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Compulsory English II

Introduction

Welcome to the Intermediate Compulsory English II  course (387).

We are sure by now most of you must have passed Compulsory English I (386), which 
takes into account the functional and communicative use of English and is aimed at 
improving your general language proficiency, in listening, speaking, reading and 
writing skills. The course that you are going to study now further enables you to 
communicate confidently in English language, wherever the need be.

As discussed in Compulsory English I (386), in everyday life, all of us are required to 
carry out tasks in which understanding of English language is a must, for instance, 
reading bills and sign boards, reading advertisements  and applying for jobs, filling in 
forms and questionnaires, receiving and making phone calls, understanding traffic 
signals and signs, making and responding to queries, and much more. Similarly, at 
times we are required to take notes or make summaries, write informal and formal 
letters and carry out other academic activities in English. This is not possible without 
the knowledge about the correct use of language. We are sure, like Compulsory 
English I, you will find this book too a great help in all such situations and for all such 
activities.

As we have mentioned earlier, there is a wide range of activities in the book which 
provide you a chance to practise language skills in real life situations. This is the only 
way to learn a language. Always keep in mind that language proficiency comes 
through practice. The more you practice the more confident you would be in 
communicating in that language. It is, therefore, in your own interest to go through all 
these activities carefully. Having done the activities you can compare your answers 
with the answers given in the Key Section. Do not lose heart if any of your answers is 
incorrect. Try, try again. This is the only key to success.

Form of the Course / Text Book

Compulsory English II (387) is a 3 credit hour course based on one textbook. This 
textbook comprises 9 units. The format of the first 6 units is the same as of 386 and is 
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given as under:

Section A Function/Grammar

Section B Reading

Section C Writing
  

The rest of the 3 units have just one section each. They deal with the following issues.
  

Unit 7 Sequence
  

Unit 8 Vocabulary development
  

Unit 9 Introduction to poetry

Section A mainly deals with function as well as listening and speaking skills plus the 
relevant grammar required to express that particular function. There are several 
functions in the book. In each unit, you will learn and practise one or two functions in 
detail. These functions are demonstrated with the help of brief dialogues and 
passages which are recorded on the cassette; whereas, the script of each dialogue is 
given in the respective unit. 
  

Sections B and C focus on reading and writing skills. Reading and writing skills are 
very important to prepare you for new challenges in academic development, 
examinations and practical life. Just like section A, sections B and C familiarize you 
with a wide variety of reading material that you may encounter in everyday life. 
They provide practice in useful reading techniques which help carrying out certain 
writing tasks such as writing job applications after going through an advertisement, 
writing notes, writing letters in formal and informal contexts etc. 

Most of the reading passages, as mentioned earlier, are authentic texts selected from 
newspapers, books and magazines. An essential outcome of extensive reading habits 
is vocabulary building. This has also been taken care of in Unit 8 where a lot many 
interesting activities which provide an exposure to a wide range of vocabulary items, 
have been given. Some of these vocabulary items might be new to you yet they are 
very common.
 

Throughout the book, you will come across the following symbols/signs:

Cassette
The cassette symbol tells you which dialogue or prose passage is 
recorded on the cassette along with the number of the recorded 
dialogue or passage.

  

Section A Function/Grammar

Section B Reading

Section C Writing

Unit 7 Sequence

Unit 8 Vocabulary development

Unit 9 Introduction to poetry

  

  

  

Section A

Sections B C

Cassette
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   Key
  The key indicates that the answers to these activities are given in the key 

section at the end of the book.

Magnifying glass
The magnifying glass alerts you when a new point is introduced or an 
explanation is given. You will find many explanations in the book.

Activity
The symbol of A helps you in identifying an activity.

For practice. we recommend that you make it a daily routine to read English books, 
newspapers and magazines before going to bed. It is not essential to read only English 
text books. Some simple books especially written for the beginners, intermediate and 
advanced learners of English are also available in the market. Further, we suggest 
that you listen to English news on radio and TV, and if possible watch English 
programmes on TV. We hope, by now you must have bought one of the following 
dictionaries and grammar books. These are all available in Pakistan. 

– Chambers Universal Learner's Dictionary by E. M.  Fitzpatric
– Oxford Advanced Learner's Dictionary of Current English by A. S.  Hornby
– Oxford Student's Dictionary of Current English also by A. S.  Hornby
– Longman Dictionary of Contemporary English edited by P. Proctor
– A Practical English Grammar by A. J. Thomson and A. V.  Martinet

Once again, we would remind you that regular study and hard work is essential to get 
through in all fields of life. There is no other key or short cuts to success. To improve 
your language skills you need practice. Writing is improved through a lot of reading 
and speaking is improved through practice in listening and speaking the language. 
So, do not hesitate to write and speak English with your friends, relatives and people 
around you from today. Read all the units carefully, attend tutorial meetings 
regularly, complete assignments in time and be organized in following your study 
time table.

We wish you success in your studies.

Shagufta Siraj
Course Development Coordinator

   Key

Magnifying glass

Activity

Course Development Coordinator

A

Shagufta Siraj
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Section   A:  Expressing Likes and Dislikes
  

Every one has his or her own likes and dislikes and one person's likes do not exactly 
match with any other person's likes. This means that every one's likes and dislikes are 
different from others. In this unit you will study some expressions that we can use for 
expressing our likes and dislikes about persons or things. By likes we mean the things 
that please us and by dislikes we mean the things that irritate us. The dialogue below 
is between Shahid Afridi who is a famous cricketer  and a TV reporter. The reporter is 
interviewing Mr.  Afridi. Let us listen to the interview.

  

Interviewer: Hello Mr.  Afridi.
Afridi: Hello.
Interviewer: How are you?
Afridi:  I am fine, thanks.
Interviewer: It's pleasure to have you here with us. Today we would like to talk to you 

about your personal life.
Afridi: It would be my pleasure to talk to you, and I would like to thank you for 

inviting me to your show.
Interviewer:  Coming to our questions, please tell us how does your day start and 

what time do you get up?
Afridi: I don't like getting up late. I leave my bed before the prayers time, and 

then go for a long walk. After that I take bath and have my breakfast.

Recorded text  1

  

Section   A:  Expressing Likes and Dislikes

Recorded text  1

  

Interviewer: 
Afridi:
Interviewer:
Afridi:
Interviewer:

Afridi:

Interviewer: 

Afridi:
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Interviewer: What do you like to have in your breakfast? Do you go for simple food 
or real taste?

Afridi: I don't mind tasty foods as long as they are healthy. But I can't stand oily 
things in my breakfast.  

Interviewer: Would you like to tell our viewers about the kind of personality you 
have, extrovert or  introvert?

Afridi: I like mixing up with people. I am quite fond of making friends and in 
my free time I like to go out with them for fun.

Interviewer: What kind of company do you want to have? I mean what kind of 
people do you make friends?

Afridi:              Well.. I like cheerful fellows as my friends. I wish that my friends provide 
me all pleasures of life and be a source of inspiration for me. I hate 
people who show off and do not care about the poor.

Interviewer: What do you like to do in company of your friends? 
Afridi: Well…..when in Islamabad, I adore going uphill for hiking. At other 

times I feel myself fond of swimming and hunting.
Interviewer: Tell us about your likes and dislikes in foods. Do you like fast foods or 

simple dishes?
Afridi: I love to eat Pakistani dishes. When I go abroad, I prefer going to 

Pakistani restaurants if possible, and in particular I enjoy Biryani and 
Chicken Nihari. Besides this I like to eat mangoes, but I am not quite 
fond of eating dry fruit. Also I strongly dislike fast food.

Interviewer: Mr. Afridi I thank you very much for sparing time and coming to our 
show and talk to us. It was very pleasant talking to you and getting to 
know about you.

Afridi: You are most welcome. It was pleasure being here.

 

While listening to this interview did you notice the following 
expressions? Let us repeat them:

  

1  I  adore going for hiking.

2  I  enjoy Biryani and Chicken Haleem.

3  I  like cheerful fellows as my friends.

4  I  love to eat Pakistani dishes.

5  I'm quite fond of making friends.

Interviewer:

Afridi:

Interviewer:

Afridi: 

Interviewer:

Afridi:  

Interviewer:
Afridi:

Interviewer:

Afridi:

Interviewer:

Afridi:

adore

enjoy

like

love

fond of
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6  I don't mind tasty foods.

7  I'm not quite fond of eating dry fruit.

8  I hate getting up late.

9  I can't stand oily things in my breakfast.

10  I strongly dislike fast food.

Look at the sentences above. First six of them are expressions of likes and the 
last four are expressions of dislikes. The expressions of likes and dislikes may 
be mild or strong.

Read the statements about Shahid Afridi in the following activity. Now 
listen to the interview again and state whether the following statements 
are correct or incorrect:

  

Example:
  

Afridi likes to get up late in the morning. (Incorrect)
  

1 Afridi adores swimming.

2 He doesn't enjoy tasty foods.

3 He likes being in beautiful valleys.

4 He hates people who do not care about the poor.

5 He doesn't like waking up in the morning.

6 He loves eating dry fruit.

7 He enjoys the company of his friends.

Besides these expressions, there are other ways of expressing likes and 
dislikes. Let us see some of these:

  
Likes

I'm a big fan of …………………….

I'm (absolutely) crazy about……..…... 

I'm really into it (in a big way)……...….

I'm particularly fond of……………….

There's nothing I like more than...............

don't mind

not quite fond

hate 

can't stand

strongly dislik

Example:

adores

doesn't

likes

hates

doesn't

loves 

enjoys

  

Likes
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Dislikes

I can't put up with

I don't fancy

I especially dislike

I can't bear/tolerate/stand

I'm sick of
  

Aleem, Ghani, Fareeda and Saima are in a restaurant for a lunch. The 
waiter is asking them about their choice in food. See how each one of them 
tells him about their likings and dislikings in the  selection of food.

  
Waiter:  (to Aleem) What would you like to have Sir?
Aleem: I would like to have a  plate of Special Biryani. 
  

Waiter: (to Ghani) And you Sir? Would you like to have Biryani  too?
Ghani: No, I don't fancy eating Biryani much. Please bring me plain rice.
  

Waiter:  (to Fareeda)  What would you like Madam?
Fareeda:   Well, can I have Chicken Qorma please? I don't quite like rice.
  

Waiter:  (to Saima) And you Madam?
Saima: I am quite fond of Haleem, but please do not add spices because I 

am quite sick of them. 
    

Now write a dialogue between two 
friends who are chatting on the 
internet and telling each other 
about their likes and dislikes. You 

may use some of the expressions of likes and 
dislikes used in the dialogue  above.

Dislikes

Waiter:
Aleem:

Waiter:
Ghani:

Waiter:
Fareeda:

Waiter:
Saima:
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The choice of expressions of likes and dislikes may differ from situation to situation. 
The expressions we use in formal situations are different from those used in informal 
situation. The difference between the two may be illustrated through dialogue A and 
B.
  

Dialogue A:

Aisha: Will you go for Pizza or Russian salad? I think nothing else than mutton 
curry seems to interest me at the moment.

Jameela: I think I'll settle for Russian salad, because Pizza would be too heavy for me.
Or

Oh, I can't stand Pizza. Why shouldn't we have Russian Salad instead?

Dialogue B:

Clerk: The kababs are very delicious Sir. Please have some.
Boss: Oh sure, I have always loved kababs.
                                                   Or

I'm afraid I don't like meat.

You must have noticed that the tone of two friends in dialogue 'A' is very 'informal' or 
'casual'. They are close friends and are in an informal situation. That is why they 
choose to use the following expressions:

I go for

Seems to interest me

 I'll settle for

I can't stand

Why shouldn't we

Dialogue A:

Aisha: nothing else
seems to interest me

Jameela: I'll settle for
Or

Dialogue B:

Clerk: 
Boss: loved

Or
I'm afraid I don't like

9



 In dialogue 'B' the tone of the Boss is very 'formal' and 'polite', with the clerk.  Notice 
these expressions:

I have always loved

I'm afraid I don't like
 
A dialogue has been given below.  Majid is asking Saleem about his likes 
and dislikes. The expressions (spoken sentences) of the dialogues have 
been mixed up. Read through the expressions and put them in 

appropriate order so that they make sense. Also suggest whether it is Majid 
or Saleem who uses this expression.  The first one has been  done for you.

1 There's a very good detective movie on near here. (Majid)

2 Well I'm very fond of painting. So if I have any spare time, I sit in my garden 
and paint.

3 But, Sir, I am not over-enthusiastic about making speeches.

4 And what do you do in your free time, if you have?

5 Awful! I can't stand detectives.

6         We expect you to make the welcome speech at the marketing seminar.

  

Two choices have been given for each of the fruits mentioned below. One 
expression is used to express likes and the other to express dislikes. What is 
your choice in these cases? Do you like or dislike these fruits? Write your 

response against each and make a complete sentence.

Grapes
I am quite fond of ………………
I do not really like………………

  

Apple
I enjoy………………
I do not like………………

  

Strawberry
I am crazy about………………
I dislike………………

Grapes

Apple

Strawberry
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Fatima and Hammad study in class VIII. During their break time they are 
talking about their likes and dislikes. Here are some hints about the 
things they like and they do not like. With the help of these, make full 

sentences about their likes and dislikes.
 
1 Fatima / not like / get up late. 

………………………………………………………………………
  

2 Hammad / love / play with friends. 
…………………………………………………………………………

  

3 Hammad / hate / go shop.
…………………………………………………………………………

4 Fatima / like/ cook?
……………………………………………………………………………

5 Fatima / enjoy/ dance ?
……………………………………………………………………………

Now for more practice here is an activity that you may do  with the help of 
your tutor or course mates.  The verbs given below are used to talk about 
likes and dislikes. Express your likes and dislikes in eating fruits and tell 

your tutor/classmate which of the fruits from the chart you like the most and which 
ones you dislike the most.  You may start from the ones you “like the most” and end 
with what you “dislike the most”.
  

Example:
  

 I love to eat mangoes. (Like the most)
I hate eating bananas. (Dislike the most)

  

Don't like,  don't mind,   hate,   like, love
1   ………………………………………………………………….….
2 ..……………………………………………………………………
3   …..…………………………………………………………………
4 ……..………………………………………………………….…..
5 ………..……………………………………………………………

Here is a list of likes and dislikes of Naveed. If you look at the chart carefully, 
you will see that different expressions have been used to show Naveed's likes 
and dislikes in different things. Based on this chart, you can make as many 
sentences as you like and express your likes and dislikes in more than one 

ways. 

Example:

Don't like,  don't mind,   hate,   like, love
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You will notice that by using different expressions each time we talk about our likes 
and dislikes gives variety to our conversation and adds beauty to it. Also, different 
expressions show different intensity of feeling for the things we want to talk about. 
For example, the expression “I love……….” may mean that you like something very 
much and would like to have it at any cost. Whereas the expression “I like……” shows 
your liking but it does not show the intensity of feeling that the expression “I love……….” 
Shows.

Now write two paragraphs about your likes and dislikes. Write the first 
paragraph for your friend whom you are telling these things through 
email, and the second for a TV reporter who is interviewing you on your 

getting a good position in exams. Use the expressions of likes and dislikes. Express 
your likes and dislikes about books, games, colours, dresses, food, habits and people 
etc. Keep in mind the difference between formal and informal expressions.

12

      
LIKES AND DISLIKES

 

11 I dislike                  

Ironing clothes

 

 

Drama
Cricket
Hide and seek
Going to school
Tennis 
Playing tennis
Hunting
Fishing
Riding 
The cinema

Drama
Skiing
Tennis
Playing tennis
Fishing
Riding
Cinema

 4      I am fond of        
 5      I am keen on

  1       I love            
 2      I am mad about
 3      I am crazy about

 6      I like                                
 7      I enjoy

 8      I don’t mind

9 I don’t care much for
I don’t like10

12 I hate                  

Example:

     

Example:

     I do not like tennis at all

I like tennis very much / a lot.



Section   B:  Previewing 
  
In this section we shall discuss previewing skills. In Compulsory English 1 we have 
explained some reading skills such as skimming, scanning, prediction and 
anticipation. Before we start reading a text, we like to know what we are going to 
read. We can have an idea of the reading text / article / journal / magazine by 
looking at its title, the list of contents, the index and the blurb. This reading skill is 
called previewing. Previewing is a very useful reading skill which not only saves our 
time by enabling us to reject or select a book, it also gives us a clear idea of what is the 
purpose of our reading a text, what information the text will provide, and how the text 
has been knitted by the writer. 

