
cigar capitalists. Apart from public health, it al so affectsthe public economyinabig
way. By flashing fantastic advertisements on the mass-mediathey hide the truth about
the harmful effectsof smoking. Instead of opposi ng such anti-people adverti sements,
the mass-mediarather shamelessy solicits such advertisementsfor money becauseit
smply cannot sustain without such advertisements. Therefore, asaface savingformula,
the authorities have no option but to take up the second approach—to educate people
against smoking. In the name of educating people, the government spends crores of
rupees by way of rel easing advertisementsin the mass-mediaindicating the harmful
effectsof smoking. These advertisementsare useless, just likedrizzlingwater inthe
desert. Many doctors, despite knowing the harmful effects of smoking, get addicted to
the habit and willingly become chain smokers. This being the influence of the capitalists’
advertisements, what change of mind can we expect from the general public? Weare
obviously inthegrip of acapitalist cobweb. Every smoker issupporting capitalistic
designs, which makestherich richer and the poor poorer and reducesten billion people
to paupersto produceten billionaires.

The ‘Reality’ Of Reality Shows

Breaking News! A “so called’ celebrity slapped another in a reality show and in an
extraordinary exampl e of betrayal, aman wasfound cheating on hiswife of ten years.
Sounds pretty exciting? Bet it is! After all, its all this unusual cut-throat ‘action’ we crave
for and the producers of the show know exactly what we want and therefore invest
money into it. Today’s reality shows are a total package of emotion and action. As the
nameitself suggests, reality showsaretelevision programmes, wherein, the partici pant,
oneamongst theordinary crowd, getsachanceto beinthelimelight for avariable period
of time—it could be a few minutes, hours or even days and during his brief stay, tries his
luck at winning the sought after prize of the show. These programmesarelike contests
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where many peoplebattleit out till one of the contestants emergesasthewinner inthe
end. Add some spiceto anormal competition and you get the perfect recipe of aredlity
show.

Televisiontoday isflooded with reality showsthat are based on every random
theme one can think of. It al started with quiz and musical talent hunt shows, which
initially appeared to belegitimate. But then the great Indian market woke up to anew
concept—‘reality and lifestyles of famous people’. Now this new product attracted
peoplelike beesto honey. After all, who would not want to peek into the lives of our
favourite superstarsand who, inturn, did not disappoint usto say the least. Countless
viewerswatch these showseagerly with their eyesglued to the screen to seethedrama
unfold beforetheir eyes, making them fedl asif itishappeningjust in front of them and
not on the screen. Thus, they are dependent on them for their daily dose of fun-filled
entertainment, which even the popular mel odramatic daily soaps sometimesfail to offer.

Several people have shot to fame overnight after winning the most coveted
possessions these shows offer—name, fame, money—uwell, that is what the game is all
about. Butinreality, what isthereality behind these reality shows?Arethey genuinely
asreal asthey claim to be? While the general public goes on enjoying these shows,
somewhere in the back of the mind, one is always suspecting the genuineness of the
product being served. Actualy, it variesfrom show to show. These showsaregenerally
not scripted, but sometimesthe organizersthemsel ves break the rulesand introduce
controversial content in the show in order to achieve higher TRPs (Television Rating
Points). Itisin such situationsthat peopl e begin questioning the transparency of such
shows. Whatever thereality may be, thetruthisthat despiteal these alegations, people
never misseven asingle episode of their favourite showsand continue to watch them
every day without fail.

R. K. Narayan’s Style of Writing

R. K. Narayan was agreat 20th century Indian novelist and short story writer whose
widerange of representation of human life and soci ety brought him famebothin India
and abroad. He was a very keen observer of society and lover of human nature. He
used simplelanguagefor hisworkswhich reflected an unaffected prose accompanied
with humour. Throughout hislife, heendeavoured to focuson the society through all his
works. He portrayed thelife of common man. Hisreadersawayssaw hisworksasif it
were their own life and society. His focus remained on ordinary life and peoplein
everything that he created. He portrays the daily life of the Indian people with a
psychological insight into their character and activitiesvery intricately. He often used
the contemporary description of the Tamil lifestyle. Infact, hisstoriesfocusonthelife
and culture of Tamil Nadu. But all the same, simplicity has the greatest part in the
delineation of hischaracterswhich areuniversa types. Graham Greene compared him
toAnton Chekhov because of hissmplicity and lustre of prose, itsgentle beauty, ironical
portrayal of tragic situationsinterspersed with humour and vivid characterization.

Realism: Narayan used realismfor al hisnarratives. He described what he saw around
him. His novels and short storiestell the tales of men and women from our society.
Malgudi, the backdrop of hisnovelsisafictionaized setting like any south Indianvillage.
Malgudi acquainted the Indian readerswith thelocal Tamil society where they could
feel at homeand relateto theincidents, peopleand their lives. It described thedaily life



of Indians in a small town. Anthony West of the New Yorker considered Narayan’s style
of writing full of realism and variety and likened it to Nikolai Gogol’s art of story-telling.

Transparency of Vison: Narayan wasakeen observer of people and society and he
used theminute detailsof our liveswith smplicity in hisbooks. Hewasdetailed and his
languageiseasly understood by everyone. He had studied thelife of ordinary man very
closely. The conversation between Raju and the villagersin The Guideisan example
where Jhumpa Lahiri, the Pulitzer Prize winner Indian author, says that Narayan’s short
storieshavethe same captivating feelingsashisnovels. They are short but they arevery
interesting and engrossing because of their complete expression and thisiswherethe
greatest reward of astory-teller lies. Peopletake | ot of timeto enjoy itsshort length and
smplicity. According to her, what Narayan encapsul atesfrom the beginning till the end
of ashort story, others strive to achieve in more than hundreds of pages. In fact, his
insight, presentation, full expression of thelivesof charactersintheir entirety areall
matchless. Thedepiction of lifeand characterswith full and minute detailsareagift of
keeninsight, sharp observation and the capacity to read thelife closely. It isbecause of
these characteristics that he has been compared with O Henry, Frank O’Connor, and
Flannery O’Connor. Lahiri also compares him to Guy de Maupassant for his ability of
precisionwithout losing lustre and interest in the narrative. Like M aupassant, the great
French writer, Narayan al so sketches commonpl ace characters of the middleclasslife
and watchesthem asasilent spectator.

DescriptiveNarrative: R. K Narayan’s style of prose is descriptive and not analytical.
His style is objective where the author is expected to create his characters without
involving hispersonal sentimentsand emotionsinto their actions. He putstheminthe
story asthey areintheir real lives. But hetakesfull interest in describing hischaracters
with amild touch of humour. Hisworks, on thewhole, show that hewasan avid reader
of human life. Hiscommonplaceincidentsare arranged so peculiarly inal their native
simplicity that the readers attach their sentiments with them so naturally. The most
important part of hisstyleishiscapacity of beingimaginative. HisMalgudi isitsgreatest
example. Itisasketch of aloca small townwhere peoplestill take pridein atraditional
outlook towardslife. They hold superstition in great awe and flinch from accepting
anything new or modern. He chose this set-up as a background to show also how
modernity had been makinginroadsinto Indian society. Theworld of Malgudi hasawide
range of characters.

Humour and Irony: Narayan’s writings are interspersed with a soft touch of humour
and irony. In his “The Guide’, he chooses an ordinary man Raju who is mean and petty;
but the author views him with indulgence. Narayan describesincidentsrelated to him
with mild humour and sarcasm adding colour to the portrayal of hischaracter and story.
Theundercurrent of humour andirony areinthetexture of the novel. For example, there
isadescription inthe beginning when Raju takesrefuge in atemple by theriver and
posesasasage. Thewriter hasgiven theintricate detail s of the behaviour of Raju and
thevillagerswith atouch of humour andirony. But thereispathosalso in hisstories
which he handleswith great care. It isapity that aman who hasbeen jailed asRaju
comesout inthe society to cheat people asapretended sadhu.

Humour and irony walk side by sidein hisworks, supporting each other. Humour
isused to enliven anincident or acharacter-sketch whereasthere are pathos, pity and
irony to highlight the atmosphere of the situation. In this manner, Narayan’s writing style
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ggmr;“s';ggg;né( e can be compared to that of William Faulkner. Both of them were humanists. They
picked up anindividual to describethewhole society through them. Thejuxtaposition of
the conflict between man and society isapart of theworksof Narayan. Though thereis
similarity between their subjects, especially their vision for humanity, Faulkner used
NOTES rhetorical proseandillustrated hispointswith extraordinary descriptionswhereasNarayan
used s mplelanguage and realistic Situations.

Humanism: R. K. Narayan’s works display a dedication to the cause of humanity. Itis
not patriotic or rdigious. But hisdescriptionstouch theheart of hisreaders. Hischaracters
arechosenfrom ordinary life and the detail sabout them are al so commonplace but the
beautty liesintheir description. Man and hisbehaviour are hisprimeinterests. For instance,
he depi ctsthe character of Raju, the protagonist of hisfamousnovel The Guide, from
hisjourney asman of very ordinary and sordid intereststo aman who is salvaged by
supreme spirituality. Narayan feel sthat common man isborn with qualitieswhich can
lead him to the supreme goal of life. But aman has his shortcomingsand to overcome
thoseisnot easy. Hedealswith thelife of ahuman being with detailsbut his point of
view remains humanitarian. All hisworksdisplay abasic love towards mankind. He
dealswith even smaller incidents of ahuman life or ahuman character with neatness
and objectivity to add charm and compl etenessto the characters.

Unlike hisother contemporaries, Narayan wasfond of simple prose. Hisstyle
remained simple and precise. His narrative style is a descriptive type of prose. He
looked deep into human life with sympathy and dedi cation and yet kept himself al oof
whilerendering hisdescriptions. Hissatiresare mild and appealing to thereaders. They
areneither coarse nor uninteresting. All hisportrayal smay al so be seen aspsychological
penetrationsinto ahuman heart. Hisartistic depthin character delineationispartly due
to the fact that he was a great reader of human psychol ogy and behaviour. Probably
ingpired by ThomasHardy, aman who dedicated novelsto thelost territory called Wessex,
Narayan created the fictitious world of Malgudi, asmall town in Tamil Nadu. This
imaginary settingisused in all hisworks. Hewas concerned with the upliftment of the
soci ety also because he was humaneto the core and |ooked into the life and actions of
his characters sympathetically. He wasinfluenced by many great English novelists.
With widely acknowledged simplicity, Narayan’s style remains chiefly as that of a
humanitarian but he presented lifewith atouch of humour, irony and depth. Heloved the
traditional way of storytellingwith all itsnuances.

5.3.1 Sylistics of Writing

Styligticsisconcerned with establishing the principlesthat are capabl e of explaining the
choicesmade by individualsand socia groupswhile using language. Someimportant
features of stylisticsincludethe use of dialogue, and thisincludesregional accentsand
dialects, descriptive language, grammar and so on. Stylisticsa so determinesthe nexus
between the form and effectswithin aparticul ar variety of language.

Semanticsisdescribed asthelinguistic study of the meaning of words, phrases
and sentences. Linguistic semantics, therefore, deal with the conventional meaning
conveyed by the use of words, phrasesand sentencesof alanguage. In semantic analysis,
onefocuses on the conventional meaning of words, rather than on what anindividual
speaker might want them to mean on aparticular occasion.
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170 Material



Wordsdo not only have meaningsof their own. They signify something, butitis Communication/
significant that they arein rel ationship with one another. Sometimes, we make sense of Conversational Sdlls
wordsby comparing and contrasting with other words. Words have rel ationshipsamongst
themsel vesand hel p usin understanding their meanings. For example, if weareexplaining
the meaning of ‘love’, we may also say that it is opposite to ‘hate’. Structuralists try to NOTES
interpret theworld in termsof binary opposites. We make sense of awordin contrast to
the opposite of it. Man isman because, heisnot woman. Light isof significanceonly
becausethereisdarkness. Thus, wordsand their meaningsarein relation to each other.
Thelinguistic approach of making sense of wordsin relation to other wordsiscalled
lexical relations.