Before doing an activity to practice this reading skill, let us try to understand what 
the words highlighted above mean. We will look at each of them in detail one by one 
and try to know why they are important in having a good understanding of what the 
book/magazine is about.

Title:

Title is the heading of any written work that tells us as briefly as possible what the 
work is about. We may also say that the title summarizes the content that the 
book/magazine deals with in not more than a few words. For example, by looking at a 
book titled How to Develop Reading Skills, we would have an idea that the book 
must be talking about a particular language skill, that is, reading.  When we are in a 
library, we select only that book whose title is of our interest or which serves our 
purpose. But this may not be all. We may want to know more about the book, before 
actually reading it.

List of Contents:

The purpose of the list of contents is to give an idea to the readers about the specific 
topics or sub topics that a book deals with. The list of contents may contain different 
sub headings such as skimming, scanning, previewing, prediction etc. 

Blurb:

Blurb of a book provides a brief summary of the contents of the book or magazine to 
the reader. After reading the blurb, the reader can have a better idea of what he/she 

Section   B:  Previewing 

title list of contents index blurb
previewing

How to Develop Reading Skills

Title:

List of Contents:

Blurb:
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may expect to read in the book. It is different from the topic and content list in the 
sense that it is neither as brief as a topic, nor does it tell us about the specific topics. It 
rather gives us a clear sketch or summary of the story or contents as briefly as possible 
in the form of a paragraph or two.

All these items give an idea to the reader what the book is all about. S/he can have 
this idea by reading the above said areas of a book or magazine and can easily select 
or reject the book for reading.

Now, let us do 
an activity to 
p r a c t i c e  t h e  

previewing skill. Following 
are the title, the list of 
contents, and blurb of a book. 
Read them quickly to find 
out whether it is:

a a psychology book

b a tragedy

c a medical book

d a detective novel

14

  

Title  

Sudden Death in Infancy 

by 

Bernard Knight

  

Title  

Sudden Death in Infancy 

 

Bernard Knight

  

List of Contents 

Foreword by the Countess of Limerick 7

Author's preface  11

Acknowledgments 13 

1 What is it ? 1 5

2 The typical tragedy 42

3 What causes it? 66

4 After the tragedy  1 04

5 Coping with the death  126

List of Contents



 
Go through the title page, the contents and the blurb again and decide 
whether the book has been written for:

  

a professional child specialists

b non-specialists (parents counsellors, nurses) etc.

It is clear from the title that the text is about infant deaths written for general readers. 
If you are one of those and you desire to read on this topic, then choose it, otherwise 
reject it straight away.

Here are the titles, content lists and blurbs of three different books given 
in different order. Match each title with the relevant list of contents and 
blurb:

Titles

               

Titles

15

  

Blurb

Each year around 1000 infants between the age of one month and one year 
encounter sudden death. The cause continues to confuse doctors, parents and 
research workers; parents are also worried and scared at the thought and possible 
causes of the sudden death of their infants; nurses and social workers too are in a 
shock. They sympathize with the parents and give them advice without even 
knowing or understanding the causes of these sudden deaths.

This is a book for parents, doctors, nurses, midwives, health visitors, and all who may 
have contact with parents who suffer this most tragic of events.

  

Blurb

  1 Prose Poems  by
Khalil G ibran 

                             
2 Rashid Minhas - A Biography

Author: Khurram Ali Shafique              

3 From Zubaida Tariq's Kitchen
Author: Zubaida Tariq 

Prose Poems  by
Khalil G ibran 

Rashid Minhas  A Biography
Author: Khurram Ali Shafique

From Zubaida Tariq's Kitchen
Author: Zubaida Tariq

  

-
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a The book contains a detailed life sketch of the young patriotic pilot who did 
not hesitate in sacrificing his life for the mother land. Once you start 
reading the book, you will find yourself completely indulged in it, as it is a 
story of a national hero who's heart beats were only for the honor and love of 
Pakistan and also written by a young, patriotic and emotional citizen of 
Pakistan whose blood is warm in the love for country and whose heart is 
enthusiastic to climb new horizons.

a

b A renowned name which is popular especially among the housewives who 
never miss any of her cooking shows coming on TV. Zubaida Tariq, 
popularly known as Zubaida Apa. A famous cooking specialist.Her recipes 
and totkas are very useful and easy to follow. She has also introduced 
different new masalas which are quite popular. Her cooking programs are 
telecasted on different TV channels and are watched by many. 

b

BlurbsBlurbs
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c A poet, philosopher, and artist born 
in Lebonan,  a  land that has 
produced many prophets. He was 
the man whose fame and influence 
spread every where. His poetry has 
been translated into more than 
twenty languages. His drawings and 
paintings are popular in great 
capitals of the world.

c

After doing the previous activity, you must have three sets of books with 
their titles, blurbs and contents. Read these three sets again and write in 
the following lines who would be interested in reading these books. For 

example, a book titled “Second Language Learning” may be of interest to 
a language student who is learning a second language and a magazine titled 
“Hundred Delicious Dishes” may be of interest to cooks or ladies.
  
Book  1: ___________________________________________

Book 2: ___________________________________________

Book 3: ___________________________________________

You want to improve your English grammar so that you could pass the 
exams of English language courses easily. Go to the nearest library, find 
the section that provides you books on English Language and find out at 

least three books that could help you learn the grammar of English language. You 
will select these books by looking at the title, list of contents and blurb. Now write 
down names of the books you have selected in the following lines: 

  

Book  1: ___________________________________________

Book 2: ___________________________________________

Book 3: ___________________________________________
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While reading a book, we need to know the purpose of the writer. Apparently 

it seems difficult to understand the purpose of the writer, but with the help of 

different clues given in the book, it is comparatively easy to find out what does 

the writer want to convey to the reader. 

At times the writers themselves explain the purpose in the beginning of the book, or 

we can find word clues such as “my intention is……”, or “I want the reader to………” in the 

preface. Title of the book, headings, words in bold and in italics are also indicators of 

what the writer wants to say or achieve through the book. Also, we can guess the 

writer's purpose with the help of introduction, summaries and conclusions.

Look at the title pages/covers of four different books below, carefully. 

What does each title tell you about the book? Write five sentences on 

each guessing the contents of the book may have.

Example:

This book tells us about Abdul Sattar Edhi, a 

famous social worker. Edhi is known 

everywhere in the world for his social work 

and services to mankind. The book takes into 

account the life style and achievements of 

Abdul Sattar Edhi. He has always helped 

the poor and the needy. He has received 

many awards for his great contribution to 

humanity in different parts of the world. 

May he live long.

Example:
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Section  C:     Expository Writing

In Compulsory English 1 (386) you have learnt descriptive and narrative writing. In 
this unit we shall take into account another very important kind of writing, 
frequently used by the students at all levels of study, called expository writing.

Expository writing is different from other kinds of writing in many different ways 
since it has a purpose to inform, describe, explain, or define something to the reader. 
Let us think about the type of writing that most of us come across in our daily lives for 
example, in magazines, or newspaper articles expository writing is used to inform the 
reader about the topic/issue. Business reports and memorandums, driving directions 
and instructions on performing a task, assignments submitted by you in different 
courses for evaluation, are all examples of expository writing.

There are many kinds of expository writing such as:

Cause and Effect

Comparison and Contrast

Classification

Facts and Opinions
  

In this unit we shall learn only one expository 
writing skill, that is:   Cause and Effect  
  

Cause  and  Effect

This technique is used to find how and why things happen or to determine the 
relationship between two or more events, issues or happenings. A cause 
usually discusses the reasons why something happened. An effect discusses 

what happens after a specific event or circumstance. To determine causes, ask, "Why 
did this happen?" To identify effects, ask, "What happened because of this?" The 
following is an example of one cause producing one effect: 

Cause Effect
  

You are out of gas. Your car won't start. 

Section  C:     Expository Writing

Cause  and  Effect

Cause Effect

cause
effect

causes
effects
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Cue Words that can be used for cause and effect writing technique: 

reasons why;  if...then;  as a result;  therefore;  because,  since………

Example of Cause and Effect Writing 

I am fed up with this weather. It is always raining therefore this city is known as a wet 
city. I am planning to take a few days off this summer since I want to visit Kaghan and 
Hunza this time. I hope the weather will be comparatively dry and sunny during 
summer unlike last year. I remember I had to cancel my holiday due to heavy rains. I 
prefer sun shine to rains which make you depressed and gloomy.

Traffic Jams

 Match the causes in Column A with the effects in Column B  

Cue Words that can be used for cause and effect writing technique: 

Traffic Jams

Example of Cause and Effect Writing 
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Column B
  

a  is the rapid growth of the 
population

  

b as a result of the traffic jams

c the city's traffic problem is the 
number of rickshaws

d a lot of time is spent traveling to 
work each day

e for traffic problems in Lahore

f the level of traffic jams in Lahore

Column BColumn A

1  One result is that

  
2 There are several reasons for

3 Another factor

  
  4 One factor which has contributed 

to

5 Many drivers suffer from stress

6 Several factors are responsible

Column A

Effect 1

Effect 2

Effect 3

Cause



Take help from the above information and write 
a brief paragraph of around 5-6 lines on the 
causes of traffic problem in your own city.

Fill in the gaps in the following passage with 
the help of the given words:

 Smoking:  Effects

       creates         effects        effects        increases        obvious        results    

Smoking has many serious                    . The most                     effect is the deterioration of a 

smoker's health. Smoking            the risk of lung disease, increases blood pressure, 

increases the risk of heart attacks, and reduces the flow of oxygen to the brain. 

Smoking                      respiratory problems. Smoking frequently                    in social 

isolation because fewer people smoke or want to be in the presence of second-hand 

smoke. The strong, irritating smell of smoke sticks to smokers' clothing, hair, and skin. 

Smoking is now an expensive habit, and the price of cigarettes continues to rise. The

                          of smoking are many, which leave one thinking why intelligent people do 

not find a way to overcome this harmful addiction.

Smoking:  Effects
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Read the above paragraph and make a list of some of the effects of smoking on health, money 
and relations. You can use the Cause and Effect Chart given below.

      

Go through the following paragraph and answer the question given at 
the end.

There are several possible reasons why my 
father is in excellent health, even though he is 
over eighty years of age. For one thing, he is in 
excellent condition he has stopped smoking 
cigarettes. He quit smoking cigarettes because 
whenever he climbed stairs he would stop 
several times and cough loudly. His good 
health is also due to his avoiding the wrong 
kinds of food. For example, whereas before he 
would eat meat such as beef and mutton and 
deep-fried dishes several times a week, 
nowadays he seldom does so. He takes white 
meat including fish and chicken. Now he has more energy.  He is also in good physical 
shape owing to his devotion to exercise. He swims three times a week at the local gym, 
and on sunny days he prefers to walk home rather than take the bus. My father is in 
better shape than some of his children are! 

Q Briefly mention why the father of the writer is in good health though he is in 
his 80's.

Now making use of the above information can you give some general 
tips for good health to one of your friends who smokes a lot. Warn 
her/him of the consequences if she/he does not stop smoking very soon.

We hope after doing the activities on cause and effect you must have understood and 
can use this expository writing skill confidently whenever and wherever you are 
required to do so. We will discuss the rest of the expository writing techniques in some 
other course.

Q
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Section   A:     Stating Intentions and Making Plans  

We often make plans and talk about 
our plans/intentions regarding our 
education, holidays, job, routine 
activities, meetings, etc. As we have 
learnt in the previous units there are 
several  ways of  expressing a 
particular function. Intentions/ 
plans can also be stated in many 
different ways. In this unit we shall 
consider some expressions used for 
stating intentions or making plans.

Here is a dialogue between a class teacher and some students. The teacher is asking 
questions from Matric students, who are about to leave school shortly, about their 
future plans. Now switch on your cassette player and listen to the dialogue.

Teacher: You're leaving school very shortly Khalid. What're your plans about the 
future? Do you have any idea?

Khalid: Well, it depends on the marks I secure in Matric. If I get good marks I'd opt 
for pre-engineering group in FSc. because I want to become an engineer, if 
not, I am thinking of joining Army.

Teacher: Now, let's have a word with Nisma. Well, Nisma have you made up your 
mind about what you're going to do after Matric?

Nisma: I haven't decided yet  but I think I am going to become a teacher.
Teacher: Any special reason? Why are you interested in teaching?
Nisma: No special reason, except that most of the women in my family are very 

good teachers.
Teacher: Have you got any other plans as well?
Nisma: Yes, I am interested in writing as well so I may become a writer.
Teacher: What about you? Sara.
Sara: My plans are very clear. I intend to become a good house wife.
Teacher: Oh really! Saeed, how about you?

Recorded text  4

Section   A:     Stating Intentions and Making Plans  

Recorded text  4

Teacher:

Khalid:

Teacher:

Nisma:
Teacher:
Nisma:

Teacher:
Nisma:
Teacher:
Sara:
Teacher:
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Saeed: Ma'am my parents want me to become a scientist but I'm not very keen on it. 
I'd rather work as a journalist.

Teacher: That's nice. I wish good luck to all of you.

Listen to the dialogue once again and try to note as many expressions as 
you can for expressing intentions. Then compare your list with our list given 

below. The following expressions were used by the students while stating their future 
plans.
  

1 I'd opt _________________________

2 I'm thinking of ___________________   

3 I'm going to _____________________

4 I haven’t decided yet ______________

5 I may/I might ___________________

6 I intend to ______________________

7 I'd rather _______________________

8 I'm interested in __________________

In addition to these, the following expressions are also commonly used to 
state intentions.

  

I'll see if I can ___________________

I will or I'll _____________________

I'm planning to __________________ 

I plan to _______________________

I'll make an effort to  ______________

I want to ______________________

It's my intention to _______________

Listen to the dialogue once again and mark the following statements as 
True or False.

1 Khalid is interested in becoming a doctor in future.
2 Nisma intends to join the profession of teaching.

Saeed:

Teacher:
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3 Most of the people in Sara's family are teachers.
4 Nisma may become a writer.
5 Khalid does not want to join Army.
6 Saeed's parents want him to be an engineer.

Now that you have heard and read some of the common expressions for 
making plans and stating intentions, use the following hints from your 
diary and write complete sentences expressing your plans for the day. Use 

a different expression each time.

1 go shopping/Sunday market

2 do some cooking for the lunch

3 attend the dinner

4 prepare notes

5 clean the house

6 wash clothes

You can follow the example:

Example:
  

I intend to go shopping to the Sunday market.

  

  Think about your plans regarding each of the following:
      

Example:

Q       What are you going to do this evening?
A    I am going to attend a dinner this 

evening.

1 for the rest of the day

2 for your holiday

3 after the end of the semester

4 for your career

5 for the future

Example:

Example:
      

Q
A 
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You are talking to your friend who is asking you about your plans for the 
Summer vacation. What would you say? Use the relevant expressions and 
write 5 sentences expressing your plans.

Example:

Q: What are your plans for this Summer?
  

A:     1     Well, I'd work with a newspaper.

2      I'm planning to join an academy.

3      I intend to visit my khala  in Karachi.

4      I'm going to work for the poor.

5      I'd like to join 'friends club'.     

Two friends Anwar and Wahab are discussing how they want to plan their 
career and what their parents want them to do. Fill in the blanks to 

complete the dialogue. 

Anwar: What do you _____________________________?

Wahab: I want __________________________________

Anwar: And what do your parents ____________________?

Wahab: They're ________.  They do not want me to ________

Anwar: I also intend to _______.  My parents are very liberal.

Here is a passage from Saleem’s diary. Read the passage and find out the 
expressions used by him for making plans.

Examples:

I’d rather not...........
  

I have decided.........

Example:

Examples:

T  D :
o o

E T HE LTHIER

A
AO E EI T

L S  W GHE e c se I !

x r i DA LY
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Page from Saleem’s diary

There's a holiday next week and I can't decide what to do. I have a lot of work to do 
at home, and this would be a good chance to do it. But I'd rather not spend the 
holiday that way. I can work at home all the rest of the year.
  

Last year I went north to the mountains. Everything was beautiful, but it is too cold 
this time of year and it's really too far to go for a short holiday. I have decided that 
this is not a good time to go to the mountains. But I do want to go to some place.
  