Synonymy

It istruethat no two words are samein their meaning. If the meaning of two or more
words would have been similar, there would not have been aneed for two different
words. There must be a dlight variation in meaning between the two words. Two or
morewordswith very closely rel ated meaningsare called synonyms. These synonymous
words can often be substituted in asentence to mean almost the samething. However,
this may not always be true. For example, “‘what is your answer?” Or ‘what is your
reply?’, ‘what is your response?’, almost mean the same thing. The meanings may
differ from context to context. However, the words which are synonymous, like ‘reply’,
‘answer’ and ‘response’ cannot be used when a person is writing an exam. It seems not
very proper to say that ‘Sam has replied to all the questions in the examination’. Also,
*Sam has responses for all the questions in the examination’ is also not correct. The
proper mode should be *Sam has answers to all the questions in the examination.” Thus,
depending on the context, we can substitute one synonymous word with another.
Therefore, one needs to keep in mind that the idea of ‘sameness’ of meaning used in
discussing synonymy is not necessarily ‘total sameness’.

Antonymy

Wordswith opposite meaningsare called antonyms. For example, big/small, fast/d ow,
happy/sad, hot/cold, long/short, male/femal e, ol d/new, rich/poor, trueffal se.

Antonymscan be divided into two maintypes.
(i) Gradableantonyms, that is, oppositesalongascae
(i) Non-gradableantonyms, that is, direct opposites

Gradable antonyms, such as the pair, big/small, can be used in comparative
structures, such as ‘A football is bigger than a cricket ball’ or “A cricket ball is smaller
than a football’. Moreover, it should also be mentioned here that the negative of one
member of a gradable pair does not necessarily imply the other. For example, ‘my car is
notold’, does not mean that the car is new. Non-gradable antonyms are antonyms such
asdead/alive. They are non-gradable as we cannot say that someoneismore or less
dead than the other. In this case, the negative of one member of anon-gradable pair
doesimply the other member.

Hyponymy

When the meaning of one form of word isincluded in the meaning of the other, the

relationship between the two wordsisdescribed ashyponymy. For example, animal/dog, ' set-ingtructional
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vegetable/carrot, flower/rose, tree/banyan. The concept of “inclusion’ is involved in this
relationship. The concept of arose necessarily impliesthat it isaflower. Therefore, rose
isahyponym of flower. In hyponymous connections, oneis primarily looking at the
meaning of wordsin sometype of hierarchical relationship. Therelation of hyponymy
captures the concept of ‘isa kind of’. For example, let us consider the sentence, ‘carrot
isakind of vegetable’. Sometimes, the only thing we know about the meaning of aword
isthat it isahyponym of another term.

Polysemy

Two or morewordswith the same form and related meanings are known as polysemy.
Polysemy can be described asoneform (written or spoken) having multiple meanings
that are all related by extension. Examples are the word ‘head’, used to refer to the
object ontop of your body, on top of aglassof beer, person at the top of acompany or
department, and many other things. Other examples of polysemy are “foot’ (of person,
of bed, of mountain) or run (person does, water does, coloursdo).

When oneisnot sure whether different uses of asingle word are exampl es of
homonymy or polysemy, one should check in adictionary. If the word has multiple
meanings, itispolysemousand therewill beasingleentry. Therewill beanumberedlist
of thedifferent meanings of that word. If two words aretreated ashomonyms, they will
typically havetwo separate entries. In most dictionaries, bank, mail, mole, and soleare
clearly treated as homonyms whereas face, foot, get, head and run are treated as
examplesof polysemy.

M etonymy

Metonymy isasubstitution of aword or phraseto stand for aword or phrasesimilar in
meaning. Examplesareasfollows:

- In Shakespeare’s time, the crown was anti-Catholic. (Crown stands for Queen
Elizabeth1.)

- The White House was severely criticized for itsopposition to the tax increase.
(“White House’ stands for the president or the president and his advisers.)

- The Wall Street welcomes the reduction in interest rates. (‘Wall Street’ represents
investors.)

- Sweat, not wealth, earned her the respect of her peers. (‘Sweat’ stands for hard
work.)

Some more examples are asfollows:. The close connection can be based on a
container—contents relation (bottle/water, can/juice), a whole—part relation (car/wheels,
house/roof) or a representative—symbol relationship (king/crown, the President/the
White House).

Metonymy makes it possible for us to understand that ‘He drank the whole bottle’,
athoughit soundsabsurdliteraly (i.e., hedrank theliquid, not theglassobject). Smilarly
when we say ‘The White House has announced . . . or Downing Street protested ..., we
do not get puzzled that buildings appear to betalking. Thisisbecauseweknow that the
buildingsare representative of something, someone or some office. We use metonymy
whenwetak about filling up the car, answering thedoor, boiling akettle, giving someone



ahand, or needing somewheels. Making sense of such expressions often dependson Communication/
. Conversational Xills
context, background knowledge and inference.

Collocation

Oneway inwhich we organize our vocabulary or knowledge of wordsisbased onthe NOTES

wordswhich frequently occur together. They are technically known as collocation. For
example, when one sayshammer, most peoplewill say nail, asitistheword that frequently
occur with it. If you say table, mostly people will say chair, and butter elicits bread,
needleélicitsthread and salt elicits pepper and so forth.

In recent years, the study of thewords occurring together and their frequency of
co-occurrence hasreceived alot more attention in corpuslinguistics. A corpusisalarge
collection of texts, spoken or written, typically stored asadatabase of how often specific
wordsor phrases occur and what types of collocationsare most common.

Essentials of stylistics

The word “stylistics’ comes from the word ‘style’. Style is nothing but fashioning oneself
inaparticular way. Each of ushasadigtinctive style of speaking and writing. Withinthe
field of literary writing, stylisticsrefersto those attributive features of the author which
makes usdistinguish him or her from others. In other words, stylisticscan be called the
“linguistic thumb print’ of the author which makes the attentive critical reader identify
the author in many cases. It is applicable even when the author’s name is unknown to
us. But to achieve that perfection, arigorous study of the authors and their worksis
necessary so that the personal style of the author becomes familiar in terms of author’s
range of vocabulary, sentencelength and construction and frequency of certainlinguistic
features. Moreover, stylisticsisa so significant inmaking usunderstand apieceof linguistic
art, intermsof getting to the meaning of it.

Ordinary languageisthe background to literary language. Thisistrue whether
thelanguage used in apoem or anovel isgrammatically correct or not. Thelanguage
used in poetry is selected from the background of normal language and achieves a
particular purpose. Thelanguage of poetry may vary from ageto age, dependingto a
large extent on the type of language commonly used in that age. So, Romantics can
make adeliberate break from the language of the Augustan age, and T. S. Eliot from the
language of the Georgiansand the Victorians.

Roman Jakobson (1960: 377) isof theview that therd ationship betweenlinguistics
andliterary studiesisvery significant. Literary studiesarenot possblewithout alinguistic
study. In other words, the relationship between linguistics and poeticsisvery much
evidentinthefield of literary studies. Jakobsonwrites:

If there are some criticswho still doubt the competence of linguisticsto embrace
the field of poetics, | privately believe that ...linguists have been mistaken for an
inadequacy of the linguistic science itself. All of us here, however, definitely
realize that alinguist deaf to the poetic function of language and aliterary scholar
indifferent to linguistic problems and unconversant with linguistic methods are
equally flagrant anachronisms.

Stylisticsisthe meeting ground between linguisticsand poetics. There are many

scholarswho haveworked immensaly inthisarea. They point out how the two disciplines
are interconnected. Carter defines stylistics as a “process of literary text analysis which
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startsfrom abasic assumption that the primary interpretative procedures used inthe
reading of aliterary text arelinguisticprocedures.” Stylistics analysis has its roots in the
worksof H. G Widdowson (1975), Collieand Slater (1986), Carter (1983), Carter and
Long (1987), Short (1983) and Lazar (1993). Carter (1996: 5) arguesontherelevance
of stylistics for literature teaching. He states that stylistic analysis helps to foster
interpretative skillsand to encourage reading between the lines. He further positsthe
advantages of stylistics stating that ‘stylistics provides students with a method of
scrutinizing texts, “away in” to a text, opening up starting points for fuller interpretation’.
The method is detailed and explicit and shows how you reach or begin to reach an
interpretation.

Conceptual versus associative meaning or literal versusfigurative
meaning

Meaning of words can be seen at least in two different ways—conceptual or literal
meaning and associative or figurative meaning. Conceptua or literal meaningiswhat is
available at the surface of an utterance. Figurative meaning or associative meaning
(sometimesalso referred to as symbolic or implied meaning) isthe meaning whichis
derived from theinterpretation. Itinvolvesfigurative meaning such asmetaphor, symbal,
andirony.

Inordinary language, the conceptua meaning or theliteral meaningisof importance
asitistheliteral meaning of wordswhichisusually associated, by the peoplewhenthey
utter or listen, toaword or chain of words. But when we cometo thefield of literature
itisadifferent ball game. Theauthor isnot always using the same everyday language.
It may seem from the vocabulary of the author, as being represented in his or her
writing, that thelanguageisnot different from the ordinary everyday language. However,
the samelanguageisused without itsliteral meaning in afigurativeway so that thetext
seemsto beliterary. Thebeauty of thelanguageisthat depending onitsusethelanguage
getsitsmeaning.

The function of stylistics as a branch of study isto look at all the shades of
meaning and moreover in aliterary context the meaning of thework fromitsthematic
content.

5.3.2 Various Sylistic Devices

Let usnow focus on various methods used by poetsand writersas stylistic devicesto
maketheir work poetic. Some of thewaysare deviation, foregrounding, parallelismand
metaphor.

Types of Deviation

The concept of deviationisimportant to thestudy in literary texts. Deviationisused as
animportant stylistic device by the poets and writersto emphasi ze the theme and the
significance of their writing. It isastylistically distinctive feature. When we usethe
word deviation, we mean that the language of the deviant construction variesfromthe
normal grammatical or linguistic rules. Hence, whenreadersread it, their attentionis
caught by the deviancy, and leads to certain emphasis on meaning. Let us take an
example of first two lines of John Keats’ Odeto Nightingale:



My heart aches and drowsy numbness pains my senses as though hemlock | had Communication/
drunk. Conversational Skills

The last part of the second line, “hemlock | had drunk’ deviates from the normal
word order of English. We know that theword order of Englishis SV O (subject-verb-
object). From the normal linguistic point of view, the poet should have used the phrase, ‘I
had drunk hemlock’; instead of *“Hemlock I had drunk’, where the word order is inverted
to OSV (object —subject — verb). The poet has deliberately done this to emphasize the
word “hemlock’ and to provide some poetic effect in the text. Thus, deviant construction
isusually employed by poetsto emphasi ze the theme or aparticular sub-theme of the
poem.

To Leech, this norm may be an absolute one, functioning “for the language as a
whole’ or a relative one ‘provided by some set of texts which for the purposes of the
study are regarded as comparable’. Another distinction proposed in this connection is
between determinate and statistical deviations. Whilegtatistical deviationisaquantitative
mesasure of linguigtic differences between the domain and the norm, determinate deviation
isnon-quantitative. In determinate deviation, thedeviationisobserved asadiscrepancy
between what isalowed by the rulesand conventions of thelanguage system and what
occursinthetext. Itisthistype of deviation whichisconsdered by Leech assignificant
inthestudy of literary styleand especially in poetry.