Perhaps this would be a good chance to go to the sea. I like to go for walks along the 
seashore in the warm sunshine and watch the water. It's only about eighty miles and 
I could get there in about two hours. After thinking it over, I'm sure that this is a 
better time for the seashore than the mountains. I guess I'll plan to go to the sea next 
week.
  

Oh, here's a letter from Khalid. He says 
he is going to his house in the mountains 
for the holiday, and he wants me to go 
with him. After giving it some more 
thought, I guess it wasn't really too cold 
last year, and perhaps it might rain at 
the seashore and then I wouldn't enjoy 
it at all. The mountains are only 300 
miles away. I think I'll write Khalid 
right now and tell him I'll go with him.

  

Read the ideas given in the page from Saleem’s diary once again and 
write similar plans as to how you would spend your Summer vacation next 
year.
  

Raza has a very busy week in front of him. A colleague of his is trying to 
make arrangements for an official meeting on an urgent issue, during the 
week. He is asking Raza for his plans. 

Example:

Colleague: Will you be free on Monday 
then?

Raza: I'm afraid not, I'm having lunch 
with Kamal and then I plan to 
take the car to the mechanic.

Page from Saleem’s diary

Example:
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Continue the dialogue between Raza and his colleague to decide about the day for 
the meeting. For asking questions take help from the dialogue (Recorded text 4). 
Follow the above example. Discuss each day. Raza's diary is in front of you.

 June 2011
 

Day Morning Afternoon
 

Monday Have lunch with Kamal  Take the car to the mechanic
 

Tuesday Book some theatre tickets  Go to the dentist
 

Wednesday Make arrangements for Collect the car
Thursday's conference

 

Thursday Fly to Karachi Have a meeting with
                                                                      Mr.  Talish and return

 

Friday Report on the meeting
with Mr.  Talish See off a colleague at the airport

 

Saturday Clean the car Get ready for a party
 

Sunday Clear up after the party See Fahad, a friend of mine
  

Sidra is going on holiday. Here is a list of some of the things she is taking 
with her. Guess what do you think she is going to do on her holiday.

 

German grammar book

some writing paper and a pen

her reading material

her tennis racquet

her camera

a briefcase full of papers from her office
   

 June 2011
 

Day Morning Afternoon
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Example:
  

She is going to learn German.  
  

The following activity will help you practice the correct expressions for making plans 
and stating intentions. A few statements are given along with three options in each 
case. Let us see if you can choose the right option to complete each statement 
correctly. Even if you have a problem, do not worry. Try, try again. The right options 
are given in the key.  

Example:
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1 I                        intend to get                                     a job in PIA next year.
                                     Am intended to get      
                                    am intent of getting
  

2 He   is eager to travel around the world this  summer. 
 eagers to travel
 is eager to travelling

  

3        Mariam  has high hopes of being promoted.
 has high hopes for
 is high hopes to

  

4 He did all     in the hope of getting a chance to marry her.    
those crazy  in the aim of getting         
things  for the hope to get

  

5 She has each intention for buying that house.
 any intention to buy
every intention of buying

  

6 They  haven’t any intention to coming back to their native 
 have not intention for country.
 have no intention of

  

7 Saud  keens to play in a famous band.
 has keen to
 is keen to

  

8 I  ’m tempting of travelling across Pakistan before I’m 
 ’m tempted to travel thirty.
 tempt in travelling

  

9 His/Her  dream is to become a pilot.
life-long  is to become

 dreaming is to become

  

  

=
= 
= 

=
=
=

=
=
=

=
=
=

=
=
=

=
=
=

=
=
=

=
=
=

=
=
=

I  a job in PIA next year.

He around the world this  summer. 

Mariam being promoted.

He did all a chance to marry her.   
those crazy
things

She has that house.

They coming back to their native 
country.

Saud play in a famous band.

I across Pakistan before I’m 
thirty.

His/Her a pilot.
life long-



Section   B:     Functions within the Text

Every text, whether it is written or spoken, has a function. Sometimes the whole text 
has just one function sometimes many. In Compulsory English 1 as well as this course 
we have learnt a number of important language functions such as introduction, 
greetings, apologizing, expressing agreement, disagreement, likes and dislikes, 
requesting and granting permission, giving reasons, making plans, etc. In this section 
we shall revise some of the functions discussed earlier and will practise a few more. 
Let us see if you can identify some of the functions discussed earlier.

   
Here are a few short sentences. Read the sentences quickly and choose 
the appropriate function for each sentence from the list given in the box. 
Write it in front of the  sentence.

  

Example:

Hello! How are you?                                                  (Greeting)
This is my college friend Salma.                          (Introduction)

1 This container contains fragile items. Handle with care. ___________

2 I am thinking of leaving for England next week. There I am going to stay with 
my cousin for a week and will be back by the end of the month. ___________

3 X: We are going to Kalar Kahar next Monday. I was wondering if you could 
join us._____________

4 Y: I'm sorry I'm expecting some visitors next Monday. __________

5 I think I would not go for yellow colour. I would rather prefer blue.  ______

6 X: I wonder if I could possibly use your phone? ______________
Y: I'm sorry, that's not possible. It's out of order again. ___________

7 I intend to see my teacher tomorrow. _______________

8 First we have to boil water in order to make coffee.   ______________

Functions
stating intentions, preference, refusal, seeking permission, 
instructions, regrets, warning, invitation

Read the following paragraph and find examples of each of the 
functions given at the end of the paragraph.

  
Section   B:     Functions within the Text

  

Example:

X:

Y:

X:
Y:

Functions
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I am fed up of this weather. It is always raining therefore this city is known as a wet 
city. I am planning to take a holiday this summer. I hope the weather will be 
comparatively dry and sunny during summer unlike last year. I remember I had to 
cancel my holiday due to heavy rains. I prefer sun shine to rains which make you 
depressed and gloomy.
  

Functions Example
1 Opinion
2 Description
3 Stating intention
4 Preference
5 Probability
6 Talking about past

The following telephonic conversation is between two friends Saad and 
Farooq.   Listen to the conversation carefully and try to guess the correct 
function in each sentence. You have been studying these functions in 

different units of course 386 and 387.
 

Example:
  

Saad: Hi Tahir I am so glad. You've done a 
wonderful job by setting a new 
record in swimming.
(expressing appreciation)

Farooq: Thank you very much
(responding/saying thanks)        

Saad: Why don't you come to my place 
tomorrow, we can talk more about it.

Farooq:  I am not sure whether I am free tomorrow.  How about Sunday? 

Saad: That's fine for me. Let it be Sunday.
Farooq: Shall I bring cards with me?
Saad: I prefer to listen to music. I have some good music I hope you would enjoy.
Farooq: I assume you have moved to another place. Could you give me some idea 

about your new house?

Recorded text  5

Functions Example

Example:

Recorded text  5

Saad:

Farooq:

Saad:

Farooq:
Saad:
Farooq:
Saad:
Farooq:
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Saad: It's very close to my old house.  Just take a left turn down the street and my 
house is on the right hand side.  House number is 30.

Farooq: OK.  How about 4'0 clock in the evening?
Saad: Fine!  Looking forward to seeing you

In our daily life we come across different advertisements on roads, on 
television and in newspapers. These advertisements have different functions 
such as giving information about a product or making announcements 

relating to general issues like buying or selling cars, sales in the town, tutors 
available, admissions, matrimonial etc.

  
Following are some advertisements and images/signs. Have a look at 
these carefully and state their function.

Saad:

Farooq:
Saad:
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By now, we are sure you have a good understanding about language 
functions and their appropriate use in the relevant situation. Let us see if 
you can express the following functions in short sentences. To recap, we 

would advise you to read your 386 textbook.

1 regret ____________________________________

2 warning  __________________________________

3 appreciation _______________________________

4 thanks  ____________________________________

5  condolence_________________________________

6 suggestion  _________________________________

7 permission  _________________________________

8  intention   __________________________________

9  complaining  _______________________________

Section   C:      Making Notes

 
Note-making is a very useful skill. 
When we read or hear something we 
often make notes to keep a record of 
the main points we have read or heard. 

Similarly, while making plans we write down important points in the form of notes, as 
we have learnt in Section A of this unit. Students make notes during their lectures and 
later on during their studies which they find very useful when they are preparing for 
their exams. 

In this unit we shall discuss in detail the art of making good notes.

Making notes from a text:

The first step in making notes is to go through the text quickly to find out the main 
points in the text. Then read the text once again quickly noting down the main points 

Section   C:      Making Notes

Making notes from a text:

39



and their relationship with one another. This is not an easy task. There are certain 
principles which one should keep in mind and make use of while making notes.

Concentrate on the important words: listen for the words, called content 
words (usually nouns; sometimes verbs, adjectives or adverbs) that give the 
important information. 
Delete unimportant words:  such words are called form/structural words and 
do not always have meanings in themselves, such as auxiliary verbs (e.g, be, 
have, do); determiners(e.g, a, the, some); pronouns (I, he, they, there, it, this, that, 
which, whom, etc); and prepositions (at, on, in, etc). 

Example:

Aslam, who was born on January 9, 
1932, is a renowned doctor. His 
wife's name is Saadia. They have 
two children.

  

Notes: Aslam born 1932, doctor, 
married, two children.

Below is the opening paragraph of a text on reading skills. Read it and 
underline the most important words. You should consider whether or not 

Concentrate on the important words:

Delete unimportant words: 

Notes:

Example:
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the whole meaning of the paragraph could be understood just from the words you 
have underlined:
    

When a teacher or lecturer recommends a student to read a book it is usually for a 
particular purpose. The book may contain useful information about the topic being 
studied or it may be very important for the ideas or views that it puts forward, and 
so on. In many cases, the teacher does not suggest that the whole book should be 
read. In fact, he/she may  just refer to a few pages which are relevant to the issue.

  

Example: 

The above paragraph could be written in 
note form like this:
  

Lecturer/teacher recommends book for 
particular purpose. Not whole book, just 
few pages

Taking notes from a lecture.

The purpose of lecture notes 
   

After the lecture, even if you have been listening attentively, you may very quickly 
forget much of what has been said. 
Lecture notes are, therefore, very 
important. The notes you take during a 
lecture provide you with a summary of 
relevant and important points on the 
topic being presented. It is impossible to 
take down every word and detail that is 
presented in the lecture, and if you 
attempt to do this you will be unable to 
listen actively. It is, therefore, essential to 
have good note taking skills. If you 
develop good note-taking skills you 
would find it extremely helpful not only in your studies but in your everyday life 
especially if you have a memory problem and you tend to forget things quickly.

  

Example: 

The purpose of lecture notes

Taking notes from a lecture.
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Now read the following paragraph and write the important information 
in note form:
  

Unfortunately, when many students pick up a book to read they tend to have no 
particular purpose in mind other than simply to 'read the book'. Often they open the 
book and start reading, page by page, line by line, word by word; in other words, 
slowly and in great detail. The result is that students frequently don't have an overall 
view of what they're reading; also, they tend to forget fairly soon what they've been 
reading.

 Notes can be taken in the form of diagrams also 
since diagrams are usually easier to remember. 
Diagrams are especially useful in Maths classes 

or topics which involve numbers, classification, 
categorization etc.  

Similarly high-lighters and coloured pencils can be 
useful in highlighting the main points while reading a text and making rough notes.  

While making notes, some kind of symbols 
and abbreviations such as UNICEF (United 
Nations Children Fund) HBL (Habib Bank 
Ltd.) govt (government) can also be used. 
The important point to remember is to use 
only those abbreviations which you will be 
able to remember when revising your notes, 
sometime later. If you want to list the points, 
there are various listing systems that can 
help you. The table below gives some 
examples. Choose one system and stick to it, 
do not switch from one system to another.                             
  

Listing and numbering
  

st nd rdFirst, second, third  1 , 2 , 3  etc

Arabic numbering  1, 2, 3, 4, 5, etc

Decimal system  1.2, 1.3, 2.1, 2.2, etc. (Not usually combined with other systems. 
Sub-divisions are usually  also  decimalised e.g. 2.1.1, 2.1.2, etc)

Large roman numerals  I,  II,  III,  IV,  V,  VI,  VII,  VIII,  IX,  X, etc

Small roman numerals  (i), (ii), (iii), (iv), (v), (vi), (vii), (viii), (usually in brackets)

Capital letters A, B, C, D, E, etc.

'read the book'

  

Listing and numbering
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Can you guess what these abbreviations mean? Discuss them with a 
partner.

  

(1)  e.g    (2)  govt     (3)  info     (4)  min     (5)  lang     (6)  v
  

 Note taking becomes easier as you become more familiar with the style of individual 
lecturers.

    A summary of what  we have discussed so far.

Reduce the language by shortening sentences i.e. use words and phrases, not 
complete sentences.

Omit completely certain sentences which are not essential to the main ideas.

Concentrate on the important sentences, i.e. those sentences which give most 
information, on the important words and phrases that highlight main points, 
usually nouns, sometimes verbs or adjectives.

Write in short phrases.

Use common symbols or signs and abbreviations.

Use different methods of recording information and making notes
   

Here are some methods of making notes:

while listening

while reading

from memory

from recording

photocopying

First read the following text 
and make notes. When you 
have finished the notes, try to 

answer the questions given at the end 
using your notes. Do not look at the 
questions until you have finished your 
notes.

    A summary of what  we have discussed so far.

Here are some methods of making notes:
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  Fortune-teller
  

Do you believe in fortune-teller? I do. I went to see one last summer. She was a little 
old lady in a room by the sea. I paid the money and sat down, and she looked deep 
into her large crystal ball.
  

'You will have a long life,'  'and a 
happy one’. Soon you will start a 
b u s i n e s s ,  a n d  i t  w i l l  b e  v e r y  
successful.'
  

‘Business?' I said. 'But I haven't got any 
money.'
  

‘Ah, but you will have,' she replied. 
'You will meet a very rich girl, and in a 
year you will marry her. Then you'll have several children. But... but what's this?' 
She stopped.

‘What's the matter?' .... I asked. 'What can you see?’
  

'Darkness,' she said. She was looking frightened now. 'You will do a terrible thing. 
You will murder someone! Murder!' She stood up. The crystal ball hit her while she 
was running to the door.

I had to do it. I want that business. She 
won't tell anyone now. Nor will I. And 
no one else knows.

But you'll agree, I think, that she was 
a good fortune-teller. She said 'You 
will  murder' ,  and now I have 
murdered. And tomorrow afternoon 
I'm going to marry a very lovely, and 
very very rich, girl.

  

  1 When did the writer go to see the fortune-teller?
2 How did the fortune-teller tell the future? ........................................................................

  Fortune-teller
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3 What were her predictions about the writer's:
a life? ..........................................................................................................................................................
b business?.............................................................................................................................................
c marriage?..........................................................................................................................................
d house? ...................................................................................................................................................
e children?............................................................................................................................................

4 What happened while she was running to the door? ............................................
5 Why did the writer kill her?...............................................................................................................
6 What's the writer going to do tomorrow? ..............................................................................
7 Will the police catch him?...................................................................................................................
8 Why/Why not? ............................................................................................................................................

  

Read the following text on Pocket Calculators and make notes 
carefully.

Buying a Pocket Calculator

In recent years, pocket calculators have become almost as common as wrist 
watches. There is now a tremendous choice of calculators at a great variety of 
prices.
  

The following points should be borne in mind when buying a calculator. Firstly, 
there are a number of things the calculator can do. The most basic type of 
calculators have simply the four arithmetical functions (addition, subtraction, 
multiplication and division), with perhaps a few other functions like percentage 
and square root. Next, there are calculators with a 'memory' which allows you to 
store information, do more calculations and recall the information 
when you need it. 
  
There are also special purpose calculators for, say, scientific, 
mathematical, statistical or other uses, with the appropriate 
functions.  Some more expensive calculators are 
programmable, i.e, there is a choice of complex calculating 
routines which will be done automatically. Lastly, some 
calculators can print out the calculation, so that you can 
check the calculations as they are being done, and also have 
permanent record of them.
  
The second important question is how easy the calculator is to use. The display of 
figures should be clear so that the figures are easily distinguished  also, watch out 
for the decimal point! In some calculators it is not very easy to see.