NOTES

Itisalso possibleto consider deviationsin literary textsat threelevels, wherethe
text deviatesfrom normsof thelanguage asawhole (primary deviation), whereit deviates
fromnormsof literary composition in particular (secondary deviation) and wherethe
deviationisfrom normsinternal to atext (tertiary deviation or internal deviation).

Primary deviation takestwo mainforms;

- Wherethelanguage dlowsachoicewithintherulesof itscode and the conventions
of itsuse, the writer goes outside the choicesavailable.

- Where the language allows a choice, the writer denies himself the freedom to
choose and usesthe sameitem repeatedly.

Theseresult in deviation from some expected frequency and the expression of
some linguistic elements. This may be ‘more rarely than usual” and ‘more often than
usual’.

One hasto keep in mind herethat adeviant linguistic feature doesnot exist in
isolation. It entersintotwo kindsof relations: intointra-textud relationswith other language
elements. They arebothregular and irregular inthe context, andinto extra-textud relations
with thelanguage codefromwhichit derives.

Foregrounding and parallelism

Foregrounding can be said to be any processin literary writing of making something
stand out from the neighbouring words and images. In literary texts, foregroundingis
used asadevice by which some pieces of information are given more prominencein
relation to other pieces of information. The prominent information is thus “foregrounded”’,
whiletheother information isput in background. Foregrounding can be achievedintwo
ways.
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- The creation of rhythmic patterns, or what are termed as ‘parallelisms’.

- Theuseof irregularity inlanguage use, or deviation from the accepted norms of
grammar, lexisand phonology.

Inforegrounding through parallelism, an extraregularity into languageisintroduced. The
regularity isover and above thedemandsof correctness. Thefollowing aretheinstances
of phonologica over-regularity: rhyme, rhythm, metre, aliteration and assonance. Pardlel
constructionswhich occur in sequence and appear similar in structure usualy indicate
smilarity of meaning. We can categorize the different foregroundingsunder three heads:

(i) Grammatical pardldism
(ii) Phonologica pardleism
(i) Deviant congtructions

1. Grammatical paralelism canbeat theleve of words, phrases, clausesor sentences.
Coordination of two congtructionswhich areparallel helpstoreinforcethemeaning
and givesit emphasisin the context. For example:

‘As idle as a painted ship Upon the painted ocean’ (Coleridge, The Ancient Mariner).

The construction, “a painted ship’, and “a painted ocean’ are phrases parallel to
each other. They are parallel in terms of the structure, to the extent of being
amogt identical. They differ only intherespect of onewordin each of the phrases.
The emphasis being placed on “painted’ and brings out the unreality of the situation.
Thewordsarealsoironical inthe context of the poem, becauseareal shipona
real ocean isbeing compared to something whichispainted and henceunreal.

Thephonological parallelismsare usually at thelevel of the sound, for example:
“The fair breeze blew, the white foam flew’.

Theconsonantal /f/ and /b/ sounds predominate, asthereisalliteration. Thisisa
formof paraleism. Thereisasoagrammatical paralelism. Thevowel sound/u:/
,asinblew andflew, isidentical in each and givesriseto internal rhyme. Rhyme
and meter areformsof parallelism. Similarity inthe vowel sound even without
aliteration can also give rise to parallelism. In all these cases, the parallel

constructions build on the potential of the language. They also create greater
regularity in the patterning of the language than would normally occur intheflow
of ordinary speech.

Constructions can be said to be foregrounded if they deviate from the rules of
normal language, that is, if they form the accepted norms of grammar, lexisor
phonol ogy. For example:

‘the what of a which of a wind” (E. E. Cummings)

‘What” and "which’ are used as nouns, rather than relative pronouns. Cummings
used it in this construct to provide special emphasison the signification. This
makes the utterance intriguing and mysterious because the change of parts of
speech givesanew meaning to thewords. Wefeel we arebeing introduced to a
worldwhereeverything hasadifferent meaning. At the sametime, thealliteration
suggeststhat itisaworld of lyricism and light-heartedness.

Mukarovsky refers to foregrounding as ‘the aesthetically intentional distortion of
the linguistic components’. This definition signifies two important aspects of
foregrounding: first, poetic foregrounding, being ‘intentional’, presupposes some



motivation onthepart of the poet. Thisdemandscareful attention fromthereader.
Secondly, distortion of any ‘linguistic component” may bring about foregrounding.
Thus, concentration of any linguistic features—phonological, syntactic or
semantic—are rare or unnoticed in ordinary speech. They are brought into
prominencedeliberately in theliterary text with the purpose of contributingtoits
total effect can result in foregrounding. This “calling of the reader’s attention to
linguistic structures, quite different from theway inwhich anon-literary writer
will emphasize the language elements,” is an essential part of literary relation.

Leech and Short identify two kindsof foregrounding:

- Qualitativeforegrounding
- Quantitativeforegrounding

Intheformer, thereisdeviation from the rules of the language code or fromthe
conventions of language use or both. In thelatter, the devianceisfrom some expected
frequency of linguistic occurrence and not from thelanguage code.

Patter ns of sound

‘Take care of the sense and the sounds will look after themselves’

The Duchess to Alice in Lewis Carroll’s Through the Looking Glass

Somewordshave soundsthat arerelated to their meaning. They arecalled the
onomatopoei c words. However, with the advent of Saussurean linguistics, we cameto
know about the arbitrariness of the signifier and signified. But even after Saussure, we
till follow the pattern where we giveimportanceto soundsasit isby virtue of sound that
wetry to grasp the meaning of words. Moreover, in case of poetry, itisusually said that
agood recitation of poetry can make half of the meaning of poetry clear. Therefore, it
would be very foolish to overlook the aspect of sound pattern in poems. Sound effects
are used extensively in poetry for aesthetic purposes. Sound can also interact with
meaning in many ways. One such way isonomatopoei awhich emphasizescertainwords
and providesstructural support by binding together distant words. Poets use everyday
language and makeit poetic by using different devicesrel ated to sound. Hence, readers
also have pleasurein uttering or reading the poems because of the musical quality.

Certain significant commentson sound patternsin poetry

- *As poetry becomes a kind of music, language suffers a subtle transmutation, in
which semantic meaningisdoubled, and at timeseven displaced, by themusical
one’(The Metaphysics of Sound in Wallace Stevens, Anca Rosu, University of
Alabama Press, 1995)

- *Music (or sound) must be regarded as another dimension of language not less
important than syntax and semantics, althoughit isusually underestimated because
we are accustomed to viewing sound as a conventional, material carrier of meaning’
(The Metaphysics of Sound in Wallace Sevens, Anca Rosu, University of
AlabamaPress, 1995).

- The idea that music can have meaning—‘Repetition, combined with variation,
formsapattern that creates expectationsthat, in turn, either may befulfilled and
give satisfaction or may be frustrated and create suspense’ (The Metaphysics of
Sound in Wallace Sevens, AncaRosu, University of Alabama Press, 1995).
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- It can now be said with some certainty that the conspi cuous presence or absence
of certain consonant soundsin apoem can help to determinewhether the reader
will be inclined to perceive that poem as ‘musical’ or ‘non-musical’ in tone
(Sound and Sense in the Poetry of Theodor Sorm, Alan B. Galt, Herbert
Lang, 1973).

- “There may be arelatively high correlation between the ‘meaning’ of poems and
their vowel patterns’(Sound and Sense in the Poetry of Theodor Sorm, Alan
B. Galt, Herbert Lang, 1973).

- *Asmy analysis of the mechanism underlying the statistical correlations between
back vowels and such qualities as “mystic obscurities” and “hatred and struggle”
may suggest, far from being confined to non-aestheti c processes, cognitive poetics
provides powerful toolsfor understanding the relationship between aesthetic
qualitiesand their non-aesthetic perceptual conditionsaswell asthe significant
relationships between two or more aesthetic qualities” (What Makes Sound
Patterns Expressive? Reuven Tsur, Duke University Press, 1992).

- “Itwould appear, then, that the impressionistic-subjective distinction concerning
the “beauty” of some speech sounds and the “ugliness” of some others can be
trand ated into two pairsof objectiveor inter-subjective opposites. First, thelatest
acquisitions(the soundslearnt latest by babies) may assume greater emotional or
aestheticintengity than earlier ones, for better or worse. Second, withinthelate
acquisitions, continuousand periodic soundsare beautiful, whereastheinterrupted,
periodic sounds are ugly” (What Makes Sound Patterns Expressive? Reuven
Tsur, Duke University Press, 1992).

Thereareways of identifying the sound effectsin poetry. They areasfollows:

1. Identify any regular rhyming scheme, such as the first stanza of Gray’s Elegy
Written in a Country Churchyard, where the rhyme scheme is abab.

The curfew tollsthe knell of parting day

The lowing herd wine slowly o’er the lea,

The plowman homeward plods his weary way,
And leaves the world to darkness and to me.

2. ldentify similar sounds occurring together. There are three basic types of this
device:
(1) Similar initial sounds (first letters) is alliteration. “Wadewon’t watz willingly’
isan alliterative sentence.

(i) Similar vowel sounds is called assonance. ‘“Murder urges, scourges and
purges a cur’ uses assonance.

(i) Similar sounds used throughout sentences is called consonance. ‘Pimpled,
purple-faced Peggy jumped up repeatedly” has ‘p” sounds at the beginning,
middle and end of words. This device used with ‘s’ or “sh” sounds is sometimes
called sibilance. ‘Hissing snakesdlither silently,” for example.

(iv) Countsyllables

(v) Determine stresses



Major patterns of poetry

Although there are many waysto classify poetry or verse, three major patterns have
beenidentified. They are:

- Pureaccentual: Thepatternishbased on the number of stresses (emphasis) ina
foot, lineor poem. Stressesare usually easier to detect when the poemisread
aloud. Thistype of structureisgood for oral poetry. Exampleinthisregardis
nursery rhymes.

- Puresyllabic: The pattern isdetermined by the number of syllablesinaword,
lineor poem. Syllabic patternisusually moreeasly discerned by the eyethan ear.
ExampleinthisregardisHaiku.

- Accentual-syllabic: Thispattern countsboth the stressesand the syllables. Groups
of syllables containing aset number of stressed and unstressed wordsarecalled
feet. Thisisthemost common type of verseusedintraditional English poetry. An
exampleinthisregardisthe sonnet.

Aspects of metaphor

Jacques Derrida says, ‘Metaphor has always been defined as the trope of resemblance;
not s mply between signifier and signified but between what are already two signs; the
one designating the other.’

The word ‘resemblance’ signifies the essential quality of a metaphor. In a
metaphoric association, similarity principleis applied. This meansthat one signis
substituted by another because of similar association. As Richard Bradford writes, ‘A
metaphoric association is suggested when two images with no prior causal or
circumstantial relationship arejuxtaposed: associative meaning isgenerated rather than
recalled.” For example, “he goes along the road’, can be restated as ‘he goes along the
street’. The similarity principle between the words, ‘road and street” would make one
substitute word for another.

Metaphor etymologically means ‘transporting’ one word for another to give
figurative quality to language. Aristotle defines metaphor as a trope which “consists in
giving thething aname that bel ongsto something el se, the transference being either
from genres to species or from species to genres or from species to species or on
grounds of analogy.” Thus, metaphorical process is the process of selection of sign for a
figurative language which will make language poetical. As Roman Jakobson says, ‘for
poetry, metaphor and for prose, metonymy istheline of least res stance and consequently
the study of poetical tropes is directed chiefly towards metaphor.”

Roman Jakobson’s seminal study on metaphor and metonymy comes in the end
of hishighly technical discussion of aphasiaor languagedisorder. His studies show that
there are two poles—metaphoric and metonymic—which makes all discourse possible.
Here metaphor correspondsto the sel ection axis of language depending upon thingsthat
arenot normally contiguous. Metonymy correspondsto the combination axisof language.
We can make asimple chart regarding these aspects.
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M etaphor M etonymy
Selection Combination
Paradigmatic Syntagmatic
Substitution Contexture
Similarity Contiguity
METAPHOR:

Selection, Similarity

I METOMY Y
e e R = Combination, Contiguity
I

In our day-to-day conversation, both metaphorical and metonymical or
paradigmatic and syntagmatic relationship work accordingly. This happenswhen the
encoder or the addresser wantsto communi cate something to the addressee, heworks
with the codein ametaphorical or paradigmatic axisinthefirst building block. Thisis
followed by combining and integrating the chosen units along the syntagmatic chain.
When the addressee or the decoder receivesthe message, hisinitial encounter ismade
with the combinative sequence. Thisisfollowed by its sel ected consequences. Richard
Bradford writes: ‘Our most basic communicative interactions involve us in the following
linear combinatory movement from word to word; addresser to addressee cohabit within
the syntagm, akind of contiguity between the participants of any speech event. But the
selection pole, that which feedsmore readily upon the codeismore closely associated
with the individual addresser.” Therefore, it is the relationship of the addresser and the
codethat the metaphorical axisplaysamajor role becauseit isthe addresser who first
worksin the selection processto form the message to be conveyed. However, in any
interaction, both the devices—metaphoric and metonymic—have the same importance
as Jakobson writes: ‘A competition between both devices, metonymic and metaphoric,
ismanifest inany symbolic process, beit interpersonal or social. Thusinaninquiry into
the structure of dreamsthe decisive questioniswhether the symbol s and the temporal
sequences used are based on contiguity or similarity.’

Freud’s distinction between ‘condensation’and ‘displacement’ (contiguity) and
symbolism and identification (similarity) is inconsistent with Jakobson’s model of linguistic
communication. Inthelnterpretation of Dreams, Freud classified dream asthe disguised
fulfillment of asuppressed or repressed wish. Thetwo primary processesof transference
from latent dreamsto manifest are condensation and displacement. The problemwith
Jakobson’s model is that Freud’s model involves a finally indecisive mixture of pre-
linguistic and linguistic anal ogies. Condensation and displacement are metonymic and
make use of the syntagmatic pol e of contiguity. However, eachiteminthelatent dream
isimmanently symbolic and thusinvokesthe paradigmati c selective pole.

Thus, Freud’s notion is at odds with Jakobson’s model but it was not that Jakobson
did not believe in Freud’s model of conscious and unconscious activities, Freud’s consistent
argument that creativewriting or literatureisanal ogousto and sometimes an exampl e of
dream manifestation undermines Jakobson’s conception of poetry. Jakobson is using the
two terms—metaphorical and metonymical poles—he engages himself to establish a
binary distinction within all linguistic usages. In this, ametaphor isafunction of the



paradigmati c sel ective axis and metonymy afunction of its syntagmatic combinatory
counterpart. Jacques Lacan intrudes between Jakobson and Freud, and states that
metaphor isthe superimposition of Signifier. Hesaysthat it islinked with the substitution
of surface meaning for repressed meaning. In short, metonymy-displacement involves
disclosure and metaphor-condensation involves disguise. ‘The creative spark of the
metaphor doesnot spring from the conjunction of twoimagesthat isof thetwo signifiers
equally actualized. It springsfrom two signifiersone of which hastaken the place of the
other in the signifying chain, the hidden signifier then remaining present through its
(metonymic) relation to the rest of the chain.”

Jakobson emphasi zesthat in metaphoric writing the poetic part isstronger whereas
in the metonymic writing it is the prosaic or realistic aspect. ‘It is generally realized that
romanticismisclosaly linked with metaphor, whereastheequally intimatetiesof realism
with metonymy usually remain unnoticed.” Thus, the association of poetry with metaphor
is very evident from Jakobson’s writing, as Richard Bradford says:

For poetry to register at all we need to be aware that language canrelate specifically

to a pre-linguistic continuum (the syntagmatic metonymic axis) and by its own

means distort and reorder this continuum (the paradigmatic metaphoric axis).

The poetic encoder or the poet ismore concerned with the code than the message
or thecontext. Theessential quality of poetic languageisitsability to defamiliarizeor to
make a strange pattern of linguistic representation. Therefore, the poet’s language ought
to be metaphorical. The metaphorical quality of the poem makesit more of apoem as
M. H. Abrams says, ‘Apoem is the very image of life expressed in its essential truth. A
story of particular factsisamirror which obscures and distortsthat which should be
beautiful: poetry is a mirror which makes beautiful that which is distorted.’

In the essay ‘Linguistics and Poetics’, Jakobson talks about six basic functions of
communication asfollows:

Context

Message

Addresser ~~-—-m-memeeeeee—> Addressee
Contact

Code

In the case of poetry, the model would be:

Referential
Poetic / Aesthetic / Literary
Emotive ~=~mmemammeeeeee> Conative

Phatic

Metalinguistic

In the case of poetry, the poetic function takes supremacy over the referential
function becausethe poeminvolvesthe organi zation of phonetic materid. Itisnot Smply
adecoration signifying structures shared by poetic and non-poetic languages, but a
signifying structureinitself. Hence, thetraditional opposition of formto contentisan
inaccurate model of the poetic function. “The poetic function projects the principle of
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“equivalence” from the axis of selection into the axis of combination.” Thus, the concept
of ‘equivalence’ that Jakobson introduces means the equivalent element of language are
substitutableinthe same placein asyntagm as Jakobson writes:

Theprinciple of similarity underlies poetry; the metrical parallelism of linesor the

phonic equivalence of rhyming words promptsthe question of semantic similarity

and contrast; thereexist, for instance, grammatical and anti-grammatical but never

agrammatical rhymes. Prose, on the contrary isforegrounded by contiguity. Thus

for poetry, metaphor and for prose, metonymy — is the line of least resistance and

consequently the study of poetical tropes is directed chiefly towards metaphor.

However, Paul Ricoeur in his essay, ‘Metaphor and the Semantics of Discourse,’
makesthe distinction between semioticsand semantics. He entail sanew dimension of
paradigmatic and syntagmatic relationships. As he argues that “the metaphor, treated in
discourse—the metaphorical utterance—is a kind of syntagm, and we can no more put
the metaphorical process on the syntagmatic side’. If we consider the meaning from the
point of view of semanticswhere sentence isasemantic unit, then it becomesclear that
‘a metaphoric utterance must indeed be considered as a syntagm, if it is true that
significance results from a certain action that words exert upon each other in the
sentence’. Thus, following Emile Benveniste’s argument that ‘it is following their co-
optation that the words acquire the values that they did not themsel ves possess and
which can even be contradictory to the values possessed earlier,” we can easily say that
metaphor does not ssmply belong to the paradigmatic order. Thus, metaphor as a
paradigmatic doesnot work if we deal withitinthefield of semantics, while Jakobson
himself must be aware, ashewrote:

In Poetry, where similarity is superimposed upon contiguity, any metonymy is

dlightly metaphoric and any metaphor has a metonymic tint.

Examples of stylistic analysis

Widdowsonisof the opinion that organization of thelanguageinto patternsiscrucial to
the character of literature. For example, what is distinctive about a poem isthat its
languageisorganized into apattern of recurring sounds, structuresand meanings. These
arenot required according to therulesof phonol ogy, syntax or semanticsof thelanguage
codewhich provideswithitsbasic resources. The phonology of English, for example,
requiresno alliteration, assonance, rhyme or metrical measure in the message form.
These sound patternsare exploited in apoem to creste acode which makestheexpresson
poetic. Whether the aspects of itslanguage are deviant, non-deviant or both from the
rules of the language code or from the conventions of its use are only of secondary
importance. It isthisunique organizational aspect inliterary textsthat Wellek and Warren
adsoreferredtointheir Theory of Literature published in 1949. “Poetic language organizes,
tightens the resources of everyday language, and sometimes does even violence to
them, in an effort to force usinto awareness and attention... every work of art imposes
an order, an organization, a unity on its material.’

Thus, styligtic analysisof apoem hasto be donewith the stylistic devicesthat we
have discussed earlier. Asan example of stylistic analysisof apoem, thepoem by E. E.
Cummings, listenisgiven here.



(listen)

this a dog barks and
how crazly houses
eyes people smiles
faces streets
steeples are eagerly
tumbl

ing through wonder
ful sunlight

--look-

selves, gtir:writhe
o-p-e-n-i-n-g

are (leaves;flowers) dreams

,come quickly come
run run

with me now

jump shout (laugh
dance cry

sing) for it's Spring
--irrevocably;

and in

earth sky trees
every

where a miracle arrives

(ves)

you and i may not
hurry it with

a thousand poems

my darling
but nobody will stop it

With All The Policemen In The World

An analysis of “(listen)’ by E.E. Cummings

Written by Dan Mclntyre (taken from http://www.lancs.ac.uk/fass/projects/
stylistics/sal/example.htm)

1. Introduction

If you are new to stylistics, it isoften difficult to know whereto begin when attempting
astylistic analysis. Many people cometo stylistics having studied English literature,
which demandsavery different set of skills. Analysing atext stylistically isunlikedoing
a ‘literary’ analysis as it needs to be much more objective and rooted in fact. With
stylistics, weaim to explain how the words of atext create the feelings and responses
that we get when we read them. We demonstrate how to go about doing stylistics by
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anaysing apoem by the American poet, E. E. Cummings. We will study how such an
analysismight be structured, how to relate linguistic elementsto meaning, and how to
provide an objective account of your initial interpretation of atext.

2. (listen) by E. E. Cummings

How do you begin astylistic analysis? Well, itisagood ideato start with your initial

thoughts and feelings about the text you are going to analyse. When you do the actual

analysis, you can seeif youwereright or wrongin your initial interpretation. Sometimes,
thelinguistic structure of thetext will not support your interpretation, in which caseyou
may haveto reconsder thisinthelight of your analysis. Thisiswhy stylisticsisuseful as
amethod of interpreting texts. Let usbegin by looking at our chosen poem.

‘(listen)” is taken from E. E. Cummings’ 1964 collection of seventy-three poems,
of whichitisthesixty-third one. None of the poemsin the collection havetitlesbut are
instead referred to by number. However, for ease of reference, we have used thefirst
line of the poem asatitle. A transcript of the poemisgiven here.

The poem (listen)” is typical of Cummings’ style and contains some striking
irregularities of form in comparison to ‘traditional’ poetry. You can notice, for example,
thelack of capitdization whereyou might normally expect it, thestrange use of punctuation
and the seemingly odd structure of particular phrases. Cummings’ poems use lots of
deviationand *(listen)’ is no exception. One of the reasons for this is Cummings’ desire
to break with more conventional poetic traditions. However, hisuse of deviationisnot
simply for shock value, and the lingui stic choiceshe makesare by no meansarbitrary.
Despitethis, such extreme deviation can makeit difficult for ustointerpret hispoems. In
the pagt, some criticshave even disregarded hisseemingly odd use of language, claiming
that it is of no interpretative significance. In 1954, R. P. Blackmur, a critic, had the
following to say about the strange linguistic choices in Cummings’ poems:

...extensive consideration of these peculiarities today has very little importance,
carriesalmost no reference to the meaning of the poems. (Blackmur 1954: 320)

63
[ | gisten)

this adog barks and how crazily houses eyes people smiles

[5] faces streets steeples are eagerly tumbling through wonder
ful sunlight

[10] | - look - selvesstir:writhe o-p-e-n-i-n-g are(leaves;flowers) dreams,
come quickly come

[15] | runrunwith me now jump shout(laugh dance cry sing)for it's Spring

[20] | - irrevocably; and in earth sky trees :every where a miracle arrives

[25] | (ves)
you and | may not hurry it with a thousand poems my darling

[30] | but nobody will stop it
With All The Policemen In The World

(E.E. Cummings, 73 Poems)




The view that Blackmur givesis now extremely dated. What he refersto as
‘peculiarities’ are in fact highly significant linguistic deviations, and it is important for us
to assume that every element of any piece of writing has a possible interpretative
significance. You might ask if thisisactually the case. Do wereally infer meaning from
every bit of atext?Well, the evidence we have would suggest that we do. Researchers
such asVan Peer (1980; 1986) havefound that readersdo indeed pick up onthe smallest
detailsof atext and usethemto construct ameaningful interpretation. A stylisticanalysis
of our poemwill enableusto explain theforegrounding withinit thoroughly, and will also
show how stylisticscan beavaluabletool for theliterary critic.