  
Buying a Pocket Calculator
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Using your notes, explain different kinds of pocket calculators. Then 
expand your notes and compare your information with the original text.   

Recap
The purpose of making notes is, therefore, to have a quick look at the main idea of 
a text and how the ideas are related. This is done by selecting the most important 
points from the text and writing them down in minimum words possible.

Recap
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Section  A:    Giving Instructions to do Things

In our daily life we often instruct tell or ask people to do things. Similarly, other 
people give instructions to us. At times we have to fill in certain forms for which we 
have to follow the instructions given on those forms. When we buy some new machine 
or gadget we read the instructions carefully in order to operate it properly. Similarly, 
when we are attempting a paper in an examination we have to read the instructions 
very carefully so that we do not lose marks by not attempting the questions properly. 
In short, whatever we do, we follow certain instructions and then do things  step by 
step.

Now you are going to listen to a dialogue between Ahmed and Naveed. In the 
dialogue Ahmed is instructing Naveed how to change a car tyre.
  

Ahmed: Hello! Naveed what're you doing?
Naveed: Hello! I need to change the tyre of my car but I don't know how to do it. 

Could you please help me? Changing a flat tyre is not a very pleasant 
experience.

  Ahmed: Sure: Why not.
Naveed: Thanks.
Ahmed: Do you have a car jack to lift the car, and a wheel brace?
Naveed: Yes, all these tools are in my car's kit.

Ahmed: First, make sure the handbrake is on and that the car is in gear.
Naveed: Yes it's on. I've checked it.
Ahmed: Put the jack in position and lift the car a little.
Naveed: Wait a minute. Let me first do it. Yes, what next?

  

Recorded text  6

Section  A:    Giving Instructions to do Things

  

Recorded text  6

Ahmed:
Naveed:

Ahmed:
Naveed:
Ahmed:
Naveed:

Ahmed:
Naveed:
Ahmed:
Naveed:
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Ahmed: Now loosen the four wheel nuts. 
You can use the wheel brace. 

Naveed: Right, what shall I do next?
Ahmed: Well, you have to lift up the car 

until the wheel is off the ground. 
Naveed: Let me try.
Ahmed: Now, place the spare tyre in it's 

right position. You'll have to hold 
up the tyre and try to line up the 
holes in the wheel. The final step 
now is to tighten down the screws 
completely. That's it. Now let us bring the car to the actual position. Help 
me remove the jack and put the flat tyre back in the space where the spare 
tyre was and put the jack back in the car.

  Naveed: Thank you Ahmed, you have solved a great problem.
Ahmed: You're welcome.

Here are a few pictures showing the process of changing a car wheel. 
These pictures are not in order. Listen to the dialogue once again carefully 
and try to arrange the pictures in order.

Ahmed:

Naveed:
Ahmed:

Naveed:
Ahmed:

Naveed:
Ahmed:
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When giving instructions, we often use the following expressions:

First of all you................ 

The first thing you have to do is................

After you've done that you................

The next thing you do is................

Don't forget to................

Make sure you remember to................

Be careful not to................

You must have made omelette several times at your home. Following is a 
set of pictures showing the process of making an omelette. Write one 
instruction against each picture telling what to do. 

Making an omeletteMaking an omelette

53

11 22

33 44



Using the instructions given against each picture in A2 write a brief 
paragraph describing the process of making an omelette. Use some of the 
expressions given above, for example:

 First of all cut some onions and tomatoes………………

Mrs Khan is going on an outing for a few days. She wants you to take care of her 
home. She leaves a set of instructions for you so that you can take  care of her 

home in her absence and take care of routine matters. Following are a few instructions 
which she has written for you:

Water the plants on alternate days.

Feed the cats twice a day. Cat food is in the kitchen cupboard.

Look after the dog properly.

Wash the kitchen thoroughly every night after use.

Do not allow any unknown person in the home.

Keep the doors locked when you are away even for a short while.

Wash the terrace on alternate days.

    
You are going to Lahore for  one month to attend a workshop. In your 
absence you would like your friend, who is staying in the house, to keep 
your house and particularly the kitchen neat and clean after use. Write at 

least ten instructions to her/him regarding the cleanliness of the kitchen. This time 
you have to write the instructions in a note form or a brief paragraph. Do not write 
each instruction separately.

Check list

A2

Check list
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Example:

Keep the utensils in place and clean the floor with brush everyday so that 
there are no cockroaches or flies in the kitchen. You know I am allergic to all 
kinds of insects.

You can take the help of this picture 
if you like.

There are different ways of 
giving instructions.

Example:

Tip – Eat well keep well.
Instruction – You have got to eat well in order to keep well.

Now rewrite these tips in the form of instructions.

1 Eat less butter
2 Eat fewer cakes and biscuits
3 Eat more salads
4 Take more exercise
5 Feel good look good

If you are giving instructions to someone you will probably need to check, from 
time to time, that your listener understands what you want him/her to do. The 

following expressions are commonly used for this purpose.

Are you with me?

Is that clear?

Do you see what I mean?

Do you understand what I'm saying?

Example:

Example:
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Similarly, you may encourage your listener by using expressions such as:
  

That's right. Now you got it.

Got that? Very good.

Good!  Now you are clear.

Fine! Now you understand.

A friend of yours who has 
r e c e n t l y  g o t  m a r r i e d  i s  
planning to go to Gilgit for her 

honeymoon. Write a letter to 
her giving some useful instructions as to 
how she could make the journey safe and 
comfortable and what to do. Use the  
expressions that we have given you above.
                                   

While going through this section 
and doing the activities you 
m i g h t  h a v e  n o t i c e d  t h a t  

whenever an instruction is given, the 
verb comes at the beginning of the 
sentence. Such a sentence is called an 
imperative sentence. 
                                        

Let us help you start the letter:

  

Let us help you start the letter:
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Hi Sana

If you have plans to go to Gilgit then you could start your journey 
from Islamabad or Peshawar because there are flights to Gilgit 
from Islamabad and Peshawar airports. Gilgit-Baltistan is 
absolutely safe. Avoid the tribal areas of Pakistan. While in Gilgit, 
be sure not to be in isolated areas, take nice photographs and 
enjoy yourself. Also, have close connection with your guide and 
ask for more information on how to keep safe in this area. 
Depart early morning from Gilgit. …........................…….

 Hi Sana
  



Imperative sentence can be used:
  

To give direct orders

- Take that chewing gum out of your mouth. 
- Stand up straight. 
- Switch off your mobiles.

To give instructions

- Open your book. 
- Take two tablets every evening. 
- Keep the classroom clean.

On signs and notices

- Push/Pull
- Do not use ink
- Open inside

  

To give friendly informal advice

- Speak to him. Tell him how you feel. 
- Don't go. Stay at home and take rest. 
- Stay indoor in the evening.

  

To give directions

- Take a right turn
- Go straight along this road
- Stop near the service station.
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Imperative sentences generally have an exclamation mark instead of a full stop.

Get me some water!

Leave the cat alone!

Go to the market for me!

Bring me some ice!

 
Many people think that imperative sentences have no subject but the subject of 
imperative sentences is always you. In imperative sentences, the person that is giving 
the command or making request is always asking you to do something.
  

(You) get me some water.

(You) leave the cat alone.

(You) go to the market for me.

(You) Bring me some ice.                                

Can you now tell us which of the following are imperative sentences? 

1 He likes swimming. 

2 Go and get some water!

3 The politician addressed the crowd.

4 Close the book! 

5 Be polite!

6 This book is mine.

7  Leave me alone!

8 Where is the cat?

9 Shut the door!

10 Do not lock the main gate!

you
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addadd serveservepourpour preheatpreheatcookcook

mix inmix in addadd  beat beat remove   remove   

Imperatives are also used in recipes for giving instructions. In this activity 
a recipe is given for making fruit cake. Choose the appropriate verb from 
the list and fill in the blanks.

Your oven to 180 degrees C.

750 grams of ripe cherries. 

six eggs with a pinch of baking 
powder.

90 grams of sugar and 100 grams 
of flour mixed with a few drops of 
vanilla essence.

Gradually                                liter of milk.

                                the mixture into a greased dish and then                               the cherries 
on top.

 for 45 minutes and                                  warm.

Imperatives can be used for giving directions as well.  Here is an activity in 
which you have to complete the sentences using suitable verbs from the 
list given. 

Saeed:   Excuse me, can you tell me how to get to Commercial Market?

Akhtar: Yes, certainly.                              Straight along this road until you reach the 

traffic lights. At the traffic lights,                              straight across. At the next 

set of lights,                                left and                            along the double road until 

you come to a roundabout. At the roundabout the first left turn and 

Saeed:

Akhtar: 
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Commercial Market is on the right. If you have any problems,

someone. Everybody knows Commercial Market.

           things of your own choice and enjoy.                    
Saeed:   Thank you very much, bye.

Mix and match the following columns and write complete imperative 
sentences. Follow the example.

  

Example:  
  

Stand behind the line, please.  (1–F)

Stand behind the the sofa.

Tell me all the door.

Shut turn left.

Come in.

Take your feet off about it.

Take one pill line, please.

Go to the traffic lights and three times a day.

  

Saeed: 

  

 

Stand behind the line, please. (1–F)

Example:

  
 

1

2

3

4

5

6

7

A

B

C

D

E

F

G
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Section   B:      Stated and Implied Meanings

A reading text, no matter how simple and short it is, usually have two types of 
messages or meanings: direct and indirect. The direct message/meaning is quite 
clear because it is clearly stated through words. This is known as stated meaning of 
the text. Indirect message, on the other hand, is not obvious or clear and is in between 
the lines. One has to guess or infer the meaning using one's own previous knowledge 
about the issue. This is called indirect or implied meaning of the text. Reading items 
like jokes, riddles, idioms, poetry etc are good examples of stated and implied 
meanings. Any one who reads these can draw a different message or meaning.

Let us consider the following examples to make our point clear.

Example:
  

Today Sania was wearing a light pink sarree and was looking very good. She 
is tall and dark.

Stated meaning is quite clear in these lines i.e, Sania is tall and dark and that she was 
looking very good in  light pink sarree. 

Implied meaning is that:
  

Pink colour suits Sania.

Sarree suits tall ladies.

Usually Sania doesn't look so good.

Light colours suit dark people.
  

Did you notice how many different meanings can be guessed/inferred from a text of 
even two sentences? Let us have one more example.
  

Example:
  

I was ready to go with Shazia but on seeing Faiza with her I dropped my 
programme.

I was ready to go..... (stated)

I am on good terms with Shazia. (implied)

I don't like the company of Faiza. (implied)

Section   B:      Stated and Implied Meanings

Example:
  

Stated meaning

Implied meaning is that:

Example:
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From the above examples you might now understand what do we mean by  stated and 
implied meanings.  Stated is the direct meaning, whereas, implied is the indirect or 
hidden meaning.

Writers usually use this technique when they have to say many things in few lines or 
when they do not want to give a clear point of view and want the readers to guess and 
give a meaning of their own to the text. 

Politicians are known for using this kind of a language because they do not want to be 
clear in whatever they say. They often say one thing and mean another.

Read the following sentences carefully and try to infer/guess the 
implied meanings in these sentences? Two choices are given in each case. 
Choose and tick the one you think is right.

1 Today I reached the office in time.

a Usually I am late.
b Today I came by car.

2 It was strange that Sara was shouting at her colleagues.

a Sara is not on good terms with her colleagues.
b Sara never shouts.

3 Whenever I go to Jinnah Super market, I take chicken corn soup.

a I often go to Jinnah Super.
b I like chicken corn soup.

4 My friend climbed up the mountain, though it was very risky.

a My friend is an adventurer.
b The mountain was not very high.

5 The thief did not forget to remove or wipe out his foot prints.

a The thief had a lot of time.             
b The thief was very cautious.

  
Read the following sentences. There are no choices as in the previous 
activity. Let us see if you can infer/guess the meaning of each of these 

1 Today I reached the office in time.

2 It was strange that Sara was shouting at her colleagues.

3 Whenever I go to Jinnah Super market, I take chicken corn soup.

4 My friend climbed up the mountain, though it was very risky.

5 The thief did not forget to remove or wipe out his foot prints.
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sentences. Explain the meaning very briefly.

 1 In Army, soldiers fight and officers become heroes.
2 We regret that no more names can be accepted until those on the waiting list 

have been published.
3 Don't you think violence  should be avoided in educational institutions?
4 She wished that her father was as easy to please as her mother.
5 Seema has a short height still she looks nice.

Now go through the following passage. This passage is a very good 
example of hidden/implied meanings. If you read the passage two or 
three times you will be able to infer/guess the implied meanings hidden 

in between the lines.

Read the passage carefully.
  

I have not yet met any girl who has all qualities to be a good wife. The qualities 
that I prefer in my life partner include tolerance, patience, caring nature and 
politeness. She should be able to accommodate herself in all kinds of situations 
e.g, if she is required to stay alone in the home in the day time she should not have 
any problem. She should be intelligent and smart enough to handle routine 
affairs and have diverse interests such as reading, listening to music, driving, 
gardening, taking care of the house etc. She should be a good cook and have a 
very good taste. She should be healthy, tall and exceptionally good looking.

  

A list of stated and implied meanings of sentences from the passage is given as under. 
Identify each statement as stated(s) or implied(i) and write in front of the statement. 
Follow the example:
  

Example:

The writer is unmarried. (implied)

1 He wants to marry a girl who has a number of qualities. (           )

2 He has never come across a girl yet whom he believes is perfect. (          )

3 He has the intentions to marry and is in search of a girl of his choice. (           )

4  She will sometimes have to stay alone in the day time. (            )

5 The writer may have to stay out in the day time. (          )

Read the passage carefully.

  

Example:
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6 She should be interested in reading. (          )

7 Writer himself is interested in reading. (           )

8 She should have a love for music and gardening. (            )

9 Writer himself  likes music and enjoys going on long drives. (              )

10 She should show interest in her home and have a good taste. (              )

11 Writer is a man of taste and he wants a nice home. (            )

An understanding of the implied meaning of a sentence helps us in 
enjoying it more. We are sure you will enjoy the passage if you read it 
again with more clarity.

  

The following are five very simple jokes. Sometimes one can't understand the 
laughing point in a joke and naturally  cannot enjoy it. Let us see if you enjoy these 
jokes? (Remember there is always an underlying implied meaning in a joke.)
  

1 Teacher: Can you tell me how fast the light travels?
Student: No, but I know that it gets here too early in the morning.

2 Student: I don't think that I deserved a zero on this paper.
Teacher: Neither do I, but it's the lowest grade I can give.

  

3 Teacher: What three words do students use most?
Student: I don't know.
Teacher: That's correct.

  

4 The little boy had started school. When he returned home the first day, his 
mother asked.
Mother      "Darling, what did you learn today?"
Son                "I learned to write."
Mother       "Oh, what did you write?"
Son                "I don't know. I haven't learned to read yet."

  

5 Boy: My dog is lost.
Girl: Why don't you put an advertisement in the paper?
Boy: Silly, that won't do any good. My dog can't read!

Do you remember that when you were a child and you were asked 
riddles by your parents and friends, you were hardly able to answer any 
of them because the meaning is always hidden in a riddle. Now when 
you have grown up you must be able to guess the following riddles by 

Teacher:
Student:

Student:
Teacher:

Teacher:
Student:
Teacher:

Mother 
Son 
Mother 
Son   

Boy:
Girl:
Boy:
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applying some of your knowledge and previous experience. Try.
  

1 What is it that you can't see but is always before you?
2 What comes down but never goes up?
3 What question can't be answered by yes?
4 What belongs to you but is used by other people?
5 Guess: It is a piece of paper but never seen in a dust bin.

If someone says the following what would you understand about the 
person or the situation he/she is in?
  

Example:

I wish I had not come to the party.
The person is sorry for attending the party.

  

1 I wish I had brought my cassette player.
2 I wish I had not recommended her name for the job.
3 I wish I had said goodbye to all my friends.
4 I wish I had not acted on your advice.
5 I wish I had said no to her invitation.
  

In our daily life, while reading we usually come across useful quotations/sayings of 
famous people. Sometimes their meaning is quite obvious but at times we find 
difficulty in guessing the meaning. If we make an effort, concentrate on the words 
individually and use our previous experience, we can understand the meaning. This 
can benefit us a lot in understanding the language.

In this activity we are giving you a few quotations.  Quotations always 
have implied meanings/messages. Try to infer/guess the message in 
each quotation given below.  If you do not understand any of these 
quotations there is no need to worry.  Go to the key section for help.

  

1 Personality is to man what perfume is to flower.
2 The price of greatness is responsibility.
3 Youth is a blunder, manhood a struggle, old age a regret.
4 Admit your own mistakes openly, and encourage your associates to do 

likewise. Babies learn to walk by falling down. If you beat a baby every time 
he falls, he'll never care much for walking.

5 Babies learn to walk by falling down. If you beat a baby every time he falls, 
he’ll never care much for walking.

6 Before you borrow money from a friend, decide which you need more.
7 Don't ever slam a door, you might want to go back.

 
  

  

Example: 
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Section   C:      Writing Informal Letters 

In nearly every walk of life and at almost every age one is required to write a letter 
whether it is personal or impersonal, informal or formal, friendly or professional.

There are two basic forms of a letter
 

Informal letter/ Personal letter

Formal letter/Business letter/ 
Application

In this unit we shall deal with informal letters in 
detail.
Formal letters will be discussed in the next unit.
 
Informal letters may be written by:
  

Friends to friends

Parents to children

Children to parents

Close relations

       

Section   C:      Writing Informal Letters 

Informal letter/ Personal letter

Formal letter/Business letter/ 
Application



Read the following letter from Salman to his friend Shakeel.

 House No 42,

St No 130,

Islamabad.

3rd Nov, 2010

  Hello Shakeel,

 

It is a long time since I heard from you and I am keen to know 

how you are getting on. The last time you wrote to me was in 

January. You told me that you had some problem with your 

kidney and you intended to undergo a slight operation. I hope 

all went well. Please write to me soon and inform me about your 

health.

  

Life is very quiet here. We are busy preparing for our MBBS final 

year exams.  After the exams, we intend to pay a visit to Lahore. 

We would be happy if you too accompany us.

 There are a number of things to share with you so I do hope 

you'll contact me soon.

  

Pay my regards to your parents and friends,

  

Good bye

Salman
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In the above letter from Salman to Shakeel, which is an informal letter, did 

you notice the way the following essential elements are written.

The address of the sender

The date

The greeting

The opening or beginning remarks

The closing remarks

The language or the tone of the letter

Now let us have another example of the same kind.

  18  Gulberg
    Lahore-3

Hi Anam,
  
Got your letter, so full of gossips. So that is what you have been 
doing in Murree. I thought you will finish your exams and will be back 
home, but then it is always good to learn something new in the "off 
season". How is new activity going on? I am sure it would be 
interesting to collect rare stones and plants. Don't lose them as I 
have a bright idea in mind to make use of them. Now, the good 
news is, we all are coming to see 
you next weekend so get ready 
and be at your best behaviour.

Till then 

Bye

Salam
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While writing a letter whether formal or 
informal, various questions arise in mind. 
  

For example:
  

How should the person be 
addressed?

How to begin?

How to proceed or what to write 
next?

How to say the right thing in the 
right way?

How should it end?

Where should the date be written? etc.

Let us answer some of the above questions and help you write an informal 
letter.

 

An informal letter: 
  

begins with Dear ... or Hi, Hello

refers to reason for writing

uses contractions

uses abbreviations

uses simple, short sentences

uses simple linkers, e.g. then, later

may have paragraphs

ends with Best wishes / Write soon

 

We shall now discuss in detail some of the above rules:
                                       

The Address
  

 

For example:

An informal letter: 

The Address
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In the letter which is written by Salman to his friend Shakeel the address of Shakeel is 
in the top right-hand corner of the letter. Similarly, every informal or personal letter 
should have the sender's address in the right-hand corner of the letter. The address 
should be written preferably in the following way.
 House No 42,

St No 130,
Islamabad.
3rd Nov, 2010

 

The name of the sender is not written above the address, since it comes 
at the end of the letter. Even the name of the country is not mentioned 
in the address if the letter is sent within the country. In the two sample 
letters did you notice each line of the address ends with a comma 
except the last line before the date which ends with a full stop.

 

The Date

There are a few popular ways of writing the date.
These are:

 

Thursday, 14th August, 1947

14th August, 1947

August 14th, 1947

August 14, 1947

Some addresses are given below. These addresses are not written in correct order. 
Could you identify the mistakes and write correct address in each case.

1 25th March 2009

The Date



Shahid Plaza
Lahore.

2 St No 16
House No 5
25.3.2007
Karachi

3 Multan
D-Block
H. No. 15
25th of March 2008

Greetings

In an informal letter we usually greet the 
person as:

  

Dear + first name                       
  

It is the greeting or the salutation which shows the degree of warmth, love, closeness 
and friendship. Following words can be used for this purpose.
        

My dear

Dearest

My dearest, etc.
  

  

To a person who is elder to us or whom we 
do not know we usually write formal 
letters in which we use the following 
greetings.
  

Dear + Mr + family name

Dear Sir

Dear Madam

Dear Mrs...

Greetings

Dear + first name 

My dear

Dearest

My dearest,

Dear + Mr + family name

Dear Sir

Dear Madam

Dear Mrs...
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Endings
  

The most common endings of informal or personal letters are:
  

Yours sincerely, (more formal)

Yours (informal)

Love (very informal)

 
If you are required to write letters to the following people how would you greet and 
end the letters.
  

1 Your Principal
  

2 A very close friend

3 A school friend you have not seen for many years

4 A doctor whom you want to contact to discuss your disease

5 A person who is not known to you, you want to be his /her friend through face 
book

Opening Remarks

 Informal letters usually start with the following remarks:
   

Hope everything is fine there ........

How is life at ........

It is very long since I heard from you ........

Excuse me for not writing earlier to you ........

You will be glad to hear that ........
  

If you are replying to someone's letter you can start with
  

Thanks for the letter

Many thanks for your letter              

Endings

Yours sincerely,

Yours

Love

Opening Remarks
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It was nice of you to remember me

I was pleased to see your letter

Thank you for remembering me

Closing Remarks commonly used for informal letters are:
  

Waiting for your reply

The rest in the next letter

With best wishes                 

All the best

With kind regards

Give my love .........

Give my regards .........

Suppose you are writing an informal letter to your friend inviting 
him/her to come to your home to spend summer vacation how would 

Closing Remarks
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H. No. 4, St. 14
Phase IV
Defense Society
Karachi

Dear  Irum  and  Noman,
     

How are you both doing? Enjoying the marriage bliss? Irum, you looked absolutely 
radiant as a bride, and you Noman, in your usual funny self. How was your 
honeymoon in shangrila? Must be good. Hope to see you both again soon. How about 
taking a trip to Karachi? February, March are lovely here. Let me know.
    

Cheerio,
Faiza  and Waheed



you start the letter?

Your sister wrote a letter to you. You were very busy so you couldn't 
reply. Now you want to write her a letter. What would you write in that letter? First 
you would like to give an excuse for the delay.

  

Read the following letter and write a suitable reply.

  

Choose one of the following:

1Write a letter to a friend you haven't seen or spoken to for a long time. Tell 
him/ her about what you have been doing and ask him/her what 
he/she had been doing.

2 Write a letter to a cousin and invite him/her to your wedding. Give him/her 
some details about your future husband / wife. 

3 Write a letter to a friend you know has been having some problems. Ask him/ 
her how she / he is doing and if she/he needs your help.                                      

It is not difficult to write an informal letter if one remembers a few guide lines which 
should be followed while writing a letter. Let us recap what we have said earlier.
  

The address should be properly written at the proper place.

The language should be properly used depending on the situation and the 
form of the letter.

To sum upTo sum up
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Section   A:     Asking Questions to Get Information

Have you ever thought why we ask questions all 
the time? Well, we ask questions because we want 
answers!  We ask questions to get some 
information. We ask questions because we want 
some kind of clarity about different issues.

  
Listen to the short dialogues where different people are asking questions to get some 
information.

Dialogue 1: Girl: Ami what's cooked for lunch today?
Ami I've cooked daal chawal and aloo ki sabzi today.

Dialogue 2: Raafey: What's the latest score? How many runs has Shahid 
Afridi made?

Zahid: Its 150 not out! Afridi has scored 80 runs.

Dialogue 3: Student: Maam, Where can I buy a good dictionary?
Teacher: Well, go to any good bookstore and you’ll get one.

Dialogue 4: Naveed: Excuse me, when’ll the flight to Gilgit going to take off?
Ubaid: In 40 minutes. Wait for the announcement, please.

Dialogue 5: Woman: Why is the Doctor so late?
Receptionist: He's caught up in traffic, maam. He'll be here in ten 

minutes.

What did you notice in these dialogues? Well, people 
want to know something, they want to have some 
information and therefore they are asking questions to 

get the information they need. In this unit we will give you 
some practice in how to ask questions in English to get 
information.

Recorded text  7

 

Section   A:     Asking Questions to Get Information

Recorded text  7

Dialogue 1: what's

Dialogue 2: What's How many

Dialogue 3: Where
you’ll 

Dialogue 4: when’ll

Dialogue 5: Why
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You must have been in situations where people might have asked you the following 
basic questions:
  

 is your name?

old are you?

 do you live?

do you do?

 is your country  or   do you come from?

Let us take you back to unit 2 of the Compulsory English 1 -386 course. In that unit, 
we have briefly told you about . Do you remember what we have told 
you in that unit? 

Well, to help you, here are the examples of WH questions 
that we use to ask questions. Read the table given below 
carefully to understand different functions of WH 
Questions.

What

How

Where

What 

Which here

WH  Questions
Can you write a few WH  Question words that we have given to you 

in the unit?

 

W

Question
Word

Question
Word

Function or UseFunction or Use

asking for information about something

asking about time

asking about place or position

asking about choice

asking about person or people 

asking about person or people 

asking about ownership

asking for reason

What

When

Where

Which

Who

Whom

Whose

How

Why Why do you say that?

Whose keys are these?

Whom did you see?

Who opened the door?

Which colour do you want?

Where do they live?

When did he leave?

What is your name?

ExampleExample

asking about manner How does this work?
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Listen to the five dialogues (recorded text 7) again and write the questions 
that people asked in column 1, why they asked that question (reason) in 
column 2 and their answers or responses in column 3.  For help you can 

refer to the back page, where we have given you the function, use or reason for asking 
that particular question.

WH Questions are NOT the only questions that we ask if we need some information. 
There are many different ways of asking questions to get information. Let us listen to 
some more dialogues in which different people are asking questions to get different 
kinds of information. Listen to the dialogues carefully and then do the activities that 
follow:

Dialogue 6:

Man 1: Excuse me. Can you tell me the time, please? 

Man 2: Yes, of course. It's seven o'clock.

Man 1: Thank you. I've to rush before the interview starts. 

Dialogue 7:

Woman: Excuse me. Is there a bank near here?
Man: Yes. There's a bank opposite to the United Bakery.

Recorded text 8
 
 

  

 

Recorded text 8
 
 

  

Dialogue 6:

Man 1: Can

Man 2:

Man 1:

Woman: Is
Man:

Dialogue 7:

QuestionQuestion ReasonReason

Asking for information
about something

What’s cooked for
lunch today?

I’ve cooked daal chawal and 
aloo ke sabzi today.

Answers/ResponsesAnswers/Responses
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Woman: How can I get there?
Man: Take the first left turn, go straight on and it's on the left.

Woman: Thank you. Where can I get a taxi to take me there?
Man: Well, there is one parked right here.

Receptionist: Good evening, sir. 
Man: Good evening. I'd like a room for the night.

Receptionist: Would you like a single room, or a double room?
Man: A double room, please. I've my family with me. How much is the  room 

rent?

Receptionist:  Its three thousand rupees for a double room.
Man: That's fine. I'll take it. Do you need some deposit?

Receptionist:  Well, yes, sir....you can pay half the amount now.

Woman:  Would you like a window or an aisle seat?

Man: An aisle seat,  please. 

Woman: Do you have any baggage?

Man: Yes,  just this small hand bag.

Woman:  Here's your boarding pass.  Have a nice flight.

Man: Thank you.

Man 1:     Can I see the menu,  please?

Man 2:     Yes sir.  Here's the menu card.

Man 1:     Thank you.  What's today's special?

Man 2:     Tandoori chicken and garlic naan.

Man 1: That sounds good. I'll have that.

 

Woman: How 
Man:

Woman: Where 
Man:

Receptionist:
Man:

Receptionist: Would you
Man:

Receptionist: 
Man: Do you

Receptionist: 

Woman: Would you

Man:

Woman: Do you 

Man:

Woman:  

Man:

Man 1: Can I 

Man 2: 

Man 1:       What's 

Man 2: 

Man 1:

Dialogue 9: 

Dialogue 10:
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Dialogue11:
 

Woman:   I'm looking for a nice warm shawl.
Man: Are you interested in woollen or pashmina shawls?
  

Woman:  Pashmina shawls, please.
Man: Which colour would you prefer?
  

Woman:   I'd prefer bright colours please.

  
We are sure that you have listened to all the dialogues carefully and must 
have noticed that people asked different kinds of questions to get 
information they needed.  We want you to do the following activity and 
for this activity you have to listen to the above dialogues (6-11) again. 

Follow the example and then write appropriate answers to the questions.
  

Example:

In dialogue 6,  why does the man need to know the time?

Answer:   Because he has to rush for the interview.
  

1 In dialogue 7,  where does the woman want to go?
Answer: _______________________________________.

  

2 How can she get there?
Answer: _______________________________________.

  

3 In dialogue 8,  what kind of a room does the man require?
Answer: _______________________________________.

  

4 How much does he have to pay?
Answer: _______________________________________.

  

5 In dialogue 9,  where do you think he is  standing?
Answer: _______________________________________.

6 What kind of a seat does he prefer?
Answer: _______________________________________.

7 In dialogue 10,  what does the man ask for?
Answer: _______________________________________.

Dialogue11:

Example:

Woman: 
Man: Are you

Woman:
Man: Which 

Woman: 
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8 What does he order?
Answer: _______________________________________.

9 In dialogue11, what is the woman buying?
Answer: _______________________________________.

  
10 Which colour does she prefer?

Answer: _______________________________________.

Read the answers or responses given below. Write an appropriate 
question using the question word given in the bracket.

1 Answer: A glass of apple juice, please. 
Question: ______________________________.

2 Answer: I stayed at home and watched TV last night.
Question: _________________________.

3 Answer: She is reading a book at the moment. 
Question:   _______________________________.

4 Answer: We are going to visit France. 
Question:    ______________________________.

5 Answer: I usually get up at 7 o'clock. 
Question:  ______________________________.

6 Answer: I scolded her because she misbehaved with her teacher. 
Question: _______________________________.

7 Answer: I paid five thousand rupees to the tailor.
Question:  ________________________________.

Mr.  Arshad is not feeling well and goes to a doctor for consultation. Read 
the incomplete dialogue given below, you would notice that 
Mr.  Arshad's responses are given. Read his responses carefully and then 

choose the correct question from the list of questions given in the box that the doctor 
has asked to get these answers or responses. 

(What) 

(Where/What) 

(What)

(Where)

(When) 

(Why) 

(How)

(What) 

(Where/What) 

(What) 

(Where)

 (When)

(Why)

(How) 
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1 Doctor: Sure Mr.  Arshad.  Tell me exactly 

_____________________?

Mr. Arshad: Doctor,  I need your advice. I 
don't feel well these days.

 

2 Doctor: _____________________?

Mr.  Arshad: Well doctor,  I feel tired most 
of the time.

  

3 Doctor: _____________________?

Mr.  Arshad: Yes,  I'm eating properly.

4 Doctor: _____________________?

Mr.  Arshad: Not at all.  I sleep at least 6-7 hours.

  

5 Doctor: __________________________________________?

Mr.  Arshad: No.  I don't do any sort of exercise.

6 Doctor  __________________________________________?

Mr.  Arshad: Yes,  I smoke.

7 Doctor:      __________________________________________?

Mr.  Arshad:  A packet daily.
 

1 Doctor:  

_____________________?

Mr. Arshad: 

2 Doctor: _____________________?

Mr.  Arshad: 

3 Doctor: _____________________

Mr.  Arshad: 

4 Doctor: _____________________?

Mr.  Arshad: 

5 Doctor: __________________________________________?

Mr.  Arshad: 

6 Doctor  __________________________________________?

Mr.  Arshad: 

Doctor: __________________________________________?