Let us start with an initial interpretation of the poem. Like many of Cummings’
poems, (listen)’ appears to be a celebration of the imminent arrival of spring and all the
joy and newnessit brings. Thereisadynamicfeel to the poem and, of course, dongwith
the references to new life, we can note the related sexual connotations. The poem
seems also to be an address to a lover to share the poet’s happiness, and to acknowledge
theinevitability of the natural world and al that thisencompasses. Thethemesof spring
and sex, and nature and man are thusintertwined, creating the quirky humour typical of
Cummings. Inthiscase, thereisadouble-meaning pleato alover to let naturetakeits
course. The poem isnot overtly descriptivein itstreatment of spring. Instead, we seem
to be presented with aset of random images (e.g. houses, smiles, people, streets) and
actions. To sum up, the speaker appearsto be saying that, likethearrival of spring, his
loveisinevitableand cannot be stopped.

“(listen)” is not a particularly difficult poem in terms of the complexity of the
subject matter. What is more difficult is to relate the numerous ‘strange’ stylistic features
that Cummings has chosen to useto our general interpretation. We can beginto do this
by looking at the most foregrounded features of the poem. The bits of the poem that
stand out because they seem unusual. So, now that we have aninitia interpretation of
the poem, we can move on and try athorough linguistic analysis of it.

3. Analysis

The initial interpretation of “(listen)’ came about solely as a consequence of looking at
thewordsin the poem. We do not think particularly about the deviant grammatical and
graphological elements. Anexamination of thelexical features, then, isperhapsagood
placeto start with amore detailed linguistic analyss. Wewill consider how other poetic
effects contribute to the overall meaning of the poem later on.

Lexical Features

Let usconsider the open classwordsin the poem. Open classwordsare those which
carry themajority of meaning in alanguage, asopposed to closed class (grammatical)
wordssuch asdeterminers(e.g. this, that, the) and prepositions(e.g. in, at, on). Closed
class words act like sentence ‘glue” and link together open class words in meaningful
arrangements (sentences). Table 5.1 shows how the open classwordsare distributed
throughout the poem, and whether they are nouns, verbs, adjectivesor adverbs.
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Table 5.1 Distribution of Open Class Words

NOUNS MAIN VERBS ADJECTIVES ADVERBS
dog listen wonderful crazily
houses Barks easily
eyes tumbling quickly
people look irrevocably
smiles stir

faces writhe

streets opening

steeples come (x2)

sunlight run (x2)

leaves jump

flowers shout

dreams laugh

earth dance

sky cry

trees sing

miracle [i]'s

poems arrives

policemen hurry

world stop

19 21 1 4

We can see from the above table that the poem consists mainly of nouns and
verbs. The nouns are mostly concrete—that is, they refer to physical objects—and only
two of the nounsare abstract (dreamsand miracle). It ispossibleto divide the nounsinto
two rough areas of meaning, or semantic fields. Table 5.2 shows how wemight dothis:

Table 5.2 Distribution of Open Class Words

NOUNSRELATED TO NOUNSRELATED TO HUMANS

NATURE

dog, sunlight, leaves, flowers, | houses, eyes, people, smiles, faces,

earth, sky, trees, miracle, world | streets, steeples, dreams, poems,
policemen

The mixture of nounsin the poem belonging to these two different semantic
classes could be said to account for what we perceive as an interconnection between
nature and man. Theinitial impression of the poem is that there was some kind of
conflict between these two elements. Thisisexplained in part by the preceding table.
Thetwo abstract nouns, dreamsand miracle, could belong to either category and might
be seen to connect the two semantic classes.

If we now look at the verbsin the poem, we can see that they create a sense of
immediacy asweread it. They also contribute to our understanding of it asan addressto
another person. All theverbswhich aremarked for tense (finiteverbs) arein the present
tense. So we have present simple verbs such as ‘barks’ (2), ‘is’ (19) and “arrives’ (24)
and present progressive forms such as “are (eagerly) tumb/ling’ (6/7/8) and ‘0-p-e-n-i-
n-g/are’ (12/13). In addition to helping to establish a sense of immediacy, the progressive
present participles (‘tumbling’ and ‘opening’) indicate the ongoing (‘stretched’) nature
of theactions. Thiscontributesto theideaof theinevitability of nature. Springisarriving
even asthe poet speaks. Thisisalso reinforced by the four adverbs of manner, which



convey a sense of speed (quickly), excitement (crazily, eagerly) and inevitability Communication/
. Conversational Skills
(irrevocably).

The sense we get of the poem being an address to another person is achieved
through the use of directive verbs. Twelve of the verbsin the poem takethisform (listen, NOTES
look, come (x2), run (x2), jump, shout, laugh, dance, cry, sing). Directives can be used
for commanding (Do your homework!), inviting (Comein), warning (Mind your head)
etc. In “(listen)’ they appear to be used (1) to plead with, and to urge the addressee to
join in with the speaker’s celebration of Spring, and (2) to share in, and contribute to, his
feelings of happiness (for example, in the lines ‘run run/with me now’ and ‘sing for it’s
Spring’). Note, too, that in the final stanza there is a second person pronoun (‘you’) and
that in line 29 this addressee is referred to as ‘my darling’, suggesting a romantic
rel ationship between the speaker and whomever he/sheisaddressing.

There are no unusual words in the poem—no neologisms, for example, and no
unconventional affixation, which Cummings often usesin hisother poems. However,
some of thewordsare arranged on the pagein aseemingly strange way. Wonderful, for
example, runsacrosstwo linesand asaconsequenceishighly foregrounded. Dividing
theword acrossthe morphemes (wonder and ful) allowsustwo interpretative effects.
Wefirst read the word asthe noun wonder, and then as the adjective wonderful. The
graphological deviation hereforegroundsthe word and creates adensity of meaning.
Since deviation is such an apparent feature in “(listen)’, it is worth examining it in more
detail. We can al so consider parallelism and the foregrounding effectsthat thiscreates.

Deviation and parallelism

Perhaps the most striking aspect of deviation in *(listen)” is the almost constant use of
lower case letters where we would normally expect capitals. This is typical of Cumming’s
poetry and so we cannot attribute any great significancetoit, other than hisdesireto
break with normal convention. However, oneof theeffectsof thisgraphol ogical deviation
isto foreground any instances where Cummings does use capitali zation. Hence, wecan
infer that the word “spring’ in line 19 is an important concept in the poem. It is the first
word we comeacrosswithinitial capitalization. Likewise, thefina lineof the poem [31]
isheavily foregrounded by each word beginning with acapital letter. Thisemphasizes
theideabeing expressed here; namely that nothing (least of all poetry) and nobody is
able to stop the progression of Spring or the poet’s love for his addressee—not even
conventionally powerful people such as policemen. Cummings perhaps chooses
‘policemen’ because they are a stereotypical example of powerful people.

Inaddition to thegraphol ogica deviations, there area so anumber of grammatical
deviations in the poem. Many of these occur through Cummings’ tendency to use
punctuation whereit would not normally be necessary. So, for instance, we get phrases
being bracketed where thereisno grammatical need, in order to expressthe notion of
two eventshappening at the sametime. An examplewould beinlinestwel ve and thirteen
- ‘0-p-e-n-i-n-g/are (leaves; flowers) dreams’. Here, the bracketed part of line thirteen
seemsto mean that |eaves and flowers are physically opening at the sametime asthe
poet’s dreams are opening metaphorically. Again, this contributes to our understanding
of the poem asbeing very active and dynamic. Note the additional semantic deviation
here—dreams cannot actually open and so thispart of thelineisforegrounded. This
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suggeststhat with thearrival of spring, the speaker becomes more aware of hisdreams
and aspirations, more ‘open’ in the sense of receptive and unguarded.

Cummings tries to capture the idea of a multitude of thoughts occurring
simultaneoudy by breaking grammatical conventions. In additionto hisuse of bracketed
phrases, groups of nounsare often run together without punctuation (e.g. linesthreeto
six and line twenty-two), and we al so find both definite and indefinite reference within
the same clause (“this a dog barks’; a possible explanation for this is that “this’ isused to
show that the speaker is referring to a specific dog, but ‘a’ is also used because the
speaker isnot familiar with the animal. He is not aware of its name. By using both
definiteand indefinite reference, the poet isableto convey thisidea.). Such features, are
what Blackmur (1954) dismissed as ‘peculiarities’. However, if we examine these closely
we can see that there is actually a systematicity to the deviations, and that they do
indeed contribute to the meaning. We can see an example of thisin lines seven and
eight. Here, Cummingsdividestheword tumbling so that the progressive morpheme-
ing appearson aseparate line. Thisforegroundsthe verb and al so createsahomol ogical
effect, or what Short (2000) refers to as a “‘graphology-symbolic’ effect. This is where
aword or apiece of text actually lookslikethe concept that it represents. For example,
if I were to write the word like this. In lines seven and eight, the verb appears to ‘tumble’
from onelineto the next and so we understand the action to be an important concept
withinthe poem. Smilarly, inlinetwel ve, Cummingsusesdeviant punctuationto split the
progressive participle ‘opening’ into its component letters (‘0-p-e-n-i-n-g’). Again, this
foregroundsthe verb and createsthe homological effect of the word actually opening.
Noticeaswell that the hyphensa so suggest that the openingisalong, drawn-out process,
reminiscent of the downesswith which flowersbloom, especially when contrasted with
thefollowing line which contains no spaces between wordsand punctuation marks.

If welook closely at the occurrencesof graphological deviationinthe poem, we
can seethat it often worksto foreground the dynamic verbs. Thisrefersto those verbs
which imply action of some sort. Line ten (“-look-") is an example of this. The line
consstsof asingleverb intheimperative mood, foregrounded by ahyphen either side of
it. Theinitia verb of linefourteenisal so foregrounded dueto the deviant punctuation (a
commais used to begin the line). And in line eleven (*selves,stir:writhe’), the verbs are
foregrounded through being connected by a colon and by thelack of spacesbetween
words.

Other actionsareforegrounded in different ways. Inlinefifteen, we seerepetition
of theverb, andinlinessixteen, seventeen and el ghteen, the verbs occur in an unpunctuated
list, with thelistin bracketsrunning onto anew line. Linetwelveisforegrounded at a
number of different levels; graphol ogy (which we have already mentioned), grammar
(through an inversion of the expected subject-verb-object word order, which hasthe
effect of placing the emphasis of the clause on the action) and semantics. Thisisdone
by having an inanimate abstract noun (“‘dreams’) functioning as the subject of a dynamic
verb. All these deviations focus our attention on the actions in “(listen)’ and contribute to
the sense we have of the poem being very dynamic. You can see, then, that our stylistic
analysisissofar upholding our initial interpretation of the poem.

Inaddition to thegraphologica deviationinthe poem, thereisa so somedegree of
graphological parallelisminthearrangement of the poem into stanzas. Thereare severa
possi bleways of describing the graphol ogical organization of the poem. It may be seen



asfive 6-line stanzas (thefirst line of each stanzabeing separated from theremaining 5 Communication/
by aline space), with astand-alonelineat the end of the poem. Alternatively, we might Conversational Sdlls
describeit asbeing made up of five 5-line stanzas, all interspersed with asingleline.