Mr.  Arshad:

-
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How can I help you?

What about exercise?

How do you feel?

How many cigarettes do you smoke a day?

Do you have any problem sleeping at night?

Are you eating properly?

Do you smoke?



Suppose you are at different places and need to ask questions to get some 
information. What questions will you ask in the following situations?

1 You are in a college canteen. 

________________________________.

2 You are at a Daewoo bus terminal.

________________________________.

3 You are at a electronics goods shop.

________________________________.

4 You are at a bank cash counter.

________________________________.

5 You are in a property dealer's office.

________________________________.

We can also use one-word questions to ask for more information, for example:

A: Someone came to see you today.
B: Who?

A: Your book is in the bedroom.
B: Where?

A: You should come early.
B: Why?

Question:

Question:

Question:

Question:

Question:
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Section B: Recognizing the Topic Sentence 
and Supporting Details

Whatever we read, whether it is a textbook, a newspaper, a 
letter, a report, a novel or a poem, every text has its own 
theme, a main idea, and topic of its own, a subject matter, a 
message, and a purpose. For example, if you get a letter from 
a friend it can just be a “how are you” letter, or may be it's a 
letter of congratulation or perhaps asking some information, etc. 
Then if you read a microwave oven manual, it will be giving you 
information about how to operate it correctly. So whatever we read, 
every text has a purpose, a main idea, topic or theme of its own. 
  

Do you read a newspaper? Which section of 
a newspaper do you like to read first? Some 
people like to read the sports section of a 
newspaper and some the business page, 
some just the entertainment pages, whereas 
s o m e  l i k e  t o  r e a d  t h e  c l a s s i f i e d  
advertisement page. All these sections of a 
newspaper have their own main ideas or 
topics, themes, and purposes.

  
In this section we will give you some practice in:

· Understanding and recognising the “Main Idea”, “Topic Sentence” and 
“Supporting Details” in a text. Let us first read what a paragraph is.

Section B: Recognizing the Topic Sentence 
and Supporting Details

So whatever we read, 
every text has a purpose, a main idea, topic or theme of its own. 

Understanding and recognising the “Main Idea”, “Topic Sentence” and 
“Supporting Details” in a text. Let us first read what a paragraph is.
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A paragraph is a series of sentences that carries and develops 

one topic or one “Main Idea”. That one topic or main idea of a 

paragraph is stated in one sentence which is called a “Topic 

Sentence”. The topic sentence is followed or supported by other 

related sentences that are called “Supporting Details”. A 

paragraph also has a “Concluding Sentence” which restates 

the main idea or topic sentence but in different words and 

summarises the paragraph.



Let us do a very basic activity that will make you understand what is the 
main idea or topic. Look at the three diagrams on the next page.  You 
would notice small circles around a central circle. Read the words or look 

at the pictures in the surrounding circles and then guess what word should be in the 
centre or what actually is the main idea or topic of each diagram.  The first diagram is 
done for you as an example:

 

 

The “Main Idea” of a paragraph tells the topic of the 
paragraph or what a paragraph or an article is about. "Main" 
means what is important, or the heart of the matter. "Idea" 
means the thought or the topic. The main idea of a paragraph 
therefore is the main point, the central thought or message of 
the passage, paragraph or a text.

 

 

A “Topic Sentence” is usually the first sentence of a paragraph. The 

topic sentence introduces the main idea of a paragraph.
 

 

The rest of the paragraph consists of sentences that 

develop or explains the topic sentence and are called 

“Supporting Details”. Supporting Details give 

additional Information to help readers understand the 

text. Supporting details basically tell us the what, who, 

when, where, why, how of the topic. Supporting details 

make the topic sentence stronger.
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Topic sentence - main ideaTopic sentence - main idea

Supporting sentences
- support main idea

Concluding sentenceConcluding sentence



beigefusia

magenta

turquoise

rust

navy
ivory

sage

charcoal
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almonds
Dry

fruits
walnuts

apricots pistachios
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2

3



We want you to first read the following paragraph. After reading it, see if you 
can answer in ONE WORD as what is this paragraph about? What is the main 
idea or topic of this paragraph? 

We may disagree with others on any 
issue from politics, religion to culture. Tolerance 
teaches us to accept and respect different 
opinions and demonstrate respect and dignity in 
situations which we may not like. 

So, what is your guess? You are right! The paragraph is about “TOLERANCE”. Do 
you know what tolerance is? Well how about reading the paragraph again to find 
out what particular details the writer gives or adds to define and explain “tolerance”. 
You must have also noticed that the first and the last lines in the paragraph are given 
in red colour? Well the first lines introduce the main idea in a “topic sentence” and 
the last red lines summarise or restate the main idea in a “concluding sentence”. The 
rest of the sentences in between are the “supporting details” which support and build 
up the topic sentence. 

Tolerance means to tolerate and show respect 
and understanding for different races, religions, 
genders, opinions, and ideologies of other 
people. 

Tolerance 
therefore, is the ability to accept others, valuing 
the different ways of life and whether we 
disagree, we still need to be tolerant and open-
minded towards people who think and act 
differently.

Topic Sentence

Concluding 
Sentence

Tolerance means to tolerate and show respect and understanding for 
different races, religions, genders, opinions, and ideologies of other people.

Tolerance therefore is the ability to accept others, valuing the different 
ways of life and whether we disagree, we still need to be tolerant and open-
minded towards people.

 
We may disagree with others on any issue from politics, religion to culture. 
Tolerance teaches us to accept and respect different opinions and 
demonstrate respect and dignity in situations which we may not approve. 
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We are sure that now you have an idea as to what is a main idea, topic 
sentence, concluding sentence and supporting details. Here is an activity 

that will help you recognise the main idea, topic sentence and the concluding 
sentence. Read three long paragraphs. Write:

i What is the main idea or topic or theme of each paragraph?
ii Underline the topic sentence and the concluding sentence. 
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Taj Mahal is regarded as one of the eight wonders of the 
world, and is considered as one of the most beautiful 
monuments in the world. Taj Mahal's stunning 
architectural beauty is beyond description, particularly 
at dawn and sunset. Tourists from all over the world visit 
Agra to see Taj Mahal, India's most famous architectural 
wonder. As an architectural masterpiece, nothing could 
be added or substracted from it as it is complete in itself. 
It was built by the Mughal Emperor Shah Jehan in the 
memory of his dear wife and queen Mumtaz Mahal at 
Agra, India. The Taj Mahal is the image, a symbol of the 
Mughal art and one of the most famous buildings in 

the world. The Taj Mahal is the jewel of Muslim art in India and one of the universally 
admired masterpieces of the world's heritage.
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A short and fun ride in a hot-air balloon has become a 
rage among young people these days. A hot air 
balloon is a simple flying machine which can carry a 
small number of people through the air. It consists of 
the balloon itself, known as the envelope, the hot air 
burner and the basket, which carries the people. 
When the pilot wants to go up, he or she lights the 
burner. The burner heats the air inside the envelope 
which blows up like a balloon. When the hot air rises, 
it lifts the balloon up into the air where it is carried by 

the wind. If the pilot wants to come down, he or she simply turns down the burner so the air 
cools again.  A ride on the hot air balloon is a hobby for people who like to be adventurous 
and like to experience some excitement.

Television can be an excellent teacher for everyone from very young children to the oldest 
of viewers. Television has a lot to offer to both young and 
senior viewers; however younger people prefer programmes 
with lot of fun and entertainment, whereas senior people 
prefer watching serious programmes. All viewers can keep 
themselves informed on the latest events around the world 
by watching the news. While there are many great things 
about television, there are also many bad things. Over time, 
television shows have begun to show more and more 
violence. The bad language and sometimes vulgarity on 
some shows make them unsuitable for families. The fact 
however remains that television provides company for any 
age group. 

Paragraph 2Paragraph 2

Paragraph 1Paragraph 1

Paragraph 3Paragraph 3



Read the following longer text about Hazrat Baba Fariduddin Ganj-e-
Shakar. The first sentence or the “topic sentence” of each paragraph has 
been removed.  The topic sentences are listed in the box below the text. 

Match the topic sentences with their correct paragraphs.

i_________________________________________________________

_________________________________________________________.

He was a direct descendant of Hazrat Umar Farooq,  the second Caliph of Islam.  It 
is narrated that a miracle occurred before his birth proving his saint ship.  One 
day,  when his mother still carried him in her womb,  she wanted to pluck some 
plums from her neighbour's tree without his permission,  but the child in her 
womb (Hazrat Baba Farid) created a severe pain in her stomach that forced her to 
drop the idea of plucking. After a few years of Hazrat Baba Farid's birth, his 
mother lovingly expressed: “My dear son, when I was carrying you,  I never ate 
anything which was unlawful.”  Hazrat Baba Farid smiled and said,  “But, my 
dear mother,  you wanted to pluck some plums from our neighbour's tree without 
his permission when I had created a severe pain in your stomach which saved you 
from this unlawful act.”

  

ii_____________________________
_____________________________
_____________________________
____________________________.

Here he stayed in a masjid where he 
learnt the Holy Qur'an by heart and 
studied Hadith, Fiqh, Philosophy and 
Logic under the tutorship of Maulana 
Minhajuddin. During his studies, Hazrat 
Khwaja Qutbuddin Baktiar Kaki of 
Delhi visited Multan where Hazrat 
Baba Farid became his Murid (disciple) 
in the Chishtiyya Silsila. 

iii_________________________________________________________
_________________________________________________________.

He travelled to Ghazni, Baghdad, Jerusalem, Afghanistan, Syria, Iran, Mecca 
and Medina meeting many great saints and sufis. After the death of Hazrat 
Khwaja Qutbuddin, the responsibility of spiritual leadership in the 

Match the topic sentences with their correct paragraphs.
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Chishtiyya Silsila fell on the shoulders of Hazrat Baba Farid.  Because of 
political unrest in Delhi, Baba Farid shifted the centre of the Chishtiyya 
mission from Delhi to Ajodhan now known as "Pak Pattan". The Khanqah of 
Baba Farid at Pak Pattan became a university of moral and spiritual training. 
Thousands of people, scholars, dervishes and sufis gained spiritual satisfaction 
from Baba Farid's teachings. 

iv  ________________________________________________________
________________________________________________________.

  

One such incident is about a trader who was taking a caravan of camels loaded 
with sugar from Multan to Delhi. When he was passing through Ajodhan, 
Hazrat Baba Fariduddin asked as what he was carrying on his camels. The 
trader lied and replied, "It is salt."  When the trader reached Delhi, he was 
shocked to find that all his bags of sugar had turned to salt. He immediately 
returned to Ajodhan and apologised to Hazrat Baba Farid. Hazrat Baba Farid 
said: "If it is sugar then it shall be sugar." The trader returned to Delhi and was 
pleased to find that the salt had turned back to sugar by the grace of Almighty 
Allah. This is how Hazrat Baba Sahib received the title of "Ganj-e- Shakar." 
Many miracles are attributed to him during his lifetime and after his passing 
away.

v  ________________________________________________________
________________________________________________________.

  

At the mention of the Holy Prophet's character he would often weep out of his 
love and devotion. Hazrat Baba Farid avoided kings, government officials and 
the rich. He also warned his Khalifas, devotees and Murids to avoid their 
company. He was a living picture of humility. Whatever he received was spent 
in the name of Allah and the Prophet Muhammad. 

vi  ________________________________________________________
________________________________________________________.

  

It is said that soon after he breathed his last a "Nida" or divine voice declared:
"Dost ba Dost Pewast" — Friend has merged into the unity of "Friend" (Allah). 
Hazrat Baba Farid was indeed one of the most brilliant stars of the Chishtiyya 
Silsila and is held in high esteem by one and all.

 

 "Nida"
"Dost ba Dost Pewast" "Friend" (Allah).

Chishtiyya 
Silsila
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Choose the Appropriate Topic Sentences:

i  There are many miracles credited to Hazrat Baba Farid Gunj Shakar.

ii   After he had completed his early religious education at the age of 7, he was  
sent to Multan for further education. 

iii  On the 5th of Muharram, during the Isha prayers while in the act of Sajdah, 
he uttered "Ya Hayo Ya Qayum" —  two names of God and with these 
words on his lips his soul left this world.

iv  Hazrat Baba Fariduddin Ganj-e-Shakar was born on the 29th Sha'ban  in 
569 A.H.

     [April 4, 1179 C. E.] in Khotwal, a village near Lahore. 

v  He was a firm devotee of Prophet Muhammad and dedicated his entire life 
to the adoration of the beloved Prophet's glory.

vi  As instructed by his Pir-o-Murshid, he undertook a tour of Islamic countries, 
for about 18 years from 593 A.H. to 611 A.H. [1196 C.E. to 1214 C.E.] 

This activity will give you freedom to write your own topic sentences. 
Remember what we have told you earlier that a topic sentence introduces 

the main idea of a paragraph. Read the following paragraphs carefully 
and then write good topic sentences to begin each of the following paragraphs. Let us 
give you a hint! Read the concluding sentence to give you an idea about what 
appropriate topic sentence you may write

We are so busy in our own lives that we tend 
to forget about the older people around us 
who may need some extra love and 
attention. Even if you don't have an older 
person in your family, showing kindness to 
the ones you come across can make a great 
difference to you and to them than you 
realise. Whether it be a relative, a 
neighbour, or just someone out in public, it is 
easy to find ways to help and show respect 
and kindness towards older people. Elderly 

  

1 Topic  Sentence:__________________________________. 

 

.
  

 

Choose the Appropriate Topic Sentences:

"Ya Hayo Ya Qayum" 

1 Topic  Sentence:__________________________________. 
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people are not always open with their needs and often do not want to bother other 
people.  Do not wait for them to ask for help, offer and insist!  What can we do to make 
the older persons in our lives feel special and loved? It's the little things that count. 
Helping someone with their bags if you see them struggling, giving up your seat on 
the bus, opening a door for them, offering a place to sit, smiling as you walk by and 
saying 'Assalam o Alaikum’ hearing their stories with patience when they talk about 
what their lives were like, what they did as young people, etc.  All these little acts of 
consideration and respect will make an elderly person happy and will give you a 
sense of satisfaction. 

Education plays a major role in a person's life. If you are well educated, 
everybody will respect you. If you are not educated, you will get nowhere in life. 
Education makes a person a better citizen and an important player in the 
country's socio-economic development. It is very important to have education if 
one wants to be successful in life. As an individual, the benefits of education are 
many for example, an improved 
quality of life, better economic 
conditions, satisfying employment, 
and respect in a society. People 
who are not educated have less 
opportunity to do what they want 
to do in life and will always be far 
behind as compared to those who 
are educated. Our country needs 
educated people in order to help 
the country grow, socially and 
economically and this will only be 
possible if we give importance to 
education and try hard at getting 
education.

We hope that after doing the above activities, we have helped you learn, 
understand and recognise  the topic sentence in a text. To repeat what we have 
said earlier, in the beginning of this section:

A Topic Sentence introduces the main idea of a paragraph. A topic sentence 
usually comes in the beginning of a paragraph.

Now let us move on and do some more activities that will help you learn and 
understand “Supporting Details”. 

2 Topic Sentence:_________________________________________. 2 Topic Sentence:_________________________________________. 

A Topic Sentence introduces the main idea of a paragraph.

“Supporting Details”

Education is the
key to breaking

the cycle of
poverty.

96



Supporting Details
  

As we have said earlier in the beginning of this section that:
  

A paragraph consists of sentences that develop or explains the topic sentence 
and are called “Supporting Details”. 
Supporting details are the additional information the writer provides so that 
the readers can understand the main idea of the text clearly.
The role or function of the supporting details is to support the main idea or the 
topic sentence of the text.
Supporting details basically tells us the what, who, when, where, why, how of 
the topic. 

In general, a paragraph has a main idea which is stated or given in a topic sentence 
and the other sentences in a paragraph are called supporting details or supporting 
sentences.
 
Think of a paragraph as a house - the main idea is the roof, the supporting details are 
the walls that support the roof.

Supporting Details

a paragraph has a main idea which is stated or given in a topic sentence 
and the other sentences in a paragraph are called supporting details or supporting 
sentences.

97

Main Idea

Supporting
Details



Read a longer text. After the text, read carefully how we have written separately the 
topic sentence, the seven supporting details and the final or concluding sentence.

The term “Folk music” means “national 
music”, “local music” or “traditional 
music”. Folk music basically represents 
the different languages, cultures, and 
traditions of any country.

Pakistan therefore has a rich history, 
diverse cultures, languages and traditions 
and the folk music is just one aspect of its 
rich past, present and future. 

 Pakistani folk 
music is very popular all over the world 
and is sung in many languages such as 
Punjabi Sindhi, Balouchi, Seriaki, 
Pushto, etc. It remains a popular kind of 
music loved and greatly admired 
among all age groups. The young love 
to listen to, sing and dance on Arif 

Lohar's, Tufail Niazi's and Shoukat 
Ali's Punjabi folk tunes. The ever 
popular Abida Perveen, Allan Faqeer, 
Shazia Khushk, Zarina Baloch's Sindhi 
folk songs take listeners to another 
world. Akhtar Chanal's vibrant folk 
songs represent the rich Balochi 
language and culture.  Reshma, the 
ultimate folk artist and Atta Ulla Isa 
khelvi the ever popular seraiki folk 
singer, both enjoy a huge following. 

Zarsanga and Mashook Sultan - The 
queens of Pushto folk music though old 
now and do not sing any more still have 
many fans. Pakistan's Northern Areas 
local folk music, the Shinha folk traditions 
have managed to stay alive and vibrant. 
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Topic Sentence: Pakistani folk music is very popular all over the world and is sung in 
many languages such as Pushto, Sindhi, Balouchi, Seriaki, Punjabi, etc.

 

Supporting detail 1: It remains a popular kind of music loved and greatly admired 
among all age groups. 

  

Supporting detail 2: The young love to listen to, sing and dance on Arif Lohar's, 
Tufail Niazi's and Shaoukat Ali's Punjabi folk tunes. 

  

Supporting detail  3: The ever popular Abida Perveen, Allan Faqeer, Shazia 
Khushk, Zarina Baloch's Sindhi folk songs take listeners to 
another world. 

  

Supporting detail  4: Akhtar Chanal's vibrant folk songs represent the rich Balochi 
language and culture.  

  

Supporting detail  5: Reshma, the ultimate folk artist and Atta Ulla Isa khelvi the 
ever popular seraiki folk singer, both enjoy a huge following. 

Supporting  detail  6: Zarsanga and Mashook Sultan — The queens of Pushto folk 
music though old now and do not sing any more still has many 
fans. 

  

Supporting detail  7: Pakistan's Northern Area’s local folk music, the Shinha folk 
traditions have managed to stay alive and vibrant.

  

Concluding sentence: Pakistan therefore has a rich history, diverse cultures, 
languages and traditions and the folk music is just one   aspect 
of its rich past, present and future.

  

The purpose of giving you the above text to read is to make you understand  how the 
seven supporting details give us additional information to further explain the topic 
sentence and in the process you are able to understand the text better. Similarly the 
concluding sentence summarises and gives a final comment on the Pakistani folk 
music.

Read the following topic sentences. You need to add or write three 
supporting sentences and a concluding sentence so that when you 
compose a paragraph, it should look like a well written paragraph with 

important details. Let us do the first one together, so that you could  know how to do 
the rest.

  

Topic Sentence: 

Supporting detail 1: 

Supporting detail 2: 

Supporting detail  3:

Supporting detail  4: 

Supporting detail  5: 

Supporting  detail  6: 

Supporting detail  7: 

Concluding sentence: 
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1 Topic Sentence: Staying physically fit is important for our health and 
well being.

Supporting detail  1: Being healthy and physically fit demands self 
discipline and hard work, a healthy diet and exercise. 

Supporting detail  2: One can be physically fit by increasing the amount of 
exercise as regular exercise helps manage a proper 
body weight, prevent the risk of developing serious 
diseases, improve the strength of our heart, improve 
our body's resistance towards many sicknesses, make 
us feel more relaxed by lowering our stress and 
anxiety levels, and lastly can also improve our 
physical appearance.

Supporting detail  3: Staying physically fit is not just practicing daily 
exercise for an hour, its more about adding more 
physical activity in our daily routine, like taking 
stairs instead of using a lift or elevator, preferring  to 
walk to the store rather than using any vehicle, doing 
housework such as dusting, cleaning and washing by 
yourself.

  

Concluding sentence: Physical fitness is always the result of continuous 
training and commitment and people who have a 
clear and simple goal to stay physically fit are the 
ones who give importance to their eating habits and 
their exercise routine in order to stay healthy and 
physically fit.

    

Now let us join all the details and make it a nicely written paragraph. 

Staying physically fit is important for our health and well being.  Being healthy 
and physically fit demands self discipline and hard work,  a healthy diet and 
exercise.  One can be physically fit by increasing the amount of exercise as regular 
exercise helps manage a proper body weight, prevent the risk of developing serious 
diseases,  improve the strength of our heart,  improve our body's resistance towards 
many sicknesses, make us feel more relaxed by lowering our stress and anxiety 
levels,  and lastly can also improve our physical appearance.  Staying physically fit 
is not just practicing daily exercise for an hour, its more about adding more physical 
activity in our daily routine, like taking stairs instead of using a lift or elevator, 
preferring  to walk to the store rather than using any vehicle,  doing housework 
such as dusting,  cleaning and washing by yourself.  Physical fitness is always the 
result of continuous training and commitment and people who have a clear and 
simple goal to stay physically fit are the ones who give importance to their eating 
habits and their exercise routine in order to stay healthy and physically fit.

  

1 Topic Sentence:

Supporting detail  1:

Supporting detail  2:

Supporting detail  3:

Concluding sentence:

Now let us join all the details and make it a nicely written paragraph. 
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1 Topic Sentence:  My best friend is a great person.

Supporting Sentences/Details:

1 ____________________________________________________.

2 ____________________________________________________.

3 ____________________________________________________.

Concluding Sentence: ______________________________________.

2 Topic Sentence:  Reading is my favourite hobby.

 Supporting Sentences/Details:

1 ____________________________________________________.

2 ____________________________________________________.

3 ____________________________________________________.

Concluding Sentence: ______________________________________.

3 Topic Sentence:  I really enjoy school.

Supporting Sentences/Details:

1 ____________________________________________________.

2 ____________________________________________________.

3 ____________________________________________________.

Concluding Sentence: ______________________________________.

Topic Sentence:  My best friend is a great person.

Supporting Sentences/Details:

Concluding Sentence: 

2 Topic Sentence:  Reading is my favourite hobby.

 Supporting Sentences/Details:

Concluding Sentence:

3 Topic Sentence:  I really enjoy school.

Supporting Sentences/Details:

Concluding Sentence:
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Section   C:      Writing  Formal  Letters

We write letters for all sorts of reasons: to tell 
someone something, to complain, to ask for 
information, or to apply for a job.

There are many different types of letters that we 
write. These can be informal letters and formal 
letters. In unit 3, you have learnt about “informal 
letters”. In this unit we will briefly explain 
“Formal letters”.

  
Formal letters

A Formal letter is also called as an “Official letter”. We write formal letters to people 
we DO NOT know. We write formal letters to a business person or organisation,  a 
college principal,  or any other professional person or institution.  

In Pakistan,  we follow the British style of formal letter writing. When writing a 
formal or business letter,  follow  the simple rules that are given below:

Put your address in the top right hand corner of the page.
Put the date underneath the address.

If you don't know the person's name, start the letter with “Dear Sir”/ 
“Madam”, and finish with “Yours faithfully” or “Yours sincerely”.

Always use clear, simple English. 
Finish by saying what you would like to happen next, for example, “I 
hope to hear from you soon”.

Formal letters are written for the following reasons:
  

to apply for jobs
to make an enquiry of a service, to ask for information, etc.
to lodge a complaint.
to recommend someone for a certain job or position.

Section   C:      Writing  Formal  Letters

Formal letters

“Official letter”
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Informal letters

An Informal Letter is a “Non Official Letter”. We would write an informal letter to 
someone we know well. These letters are written to the loved ones like your brother 
and sister, mother and father, wife and husband, close friends, etc. 

  

Put your address in the top right hand corner of the page.
Put the date underneath the address.

Start the letter with “Dear”  followed by the person's name, “Dear Asim”.
Finish the letter with “Yours”, or even “Love”, if you know the person 
really well.

After reading the above explanation, see if you can choose the correct 
choice.

1 Where do you put your address when writing a formal letter? 

       o at the end of the letter

o in the top left-hand corner

       o in the top right-hand corner

2 Where do you put the date when writing a formal letter? 

o at the end of the letter

       o under the address in the top right-hand corner

        o just before your signature at the end of the letter

 

3 If you don't know a person's name, how would you start a letter? 

o Dear Sir/ Madam 

o Dear Mr, Dear Mrs 

o My dearest Sir, My dearest Madam 

4 How would you end a formal letter? 

o With love from

o Yours faithfully

o Yours obediently

Informal letters

1 Where do you put your address when writing a formal letter? 

2 Where do you put the date when writing a formal letter? 

3 If you don't know a person's name, how would you start a letter? 

4 How would you end a formal letter? 
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All letters have a simple basic format. Read the parts of a formal letter:

Letterhead

The letterhead will have Company or Business address, email, Fax & telephone 
details on the top of the page.

Your Address

The Date

Write the date beneath your address on the right of your letter. In the UK style, the 
date is written as “15th May 2008” not “May 15, 2008”, which is American style of 
writing. 

Recipient's name and address

The recipients or receiver's name and address should be written on the left-hand side. 
Be sure to write the receiver's address as exactly as it would appear on the envelope. 
  

 

ALLAMA IQBAL OPEN UNIVERSITY
Department of English Language & Applied Linguistics

H-8, Islamabad. 
Phone : 051-9250068, 051-9250108(Fax)

Email : english@aiou.edu.pk

Write your address on the right side of the paper.  If you are using a letterhead then 
you don't have to write your address.

123 Jinnah Road
Quetta
PAKISTAN
15th May 2011

Mr Bilal Ahmed
Ahmed & Ahmed Enterprises
9, Upper Mall
Lahore
PAKISTAN

Letterhead

Your Address

The Date

Recipient's name and address

ALLAMA IQBAL OPEN UNIVERSITY
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The Greeting or Salutation

After putting the receiver's address, you should leave a line's space then write the 
greeting or salutation on left.

Add a comma, not a colon(:), after the receiver's name.

The Subject

This is optional or not compulsory but if you  want to include a subject for your letter, 
it will be helpful for the receiver. If you include a subject line, this should be directly 
below the “Dear name”, centered on the page, and can be in bold, uppercase or in 
capital letters or both to make it stand out.

The Text of The Formal Letter

The main body of your letter should have:
  

Single space between lines.
A blank line before each new paragraph begins.
Each new paragraph should start at the left hand side.

The Closing and your Name and Signature

After the text, your letter should end with a suitable closing phrase and a comma 
such as:

Yours sincerely,   or
With best regards,

Leave several blank lines after the closing so you can sign the letter. Type your name, 
if you want you can put your job title and company name on the line beneath your 
name, but not necessarily.

Dear Mr Bilal Ahmed, or 
Dear Sir/Madam, as appropriate. 

(Signature)
 Dr. Malik Ajmal Gulzar
Professor,
Department of English,
AIOU
Islamabad.

REQUEST FOR SENDING THE CONSIGNMENT AT THE EARLIEST

   

The Greeting or Salutation

The Subject

The Text of The Formal Letter

The Closing and your Name and Signature

REQUEST FOR SENDING THE CONSIGNMENT AT THE EARLIEST
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Your Phone Number 

Mr. Rashid Ahmad Your Email 

 Ahmed Enterprises Name  Title   

11 Mall Road  Organization 

Karachi City, State, 

Zip Code

2nd February 2012

Dear Mr./Ms. 

First Paragraph: Why You Are Writing. Remember to include 

the name of a mutual contact, if you have one. Be clear and 

concise regarding your request. 

Middle Paragraphs: What You Have to Offer. Convince the 

readers that they should grant the interview or appointment you 

requested in the first paragraph. Make connections between 

your abilities and their needs or your need for information and 

their ability to provide it. Middle Paragraphs: What You Have to 

Offer. Convince the readers that they should grant the 

interview or appointment you requested in the first paragraph. 

Make connections between your abilities and their needs or 

your need for information and their ability to provide it. 

Final Paragraph: How You Will Follow Up. Remember, it is your 

responsibility to follow-up; this relates to your job search. 

State that you will do so and provide the professional courtesy 

of indicating when (one week's time is typical). 

Yours Sincerely, 

Your Signature 

Your Typed Name

The address of the person you are writing to should
be displayed on the left just beneath your address

Your greeting should be displayed on
 the left just beneath the date

This is where you sign off; yours
faithfully or yours sincerely

This is where you sign and
print your name

Your Address: Should be
displayed in the top right corner

The date should
be displayed just
below your address
on the right

This is the main
body of your letter
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We are giving you different parts of a formal letter but they are all 
scattered.  Place each part in its correct position in the blank paper 
given on the next page.

  

REMINDER TO PAY THE OUTSTANDING BILLS 8th  August, 2011

Dr Umar Farooq
Deputy Director

HI NG OH IER SI S E MMD OUC I   TA CON 
HI NG OH IER SI S E MMD OUC I   TA CON 

Higher Education Commission, Pakistan
  Facilitating Institutions of Higher Learning to serve as an Engine of Growth for the Socio-Economic Development of Pakistan

Mr. Amanullah Khattak
Director
Overseas Pakistanis Foundation
OPF Building
Attaturk Avenue
Islamabad

H-9 Islamabad
Website: 
Email: 

Tel No.: 051-9040424
Fax No.: 051-9290431

www.hec.gov.pk
pkhan@hec.gov.pk

H-9 Islamabad
Website: 
Email: 

Tel No.: 051-9040424
Fax No.: 051-9290431

www.hec.gov.pk
pkhan@hec.gov.pk

Blank Formal Letter PageBlank Formal Letter Page

Dear Mr. Khattak,

Yours faithfully,



  

Read a sample formal job application letter and notice that the writer has 
tried to follow all the rules of writing a formal letter.
  

Akmal Tahir
52 Park Street

Multan
Pakistan

Mobile: 0342- 999999
E-mail: ak9999@hotmail.com

  
th

16  January, 2011
  Mr.  Syed Jamal Karim Shah
XYZ Company
87 Dilawar Khan Road
Lahore
PAKISTAN

  
JOB  AS  A  SALES  ASSISTANT                                   

    
Dear Mr.  Syed Jamal K.  Shah,

I am writing to apply for the position of the sales assistant in your store, as 
ndadvertised in the Daily News on January 2 .  As requested,  I am enclosing my 

CV,  certificates and three references.

My previous job includes two years as a sales assistant in a shopping mall in 
Karachi.  This has given me experience of dealing with customers, as well as 
cashier skills. I have good English communication skills. My fluency in English 
may be useful when dealing with foreign customers. I am an enthusiastic worker,  
and enjoy working in a team. 
  

I can be reached anytime via email or on my mobile telephone number given at 
the top of this letter.
  

Thank you for your time and consideration. I look forward to hearing from you. 
  
  

Yours faithfully,
  

Akmal Tahir

formal job application letter

                                  JOB  AS  A  SALES  ASSISTANT 
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We hope the sample job application letter is helpful. You must have noticed that the 
writer has written a formal letter keeping it clear, concise and convincing. He has not 
included unnecessary details and has referred to his CV for more details.
  

Please note the letters CV mean:
  

Curriculum vitae

Resume

Bio data
  

As said earlier,  a formal letter is also known as an official or business letter,  where as 
an informal letter is a friendly letter. With this basic difference,  the writing style also 
differs,  for example,  an informal letter is written in a conversational and friendly 
manner because it is written between friends or to people who are close to you.  A 
formal or business letter is written for business purposes and therefore has formal 
language,  is brief and to the point.

In the next unit we shall discuss job applications in detail.
  

clear, concise and convincing.