However you prefer to seeit, what this seemsto suggest isthat thereissome order to

the poem. It isnot the chaotic graphological jumblethat it first appears. Itisdifficult, NOTES
though, to know what to make of theparallel structure of the poem, and if weweretotry
andrdateittoour initial impression of the poem, it would beapretty tenuousinterpretation.
However, one researcher who has studied anumber of Cummings poems suggeststhat
graphological paraldismisadgnificant stylistic featurein hispoetry. Dixit (1977) sudied
acorpusof E. E. Cummingspoemsin detail and concluded that, far from being arbitrary
examplesof deviation, the poemsare, infact, systematically deviant. She explainsthat:

When the poet chooses to talk about spring, his poem displays a regular cyclic

structure like that of the seasons themselves.
(Dixit 1977: 87-88)

Obvioudy, it isno accident that Cummingsstructured the poem ashedid, and the above
isone possi ble explanation asto why.

Another instance of parallelism in the poem occurs at the phonological level,
where we find the repetition of particular sounds. Although “(listen)’ does not have a
rhyme scheme of any regularity (in fact, all that savesit from being defined asfree
verseistheregularity of itsgraphol ogical organization on the page), Cummings does
make use of internal rhyme at particular points within the poem. There is no strict
pattern to itsoccurrence, yet thereis some degree of phonological parallelismin each
stanzaexcept the last two. Often wefind arepetition of vowel soundsinwordsin close
proximity to each other, aswe can seein the examplesbelow (vowel soundsarein bold):

how crazily houses [3]
eyes people smiles steeples are [4]
eagerly (6]
...wonder/ful sunlight, [8,9]
come quickly come [14]
sing) for it's Spring [19]

What we can note from thisisthat the absence of phonological parallelisminthe
last stanza again foregroundsthis part of the poem. Thelast stanza, then, isheavy with
deviation, which suggestsit isimportant in interpretativeterms.

Congruence of foregrounding in the final stanza

Aswehave seen so far, thereisastrong element of foregrounding inthefinal stanzaof
‘(listen)’. This is what Leech (1969) describes as ‘congruence’ of foregrounding, which
iswhere we get lots of different types of foregrounding occurring at once. Thisis
obviously very important for our interpretation of the poem but before coming to any
overall conclusion about meaning; let us consider again exactly what elements are
foregrounded here.

Firs, thereistheinternal deviation that wenoticed with theinitial capitalization of
eachwordinthelast line. Secondly, unlikeinthe other stanzas, thereisalack of any sort
of phonological parallelism. Thereisdisregard of the obviouslack of punctuation and
the grammatical ordering of the stanzafollows conventional rulesof syntax. What is
interesting about these foregrounded elementsisthat they all aretheresult of internal
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deviation. They areall foregrounded because they conform to our normal expectations
of thewritten language. In addition to the numerous deviant features of the poeminthe
other stanzas, what we have in the last stanza is a kind of ‘reverse’ deviation. The most
strongly foregrounded features of “(listen)’ are those which we would usually define as
‘normal’.

The effect of all thisisto makeit unusually easy for usto understand the last
stanza. Thereisno difficult interpretative work to do in comparison to therest of the
poem. So the final message of the poem is made extremely clear; ‘nothing and nobody
can stop the progress of spring and the poet’s love’. This implies that we should not
struggle against these forces, but simply resign ourselvesto accepting and becoming
participantsinthem.

4. Conclusion

Now we have anaysed the poem stylistically and we arein aposition to write some sort
of conclusionto our study. Here, you can reflect on whether or not your initia interpretation
was borne out, and on those features of the text which you were perhaps not able to
account for.

The analysis of “(listen)” shows how we can use stylistics to uphold an interpretation
of apoem, and how it can also highlight elements of apoem that we might otherwise
miss. It aso enabl esusto specul atewith more certainty on precisely why E. E. Cummings
chooses to use such seemingly odd stylistic techniques in “(listen)’. For example, we
saw that deviant punctuationislinked to theforegrounding of dynamic verbs, explaining
why we perceive so much ‘movement’ in the poem.

Analysing the poem stylistically also highlightshow the most internally deviant
features of the poem are those which we would usually consider being ‘normal’. They
are also non-deviant |anguagein both everyday communication and within poetry, and
suggest areason asto why thismight be. Stylisticsishelpful inexplaining partsof atext
which we might not otherwi se understand.

Thereare particular features of the poem, though, which have not been presented
here. For example, the comma between ‘selves’ and “stir’ in line eleven is not explained.
The relevance of the colon just before ‘every’ in line twenty-three is not known. A
stylistic analysiswhich could account for these factorswoul d obvioudy supersedethe
onegiven here.

In general though, it is described asto how thelinguistic features of apoem are
directly related to meaning. We have upheld the initial interpretation of *(listen)’. Of
course, thisisnot the only interpretation which could be givento the poem. However, by
usingasystematic analytical techniquelike stylitics, we can ensurethat our interpretation
isasexplicit and grounded in fact asit can be. It isalso highly likely that any other
stylistic analysisof the poemwould include at |east some of these conclusions. We have
shownyou how to explain why atext makesyoufeel aparticular way, and have convinced
you that stylisticsisauseful tool for anybody interpreting literary texts.

5.3.3 Dialogue Writing

Most often our means of communi cation aswe communicate with othersisdia ogue.
Dialogue can be smply defined asan oral communication when two or more people



taketurnsto put forward their pointsof view, along with non-verbal cues, to oftenreach Communication/
aconclusion. Think about aclassroom situation when the teacher entersthe classand Conversational Sdlls
sartsatopic with few genera questionsfor the students. Studentsrespond to the question

and then the teacher sums up the discussion along with hisor her point of view. Itisan

example of adialogue. Or you are going for an interview and there you are asked NOTES
guestionson your subject, on general topics, on your strengths, your career plan, etc. It
isadialogue between you and the pandlistsin theinterview board. Or asyou finish your
classes, your friend and you are discussing about going for amovie, itisalso an example
of adialogue. Or supposethe President of anation hasvisited Indiaand isengagingwith
somebilateral treatieswith the Indian counterpart, thenit can only be possiblethrough
dialogue. Thus, dialogues can be of variouskinds depending on the context. But what is
significantin adial ogueisthat each party that entersinto thefield of communicationin
adialogue hasthe space and timeto put forward hisor her point of view. Inthat sense,
dialoguesaredemocratic in nature, whereindividual sget chanceto havetheir say unlike
amonologuewherethesingle persontakesover thetaking because of hisor her privileged
position and othersare mere receptors of the communication.

Dip you KNnow?

Greek Philosopher Plato’s books are all written in the form of dialogues where
Platonic viewpoint is presented through the dialogues of Socrates and the
Socratic voice through his conversationswith other characterstriesto present
the Platonic worldview to the readers.

The most important facet of a dialogue is taking turns—that is, the speaker is not
alwaysaspeaker; but speaksfor awhile and then allowsthe other person to comeup
with hisor her idess, queriesand responses. Dial ogueisademocratic meansto cometo
aconclusion. These dayswe seethat alot of emphasisisalso put forward by different
ingtitutionsand companiesto initiate dial ogueswith their cusomers/prospective customers
asitisbeneficial for acompany or an ingtitution to do so.

Grice’s Cooperative Principle

Inthiscontext, it isto be remembered that when adial ogueistaking place, itisusually on
atopic or anideaand not disconnected remarks. If you visit amarketplace where each
individual is speaking to another, the conversationsof al the people are not adia ogue.
Thus, when wetalk about dialogue, it essentially signifiesthat there are certain codes
which are followed, as suggested by Grice. Grice writes, ‘Our talk exchanges do not
normally consist of asuccession of disconnected remarks, and would not berational if
they did. They arecharacteristically, to somedegreeat |east, of cooperative efforts, and
each participant recogni zesin them, to some extent, acommon purpose or et of purposes,
or at least a mutually accepted direction.” According to Grice, when the speakers or
participants are getting involved in a particular conversation, then there hasto be a
direction of thewhole conversation. Therefore, whenever aconversationishappening,
we haveto alwaysrespect certain rulespertainingto it to makeit asuccessful one. Itis
termed by Griceas Cooperative Principle, in which he proposed four Maximsor rulesof
conversation. Actingin accordance with these Maximswill, according to Grice, yield
results cond stent with the Cooperative Principle. The Maximsare:
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- Maxim of Quantity

- Maximof Quality

- Maxim of Relevance
- Maxim Of Manner

By Maxim of Quantity what Grice meant wastheinformation that weprovidein
the processof aconversation. According to Grice, weshould neither provide nor contribute
moreinformation than what isneeded for the current conversation, nor should we provide
lessinformation than what isneeded for asuccessful conversation. By Maxim of Quality,
he meant that ethical part of the conversation where we should neither talk about what
we believeto befasenor should wetalk about something if welack adequate evidence.
In other words, we should always base our statements on evidence and should not talk
about something just because we think it can belike that. The Maxim of Relevance
refersto the fact that when we are conversing, we should keep in mind that we should
never talk about something that isnot apart of the conversation. In other words, we
should berelevant and to the point so that the conversation becomesameaningful one.
By Maxim of Manner, Grice meant that we should avoid obscurity of expression, avoid
ambiguity and be brief and orderly, that iswe should be short, systematic and ssimplein
our expressions so that the other personin the conversation understandsthetopic being
talked about directly and has no problem in comprehending whatever the speaker is

saying.

Grice’s four maxims are commonsensical things. Most of the times, when we are
conversing, we keep all these four factorsin mind. And when we do not do so, we
usually are not ableto converse or the conversation endsin amisunderstanding among
the participants. Let ustake an exampleto illustrate how the four maximworksina
conversation.

We are assuming that two friends, Sachin and Saurav, are meeting after along
time, and we aretrying to form two set of dial ogueswhich can happen between them;
first, wherethey arefollowing the four maxims, and second when they are not following
it.

Sachin and Saurav following the four Maxims:

Sachin:  Hi, what’s up? Where were you for so many days?
Saurav: Hello, I wasin Mumbai. What about you. How are you doing?

Sachin: | amdoingwell and presently workinginacall centrein Gurgaon, and
what about you?

Saurav: | wasworkinginanAdAgency inMumbai. | |eft thejob thereand am
searchingfor ajob here.

Sachin:  Ok. Take my Number-9800000000. Bein contact. | amin ahurry
now. Haveto go. Do dropinto my place over theweekend.

Saurav: Surely, | will. Seeyouthen. Tekecare.
Sachin: Takecare, bye.
Saurav: Bye.



Sachin and Saurav Not following the four Maxims: Communication/
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Sachin:  Hi, what’s up? Where were you so many days?

Saurav: Hi.lwasnotinDelhi.

NOTES
Sachin:  How areyou doing?

Saurav: Do you know any Ad Agency here?

Sachin:  No.why?

Saurav: Forgetit.

Sachin: Let’s go and have a coffee?

Saurav: Whereareyou staying?

Sachin:  (Feeling disgusted) Nearby. | aminahurry. Seeyou. Bye.
Saurav: Bye.

Inthefirst case, Sachin and Saurav, though they have met after along time, kept
the four maxims of conversation in mind while speaking. They provided the exact
information whiletalking; neither more than what isnecessary, nor less. They neither
said anything false nor anythingirrelevant. In the second case, their conversation was
lacking the four maximsand thereforeit ended in acold way even when they met after
alongtime. Inthe second case, Sachin wastrying hisbest to get the conversation going
in a particular direction, but Saurav’s manner of speaking bored him with the whole
conversation, that he left it and went without ever having the intention to meet this
person anymore. Inthefirst case, we do seethat the conversation waswell struck with
thefour Maxims, hencethey decideto meet again over the weekend.

Thus, even if we presume that Grice’s four Maxims are simple and common
ideas, it isvery important for any conversation to strike asuccessful note.

Tipsfor Dialogue Writing

Dialogue writing is a craft which can be learnt very easily. One needs to be a close
observer of human relationshipsaswell as have agood command over thelanguageto
writegood dialogues. But basiclevel diad oguewritingisall about following certain codes
of writing and keeping in mind Grice’s Cooperative Principle. While writing dialogues,
thefollowing things should be kept in mind:

- Diaogues are mostly very short. So keep in mind to write short sentences. It
should be similar to theway you speak.

- Dialogues have to have three distinct parts—\Welcoming, main conversation and
good bye. Keep that in mind whilewriting dial ogues.

- Dialoguesshould beconversational intone. Therefore, oneshould follow theoral
communication characteristics. Whilewriting dialogueskeepin mind that you are
speaking the written wordsand not writing.

- Alwaysremember the context inwhich thedial ogueishappening. The context of
the dialogue matters as two people conversing in aformal atmosphere would
conversein avery different way thanin acasual meeting. So the settingwould
decide what kind of aconversation it would be. It isbetter to writein brief the

setting of the dial ogue before writing the conversation. Self-Instructional
Material 193
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- Whenever we speak, the non-verbal cues, such as facial expressions, body
movements, space between the peopl e, eye contact, tone and pitch of our speech,
should be kept in mind. Theway to emphasi ze on non-verbal cuesin dialogue
writingisto put thenon-verbal cuesin bracketsor parenthesis so that thereader
knowswith what intention the speaker had said it.

For example, letsagain go through the earlier did ogue between Saurav and Sachin
with all features of dial oguewriting.

(Sachin and Saurav, who are old friends, but have not been in touch with each
other for along time, have accidentally met on aroad whileboth of them areinahurry).

Sachin (surprised): Hi, what’s up? Where were you for so many days?

Saurav (extending hisright hand for handshake): Hello, | wasin Mumbai.
What about you. How are you doing? (Both of them shake hands)

Sachin (in a cordial tone): | am doing well and presently working in a call
centrein Gurgaon, and what about you?

Saurav: | wasworkinginanAdAgency inMumbai. | left my jobthereand am
searching for ajob here.

Sachin (inaninviting tone): Ok. Take my Number—9800000000. Be in contact.
| aminahurry now. Havetogo. Do dropinto my place over the weekend.

Saurav (Happily): Surely, | will. Seeyou then. Take care.
Sachin: Take care, bye.
Saurav: Bye.

54 IMPORTANCE OF VOCABULARY

Vocabulary isafundamental part of life. Thewordsthat you use on adaily basisreflect
your interest areas. If you areinterested in music, then you will learn words such as
singer, guitar, Sitar, flute, saxophone, drums, orchestraand sounds. The range of your
conceptsand ideas can beincreased by the study of vocabulary. Vocabul ary comprises
threefactors: writing, reading and speaking. Thethreeelementsmakeup abigger structure
that iscalled literacy. Literacy isvital inthe present day and ageal over theworld, and
vocabulary isthemedium which establishescultural literacy.

Reading at an Early Age

Parents should incul cate the habit of reading in children at an early age. Hel ping them
build astructured vocabulary isaval uabl e gift one can giveto children. When they grow
up, thiswill help them in every aspect of life. Even when they have to prepare their
curriculum vitaefor prospectivejobs, their grasp over thelanguagewill impresspotential
employers, sincethey will have strong vocabulary skills. A strong vocabulary will allow
them to convey their view articulately in apublic speaking forum or while presenting a
business plan. Both parents and teachers must inculcatealove for reading in children.
It should not be treated as a compulsion; instead, it should be regarded as a “fun’ thing
todo.



Benefits of a Good Vocabulary

Whenyou meet someone, theinitia reactionisphysicad: you look at the person and begin
an initial conversation. In spite of the individual’s appearance and mannerisms being
impressive, if hefumbleswith wordswhen he beginsto talk, your opinion of himwill
change. Speaking well isvery important because verbal communicationisa part of
everyday life. Therefore, thefirst step istoincrease your vocabulary. Weinteract with
others every day. Even the most introvert person feels the need to exchange a few
wordsin aday. Thisiswhere animproved vocabulary will help you. A useful way of
increas ng your vocabulary isby using various methodsthat build vocabul ary. Improving
your vocabulary does not need to be boring or time consuming. The benefit of using
softwareisthat in aslittle asten minutesaday, you canimmediately start increasing
your vocabulary.

Importance of Good Vocabulary

It isimportant to have agood vocabulary for anumber of reasons:

Every timeyou speak to somebody, they try to understand how competent, successful
and smart you are. Research and surveys have proved that peoplearemorelikely to be
judged as competent and smart when they have agood vocabulary.

Wordsarethetoolsour mind usesto think, plan and solve problemswith. Try to
think of asolution to aproblem without thinkinginwords. Isit possible? Theanswerisa
planno.

Therefore knowing morewordsexpandsthe ability of your mind to think and act.
5.4.1 Enriching Your Vocabulary

One can enrich his/her vocabulary by thefollowing:

- Learntofeel affection for words. You havetoreally cultivatethe urgetolearn
new wordsif you want to succeed.

- Look up the meaning of wordsyou do not know. After looking up aword several
timesin thedictionary, you will eventually be ableto remember itsdefinition.

- Many websites and newspapers establish new words every day, terming the
column as “Word of the Day’.

- Extensivereading of all kinds of booksis one of the oldest and most reliable
methods. When you come acrossanew word read the sentences carefully and
try to decipher the meaning from the context. After you have guessed itsmeaning,
check inthedictionary.

- Sitdownwiththedictionary every day and learn afew words.

- Play word gameswith friends. Play Boggle, Scrabble, or catch phrase, crossword
puzzles and quizzes. These games will teach you many new words. If your
companion comes up with aword that you do not know, ask himwhat it means.

- Learnto be sharp-eyed, watch the words people use. Use thewordsyou learn
when you are talking to people or writing lettersor an e-mail. Try to use at least
four new words aday when communi cating with anyone.
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- Learnroots, prefixesand suffixes. Many wordsin the English language originate
from Latin or Greek words. When you combinethese Latin or Greek words, you
get new words in English. For example: astro (“astron’ meaning ‘star’) + logy
(logos meaning ‘speech’) results in the English word, astrology (meaning, ‘telling
of the stars’). You may also purchase an etymological dictionary (meaning ‘a
dictionary of word origins’).

- Learning French, Spanish, Italian, Latin or Ancient Greek will helpyoutoimprove
your vocabul ary, especially because so many intricate English words originate
from these ancient languages.

- Practicewithafriend whoisgood at English, and use new wordswith thisfriend.

You can e-mail, chat and even talk over the phone with each other. A friend who
understandsthat you are learning can hel p you practice and advise you aswell.

Sincetakingtoafriendisawaysenjoyable, youwill not feel that it isatask that
needs consciousdeliberation.

- Listentotheradio, watch television or read magazinesthat you likein English,
and practi ce understanding the language when spoken too. Watching TV channels
suchasBBC and CNN will helpyouinlearning new words.

Advice

- Try to enjoy words. Practice thetips given above, but do not think that it isan
English vocabulary learning session. Pick the points with which you are most
comfortable.

- Learning new wordsisexhilarating and fascinating. It should not seem likean
English lesson. If you feel stressed, you are being too hard on yourself and
eventually youwill not learn anything. Do not useit likeadaily routine; rather use
it asapastime.

Attention

- Notethat somewords might have different meanings, depending on the context.
Learn more about how to usethe new wordsthat you learn.

- Avoid using anew word especially in business correspondence unlessyou are
completely certain about itsmeaning and how to useit correctly el se, thismight
confuseyour audience.

Thechangeinyour vocabulary will not berevolutionary, however withtimeit will improve
greatly. Remember thereisno short cut to increase or sharpenyour vocabulary. However,
if youfollow theactivitiesmentioned above systematical ly and regularly, you will definitely
improveyour word power.

5.4.2 Learning New Words

Increasing your vocabulary isnot an easy task and takes much effort on the part of the
individual. Let us see what an enhanced vocabulary can do for you. It isawell-known
fact that appearance creates the first impression. The way you look makes the first
impression, however, theway you spesk addsto that first impression or breaksit instantly.
Thefollowing are some enjoyable means of |earning new words:



1. Word of theDay. Pick aword. Put it in asentence and ask your friendsif anyone Communication/
can understand the meaning from the context. If oneiswrong, passit onto the Conversational Skills
next; whoever getsthe correct definition, congratul ate him/her on deriving the
meaning. If they areall puzzled, givethem anew sentence. If after three sentences
they aretill confused, definetheword for them and ask them to make sentences NOTES
using theword. Write theword on theboard and leaveit there until the next day.

2. Findthe antonyms. What isthe opposite of friend? If thefirst oneto reply wins,
he/she should ask the next question. Thisgameisfast moving and fun, especially
if slly/funny/difficult words are added.

3. Find analternateword. Play with synonyms, wordsthat are smilar in meaning.

4. Storytelling. Start astory; then passit on from one person to another, so that it
keepsbuilding asit goeson.

5. Makealist of wordsfrom the textbook or from thetext you have been reading,
then on the right side of the same paper, write asimple definition. Hereisan

example:
Banana Long, yelow fruit
Tomorrow Theday after today
Radio Wecanlistentoit, hear music and live newsreports

6. Writeat |east ten wordsfor onelist. Then ask each other the meaning of any five
words out of the ten. Thisway, no one will know which word iscoming next.
Keep atimer to see how long it takesto ask and answer five questions. Repeat
the same exercise severa times.

5.4.3 Increase Your Vocabulary

Words Synonyms
Abstract Summary
Accomplish Achieve
Admit Confess
Almogt Nearly
Animated Livey
Annoy Irritate, Bother
Answer Reply
Ardour Passion
Aromatic Fragrant
Association Organization
Backbone Soine

Beat Defeat
Begin Start
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Bdly
Beneficid
Blameless
Brave

Businesscommerce

Chiefly
Chop
Class
Clever
Close
Collect
Completdy
Conaultto
Contrary
Convey
Correct

Dash
Daybreak
Deceptive
Dedicated
Defective
Deliberate
Deliberatdly
Deserted
Dedtiny
Detached
Disagreeable
Dubious

Eager
Earth
Emphasize
Enormous
Egablish

Stomach
Favourable
Innocent
Courageous
Trade

Mainly
Cut
lesson
Intelligent
Shut
Gather
Totaly
Refer to
Opposite
Communicete
Right

Sorint
Dawn
Mideading
Committed
Faulty
Panned
Intentionally
Abandoned
Fate
Indifferent
Unpleasant
Doubtful

Keen
Sl
Stress
Huge
Tosetup



Everlasting
Exactly
Extra

Fabricate
Fool
Fodlish
Forehead
Foretdl
Formerly
Fortunate
Fragrance

Garbage
Glitter
Gut
Guts
Ghogt
Glaze

Hdl
Handsome
Hard
Homicide
Hunger

Ignore
[lluminete
Imitate
Immobile
Impartia
Impolite
Inflexible
Informal
Invoice

Eternd
Precisely
Additiond

Manufacture
Idiot

Slly

Brow
Predict
Previoudy

Lucky
Perfume

Rubbish
Sparkle
Intestine
Courage
Apparition
Shine

Corridor
GoodHooking
Tough
Murder
Sarvation

Disregard
Tolight up
Tomimic
Motionless
Neutral
Rude
Rigd
Casual

Bill
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Isolated

Jealous

Joker

Knowingly

Lacking
Last
Leading
Lucid

Madness
Magistrate
Materia
Maybe
Meanwhile
Mesting,
Merciless
Mild
Mimic
Mindless
Misery
Moreover
Movie
Murderer

Necessary
Nightfal
Non-stop
Noon
Noted
Numerous

Londy

Envious
Ddlight
Clown

Deliberately

Missng
Find
Man
Clear

Insanity
Judtice
Fabric

Perhaps, Possibly
Inthemeantime

Assembly
Crue
Gentle
Imitate
Senseless
Distress
Inaddition
Alm
Assassin

Essential
Dusk
Continuous
Midday
Famous
Many



Obdurate
Object
Obligatory
Oblique
Omnipotent
Obsolete
Ornament
Outside

Particular
Poisonous
Praise
Précis
Pressing
Previous
Priority
Prompt
Prosperous
Politewdl|

Quake
Quite

Reasonable
Receive
Reiable
Remark
Remorse,
Remote
Removable
Repute
Rubbish
Rude

Stubborn
Thing
Compulsory
Indirect
All-powerful
Out of date
Decoration
Externd

Specific
Toxic
Compliment
Summary
Urgent
Preceding
Precedence
Immediate
Affluent
Mannered

Tremble
Farly

Far

Get
Dependable
Comment
Regret
Isolated
Detachable
Reputation
Nonsense
Impolite
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Satisfied
Scarcity
Self-assured
Sgnd
Sonificant
Sily
Sincere
Soiled
Sable
Steady
Supid
Suggest
Sundown
Sunrise
Sure

Temper
Touchy
Trangparent
Trustworthy

Ultimate
Uncommon
Uncooked
Unforeseen
Unfortunate
Unhurt
Unlawful
Unmarried
Unstated

Vague

Van

Convinced
Shortage
Confident
Son
Meaningful
Fodlish
Honest
Dirty
Steady
Regular
Slly
Propose
Sunset
Dawn
Certain

Mood
Sengtive
See-through
Reliable

Fnd
Unusua
Raw
Unexpected
Unlucky
Unharmed
lllegal
Sngle
Unspoken

Indigtinct
Useless
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Vanquish Conquer

Vary Todiffer

Vast Huge, Massive NOTES
w

Warranty Guarantee

Wel-timed Timely, Opportune
Z

Zenith Peak, Pinnacle

5.5 SUMMARY

Inthisunit, you havelearnt that:

- The American Society of Training Directors defines good communication as “the
interchange of thought or information to bring about mutual understanding and
confidence or good human relations.’

- Effective communicationiscentral to the success of any business organi zation.
Communication isapervasi ve activity which encompassesalmost al facets of
our lives.

- Communication that takes place within a person is called intrapersonal
communi cation, whereascommuni cation between two peopleiscaledinterpersond
communication.

- Communicationisanintegral component of any training programme. Business
organi zations need to train peopleto achieve proficiency in specific skills.

- Theobjectivesof communication, bothinternal and externd, thuscover multifarious
facets of organizational functioning. Within the organization, it coversvaried
functionssuchasplanning, directing, controlling, coordinating, reviewing, monitoring
and staffing.

- Variousmeansof communicationfal intofour categories: (1) ord, (2) written, (3)
non-verbal, and (4) information technol ogy. Thesemeansarenot mutualy exclusve
and very often some of these methods are combined to increase theemphasisor
clarity of information.

- Non-verbal communication isalso animportant part of communicationandis || Check Your Progress
conveyed through meaningful non-verbal ways. Often, non-verbal ways are || 13. Namethe three

i i factors that
respons blefor adding to verbal messages. voosbulary consists
- In order to appreciate literature, the reader or critic must understand the of.

fundamental theory that literature can best be thought of as a process of ||14. Give two points as
communication between thewriter and hisaudience. Thisunderstanding enables It;’ dri‘f/’i"éj: n
thecritic to analyse any piece of writing. enrich his’her
vocabulary.
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- A good reader and acriticisonewho can respond to theunfamiliar. Inliterature,

onedoesnot know in advancejust how we should be expected to respond and the
demand for alternative component.

- Writing is that form of communication which reveals the sender’s clarity of thought

and expressionin encoding amessage. Barbara Tuchman, awell-known higtorian,
hasvery aptly said that though effective communi cation needs both asender and
areceiver, this process can become more successful if the writer (who isthe
sender in this case) keepsthe written form (the message) simple, concise and
brief.

- Effectivewriting skillsentail planning beforewriting, identifying the purpose of

writing, considering the needs of the audience, choosing appropriate language
and effectivetone. The ability to communicate amessagein asmple, concise
and accurate written form makes a person’s writing skills effective.

- Styligticsisconcerned with establishing the principlesthat are capabl e of explaining

the choices made by individualsand social groupswhileusing language. Some
important festuresof stylisticsincludethe useof dia ogue, and thisincludesregiona
accentsand dial ects, descriptive language, grammar and so on. Stylisticsalso
determinesthe nexus between theform and effectswithin aparticular variety of
language.

- Semanticsisdescribed asthelinguistic study of the meaning of words, phrases

and sentences. Linguistic semantics, therefore, dedl swith the conventional meaning
conveyed by the use of words, phrases and sentences of alanguage.

- Meanings of words can be seen at least in two different ways—conceptual or

literal meaning and associative or figurative meaning. Conceptud or litera meaning
iswhat isavailableat the surface of an utterance. Fgurative meaning or associative
meaning (sometimesal o referred toassymbolic or implied meaning) isthemeaning
whichisderived fromtheinterpretation. It involvesfigurative meaning such as
metaphor, symbal, irony.

- Theconcept of deviationisimportant to the study in literary texts. Deviationis

used asan important stylistic device by the poets and writersto emphasize the
theme and thesignificance of their writing. Itisastylistically distinctivefesture.
When we use the word deviation, we mean that the language of the deviant
construction variesfrom thenormal grammatical or linguistic rules.

- Foregrounding can besaidto beany processin literary writing for making something

into the most central and prominent figures in a discourse. In literary texts,
foregrounding isused asadevice by which some piecesof information aregiven
more prominence in relation to other pieces of information. The prominent
information is thus ‘foregrounded’, while the other information is put in the
background.

- Diaogue can be ssimply defined asan oral communication when two or more

peopletaketurnsto put forward their pointsof view, along with non-verbal cues,
to often reach aconclusion.

- What issignificant in adialogue isthat each party that entersinto the field of

communication in adial ogue hasthe space and time to put forward his or her



point of view. Inthat sense, dialoguesare democraticin nature, whereindividuals
get chanceto havetheir say unlike amonologue where the single person takes
over thetalking because of hisor her privileged position and others are mere
receptor of the communication.

- Dialoguesshould be conversationd intone. Therefore, one should follow theoral

communication characteristics. Whilewriting dia ogueskeep inmind that you are
speaking thewritten wordsand not writing.

- Vocabulary isafundamental part of life. Thewordsthat you useonadaily basis

reflect your interest areas.

- Vocabulary comprisesthreefactors: writing, reading and speaking. Thethree

elementsmake up abigger structurethat iscalled literacy.

- Avoid using anew word especially in business correspondence unlessyou are

completely certain about itsmeaning and how to useit correctly else, thismight
confuseyour audience.

5.6

KEY TERMS

- Communication: Communicationinvolvesrendering common ideas, opinionsor

information, that is, the sharing of ideasopinionsor information.

- Intraper sonal communication: Communication that takesplacewithin aperson

iscalledintrapersona communication.

- Inter per sonal communication: Communication between two peopleiscalled

interpersonal communication.

- International communication: Communication across bordersinvolving cross-

culturesistermed asinternational communication.

- Innatism: It isaphilosophical and epistemol ogical doctrinethat holdsthat the

mind is born with ideas/knowledge, and that therefore the mind is not a “blank
slate” at birth, as early empiricists such as John Locke claimed.

- Collocation: A collocation isany habitually linked group of words, akind of

lexical partnership.

- Figurative language: It is atype of language that varies from the norms of

literal language, in which words mean exactly what they say.

- Intonation: Intonation refersto changes in the tone or frequency of sounds

during speech.

- Metaphor: The processof comparing onething to an unlike thing without using

like, asor than iscalled ametaphor.

- Metonymy: It refersto the substitution of aword or phraseto stand for aword

or phrasesimilar in meaning.

- Phonetics: Thestudy of the sounds of speech, distinguished from phonol ogy

whichismore concerned with the underlying theory of soundsiscalled phonetics.

- Prefix: A morphemewhichisadded beforearoot morphemein theformation of

aword iscalled aprefix.
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- Sress: Itistheprocessof giving prominenceto syllables.

- Syle: Itistheresult of the choicesthat awriter (or speaker) makesregarding

aspects of language, language features and structure with regard to creating a
text or discoursethat will suit aparticular genre, context, audience and purpose.

- Suffix: Inlinguistics, a suffix (also sometimestermed postfix or ending or, inolder

literature, affix) isan affix which is placed after the stem of aword.

- Syntax: It comprises the structure in which the words of a language can be

validly arranged to form sentences.

- Dialogue: It can bedefined asan oral communication when two or more people

taketurnsto put forward their pointsof view, along with non-verbal cuesto often
reach aconclusion.

5.7

ANSWERS TO ‘CHECK YOUR PROGRESS®

10.

=

13.

14.

Newman and Summer define communication as ‘an exchange of facts, ideas,
opinions or emotions by two or more persons’.

As per Peter Little’s analysis, communication is the process by which information
isconveyed between individual sand/or organi zations so that an understanding
and response devel ops.

Communication issystemicin the sensethat, every component of the processis
affected by every other component. For example, if thereisafault inthetelephone
(channel of communication) it will affect the message received by thereceiver.

Communication—both oral and written—facilitates decision-making in any business
organization. Theobjectivesof communication, it must beemphasized, aredynamic
and ever-changing.

Paralanguage isthe voice quality, volume, speech rate, choice of words, manner
of speaking extent of laughing etc.

Video-conferencing is a channel of communication which uses live video to
communicate with variousemployees at various| ocationssmultaneoudly.

Rhythm

. A poemiswritteninunitsof four-six lineswhich areexactly alikein form. Such

unitsor divisonsinapoem arecalled stanzas.
A collocationisany habitually linked group of words, akind of lexica partnership.
False

Sylidics

. Metonymy to substitution of aword or phrase to stand for aword or phrase

smilarinmeaning.

Vocabulary comprisesthree factors: writing, reading and speaking. Thethree
elementsmake up abigger structurethat iscalled literacy.

One can enrich his’her vocabulary by:

- Learning to feel affection for words. You havetoreally cultivate the want
to learn new wordsif you are going to succeed.



- Look up the meaning of wordsyou do not know. After looking up aword
severd timesinthedictionary, youwill eventually be ableto remember its
definition.

5.8

QUESTIONSAND EXCERCISES
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t-Answer Questions

Definecommunication.
Briefly outlinethe objectivesof communication.

‘Non-verbal communication is also an important part of communication and is
conveyed through meaningful non-verbal ways.” Explain.

. What do you understand by rhythm?

. What isthe difference between rhyme and rhythm?
. What isforegrounding?

. What do you understand by parallelism?

. Givefiveexamplesof formsof prose.

. Distinguish between metaphor and metonymy.

What isdialogue? What are the principlesthat we should follow while gtriking a
conversation with someone?

. Differentiate between amonol ogue and adial ogue.

State Grice’s Cooperative Principles. How far are they important in dialogue
writing?

Statethe benefits of agood vocabulary.

. What istheimportance of good vocabulary?

Long-Answer Questions

1. Describethe meaning and nature of communication.

0 N o o~ WDN

. Assessthe objectives and mediaof communication.

. Discussthe characteristics of poetry.

. What do you understand by effectivewriting skills?

. Evaluatethe characteristicsof the stylistics of writing.

. Explainthe conceptsof deviationand parallelism.

. Discussthe concept of dialogue-writingin detail.

. Critically analyse the importance of vocabulary in an individual’s life.
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