Please note the letters CV mean:

Curriculum vitae

Resume

Bio data

an informal letter is written in a conversational and friendly 
manner because it is written between friends or to people who are close to you.  A 
formal or business letter is written for business purposes and therefore has formal 
language,  is brief and to the point.
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Section  A  Function:    Inviting:  Accepting and Declining 
                                                   Invitations

Section  B   Reading:    Speed Reading

Section  C   Writing:    Writing Job Applications
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Section  A:  Inviting: Accepting and Declining Invitations

In everyday life we invite people and people invite us for certain purposes such as 
going for a walk, lunch or dinner, cup of tea or coffee etc. We also invite people or are 
invited on different occasions for example, birthday party, wedding ceremony, new 
year celebrations etc. At times invitation is accepted with thanks or refused by 
offering some excuse. In this unit we shall be looking at some of the ways of inviting, 
accepting and declining an invitation.

This dialogue is between two friends Bilal 
and Rizwan talking on the phone. Bilal is 
arranging a programme for an outing with 
Rizwan. Let's listen to the dialogue.

                                                                                                               

Bilal: Hello Rizwan. It's Bilal here. 

Rizwan: Oh, hello Bilal how’re you?

Bilal: Fine thanks! and you?

Rizwan: I’m fine too.

Bilal: Are you free in the first week of 
August?

Rizwan: I'm afraid I'm not.  Is there something special?

Bilal: I want to go for an outing to Murree.  I was wondering if you could join me.

Rizwan: Why especially Murree!  I’ve been there several times.  Would you like to go 
to Swat?

Bilal: I'd very much like to see Swat but we should have at least one week to visit 
Swat.

Rizwan: Than let's go to Abbottabad.  It’s not that far. We can go and come back in a 
day.

Bilal: That sounds a nice idea. What day would you like to go?

Rizwan: I think coming Wednesday will be O.K. What do you think?

Bilal: I’ve an important meeting on Wednesday. How about Friday?

Rizwan: That's fine with me.

Recorded text  9

Section  A:  Inviting: Accepting and Declining Invitations

Recorded text  9

Bilal:

Rizwan:

Bilal:

Rizwan:

Bilal:

Rizwan:

Bilal:

Rizwan:

Bilal:

Rizwan:

Bilal:

Rizwan:

Bilal:

Rizwan:
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Bilal: I'm sure we'll enjoy the trip.

Rizwan: I hope so.

Bilal: OK than see you.
Rizwan: Bye.

In the dialogue you just listened to, you heard the expressions like:

I was wondering if ..........

Would you like to go to ........

Let's go to .........   
                                                                        
These expressions have been used by Bilal to invite Rizwan for an outing. Besides 
these we can also use many other expressions. Let us first listen to some brief dialogues 
carefully.

Ist Dialogue

Farzana: I wonder if you would like to go to the cinema tonight?
Rehana: I'd love to. What a lovely idea!
Farzana: How about having a dinner afterwards.
Rehana: Sorry, I'm afraid I can't stay out for a long time.

 2nd Dialogue

Farooq: Would you like to join me for a cup 
of tea?

Saadia: Yes, I'd love to. 
Farooq: How about going for a long drive 

later on?
Saadia: No, thanks. I am busy tonight.

Recorded text  10

Bilal:

Rizwan:

Bilal:
Rizwan:

Farzana: 
Rehana:
Farzana:
Rehana:

 

Farooq:

Saadia:
Farooq:

Saadia:

Recorded text  10

Ist Dialogue

2nd Dialogue
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3rd Dialogue

Mother: Would you like to have some salad?
Son: I'd very much like to.

Mother: What sort of salad would you like?
Son: I'd like green salad, please.

4th Dialogue

Neighbour: I should be delighted if you could come and have dinner with me 
tonight.

Rizwan: Thank you very much. That's very kind of you.

 Neighbour: And watch movie later on?
 Rizwan: No thanks. I have an appointment in the evening.

In the dialogues you just listened to, you must have noticed the following 
expressions for inviting.

I wonder if you would like to go ........................

Would you like to join ........................

Would you like to have ........................

I should be delighted if you ........................
     
Using the above expressions write short invitations, inviting your friends 
for the following activities. You should listen to the dialogues once again 
if you need help.

1 an outing

2 playing cricket match

3 new year's party

4 watching a movie

5 long drive

6 shopping
          

3rd Dialogue

4th Dialogue

Mother:
Son:

Mother:
Son:

Neighbour:

Rizwan:

 Neighbour:
 Rizwan:
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When someone invites us we must respond to him/her as a matter of 
courtesy. We  either accept the invitation or decline/refuse.
                                                                                  

Now rewind your cassette and listen to the dialogues once again 
Did you notice expressions like:

Thank you for the offer

I'd very much like to

That sounds a nice idea

That's fine

I'd love to..... what a nice idea!

Yes, please

That's very kind of you.

You must have noticed that all of these expressions have been used for accepting 
an offer or invitation.

    
Now do an activity. Give a phone 
call to your friend to:

1 Ask if he or she is free on Friday 
evening. Invite him/her for an 
outing.

2 Invite him or her to go to the cinema.
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3 Suggest that you go out for a meal after the film.

4 Suggest that you meet outside the cinema at 7.00 pm.

5 Say good-bye.
    
Now can you write responses to the invitations in Activity2 expressing 
your acceptance?  Follow the example.

Example:
  

How about going  out for a long drive?
  

Response: Thank you, that sounds a very nice idea. We would really enjoy.

Your friend has invited you at 
her birthday party. She has sent 
a card to you. Do the following 
tasks.

 

1 Accept the invitation on phone.
2 Ask if she is free to come to a small 

party at your home.
3 Make a similar card with different expressions 

for inviting her to your birthday party.

What would you say in response to the following offers:
Use the above expressions for accepting  the offers.

1 Someone you are not quite familiar with invites you to eat something. You 
think it's alright.

2 Your cousin invites you at a dinner. 
You want to attend the dinner.

3 Someone who is very close to you 
asks you to come to his place and 
spend the whole day with him. You 
are free.

4 You are interested in movies. Your 
sister asks you to accompany her 
and watch a famous movie in the 
cinema.

Example:
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5 One of your colleagues is leaving for England. A farewell party has been 
arranged in his honour by the other colleagues. You are also invited.

Sometimes when we are invited by someone we do not feel like going but we do not 
say 'no'. It sounds very rude. We, therefore, make an excuse to refuse accepting an 
invitation.

In the dialogues you listened to in Recorded Text No. 10 you might have 
noticed expressions like.

I am afraid I .................

Thank you for the offer but .................

I'd very much like to but .................

I am sorry .................

That's very kind of you but .................

Thanks a lot but .................

Read the following invitations and decline the offers using a different 
expression each time.  Give an excuse in each case.

Example:
A: Would you like to join us at dinner tonight?
B: I'd love to but I'm afraid I am expecting a friend at dinner tonight.

A: I am going for a walk would you like to accompany me?
B: ____________________________________________

A: Why don't you come to our place and have tea with us?
B: ____________________________________________

A: You will go with us on a movie won't you?
B: ____________________________________________

A: We would like to invite you at a small get together in Tabaq.
B: ____________________________________________
      

Example:
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Zoya writes a letter to Maria inviting her to spend a few days with her in 
Lahore. Suppose you are Maria. Now write a note to Zoya thanking her for 
the invitation and expressing your inability to visit her at present. Also 

promise to see her as soon as you are free.

Section  B: Speed  Reading

As we know reading skills play a very important role in learning a language. We 
daily come across reading texts like newspapers, bills, forms, telephone directory, 
advertisements, timetables, letters, instructions, road signs, medicine labels etc. We 
read these for different purposes for example, we read books as a pastime or to pass an 
exam. We read newspaper in order to get information about the world. We read road 
signs in order to drive better. We read advertisements if we require some information. 
Since different reading material is read for different purposes, reading techniques 
are also different in each case such as skimming for quick reading, scanning for 
specific reading, extensive and intensive reading, etc. 

Remember, you came across most of these techniques in Compulsory English 1 (386). 
Here we shall talk about speed reading which has also been discussed briefly in one 
of the earlier units under the heading 'reading in chunks'. We would suggest that you 
go through the unit once again for better understanding.

As we have just said, there are different kinds of reading material and the purpose of 
reading varies accordingly. Moreover, when we are reading something we may or 
may not have sufficient time. For instance, a teacher gives a long story or a long 
comprehension passage to the class and asks the students to read it and answer the 
questions given at the end, within a limited time. The students who are fast readers 
would easily finish the task but slow readers would fail and get depressed and 
ultimately be demotivated. This is just one simple example where the speed readers 
have an advantage over slow readers. Speed reading is helpful in all such situations 
where time period is limited and the amount of reading material is unlimited. People 
also read at speed when they are reading for pleasure or as a pastime because they do 
not want to go into minor details. They just want to enjoy. Here they are using the 
skimming technique, if you recall from your previous units.

Reading speed is meaningless unless the reader has understood what he has read. 
This, understanding/comprehension is an essential aspect of reading. A very slow 
reader is likely to read with poor understanding. The beginning may be forgotten by 
the time he reaches the end. Now, the question is, do people read quickly because 
they understand easily, or do they understand easily because of the speed with which 

Section  B: Speed  Reading
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they read? There can be no one answer to it but it can be said that there should be a 
balance in reading speed. It should neither be too fast to destroy the actual charm, nor 
should it be too slow to become boring and tiresome.

The following diagram throws light on the problems of slow readers.

Doesn't understand Reads slowly
 

Doesn't read much

Doesn't enjoy reading
A slow reader is unable: 

to develop interest in the reading material. Moreover, since he/she does not enjoy 
what he/she reads, he/she reads as little as possible. Because of the lack of practice, 
he/she finds it difficult to understand what he/she reads, so his/her reading speed 
does not increase.

A speed reader on the other hand:

Enjoys reading
  Reads faster

Understands better

  

      Reads more

Read each of the following four lines as quickly as possible. Underline all 
the words on the right that are the same as those on the left.

Example:

     .

1 exist exit excite exist exhile exist
2 require inquire request require inquest acquire
3 forget forgot forgive forget forgot fore go

float floatfluid fluidfleet fleet

A slow reader is unable: 

A speed reader on the other hand:

Example:

float floatfluid fluidfleet fleet
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Read the following passage quickly and state what is it about. Can you 
suggest a suitable title for the passage?  Also note the time you spent 
reading it.

Education brings a number of benefits to society. Educated people can easily 
understand their rights and duties in society, and can act for the good of others 
and also of themselves. For example, a well-educated person will not like to 
break a rule of traffic when he reads it on a road-crossing while driving his 
vehicle. He will realize that if he breaks the rule knowing it to be very much there, 
others looking at him would also like to break it, and it might result in dangerous 
accidents on the road. An educated person can follow (understand) the 
programmes of political parties in general elections and can vote wisely and 
properly. He cannot easily be deceived (misled) by clever politicians at all. 
Educated people vote as they think this is in the best interest of the country and 
the nation, and thus they elect the most suitable candidates for their assemblies. 
Educated people are better workers than uneducated or illiterate persons in 
factories and on farms. They can learn easily how to operate new machines 
according to new methods in factories and on farms. 

Now Read the following brief paragraphs from an article as quickly as 
you can and decide the titles which are best suited to each one of them. 
Remember to note time.

  

Paragraph 1

Students are very interested in politics these days. In almost all countries students 
like to take part in political activities. The question arises whether they should do so 
or not.

Paragraph 2

The most important thing for students is to study their subjects well. Students should 
attend their classes regularly. In classrooms they should listen to their teachers 
attentively. They should increase their knowledge with the help of their teachers 
and other men of learning. They may also discuss their subjects and books.

Paragraph 3

In fact quite a few students do not properly study in schools, colleges and universities. 
They also do not study well at home. But they take very much interest in politics. They 
discuss political matters with each other and sometimes with members or leaders of 

Paragraph 1

Paragraph 2

Paragraph 3
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different political parties. Some also try to become members of political parties and 
then begin supporting them.

Paragraph 4

Political activities of students have a deep effect upon their minds. Students taking 
active part in politics consider politics to be more important than studies. Some even 
begin trying to become political leaders. They try to win the support of their fellow 
students first of all. Then they try to make political statements in newspapers or in 
public meetings or processions. Thus students begin taking part in politics before the 
completion of their studies.

  
Here is the story of Heer Ranjha. We are sure for most of you it is not a 
new story and must have read it earlier. Read the story once again very 

quickly to refresh your memories and answer the questions given at the end. This time 
it will be much easier for you to read and of course take less time.
  

Heer is an extremely beautiful woman, born into a wealthy Jat family of the 
Sayyal in Jhang, Punjab (Pakistan). Ranjha (whose first name is Dheedo; Ranjha is 
the surname), also a Jat of the Ranjha family, is the youngest of four brothers and 
lives in the village '’Takht Hazara'  by the river Chenab. Being his father's favorite 
son, unlike his brothers who had to work in the lands, he led a life of ease playing 
the flute ('Wanjhli'/'Bansuri'). After a quarrel with his brothers over land, Ranjha 
leaves home. It is said that Ranjha left his home because his brothers' wives 
refused to give him food. Finally he 
arrives in Heer's village and falls in 
love with her. Heer offers Ranjha a job 
as caretaker of her father's cattle. She 
becomes mesmerised by the way 
Ranjha plays his flute and eventually 
falls in love with him. They meet each 
other secretly for many years until 
they are caught by Heer's jealous 
uncle,  Kaido,  and her parents  
Chuchak and Malki. Heer is forced by 
her family to marry another man 
called Saida Khera.
                                      

 

Paragraph 4

Heer Jat family
Sayyal Jhang Ranjha Dheedo; Ranjha

Jat Ranjha family
Takht Hazara' Chenab

'Wanjhli'/'Bansuri' Ranjha

Heer

 Kaido
Chuchak Malki

Saida Khera
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Ranjha is very disappointed and unhappy. He moves city to city in an attempt to 
search mental peace. One day he meets a 'jogi' in the historic town of Bhera, 
Sargodha District, Punjab. After meeting the jogi Ranjha becomes a jogi himself, 
piercing his ears and talking against the material world. He goes all over the 
Punjab, eventually finding the village where Heer now lives.

The two return to Heer's village, where Heer's parents agree to their marriage. 
However, on the wedding day, Heer's jealous uncle Kaido poisons her food so that 
the wedding does not take place. 
Hearing this news, Ranjha rushes to 
aid Heer, but he is too late, as she has 
already eaten the poison and died. 
Brokenhearted once again, Ranjha 
takes the poisoned Laddu (sweet) 
which Heer has eaten and dies by 
her side. Heer and Ranjha are 
buried in Heer's hometown, Jhang. 
Lovers and others often pay visits to 
their tomb.

 1 Write a very brief summary of the story.   (100 words)

 2 Is there any moral lesson in the story?

 3 What is sad about the story?

 4 What are your feelings after reading the story?

5 What do you understand by the terms:
- mesmerised
- broken hearted
- piercing
(Consult a dictionary)

'jogi' Bhera, 
Sargodha District, Punjab jogi Ranjha

Laddu
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Section  C:  Writing  Job  Applications
  
Before going any  further, just think about these questions.

1 Are you looking for a job?

2 What kind of a job are you looking for?

3 Where and how did you find out about the job vacancy; through a 
newspaper, a magazine or any other source?

4 How would you apply for it or how would you write a job application?

5 What kind of information would you mention in your job application?

In unit 4 we have discussed how to write formal letters.  In this unit you are going to 
learn how to write a job application, which is a form of formal letter. You shall need 
some of the above information for writing a job application.

Whenever you go through the classified page of a newspaper, you come across many 
advertisements for jobs such as teachers, part time tutors, doctors, engineers, 
computer operators,  mechanics etc. Let us have a look at this page.

Section  C:  Writing  Job  Applications

job application
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WANTED 
                                        

JOB  OPPORTUNITY

Marketing/Sales Executives for Health & Safety products. Qualification 
Inter/Graduate, own transport required Ph:  Faisalabad 2566513

  SITUATION VACANT :    COMPUTER TEACHERS        
MALE/FEMALE

Computer Teachers wanted for Nowshera Army School, preferably from Army 
families, visit personally with bio-data at Armour Academy School, School of 
Armour Nowshera Cantt, Saturday  
Sunday: 10 a.m  1 p.m.

WANTED:    COMPUTER/PROGRAMMER

Applications with CV's are invited for the 
post of Computer Operator/ Programmer 
so as to reach the Office of Deputy 
Commissioner, Diamer Chilas Northern 
Areas by 24-3-2012.  Short listed 
applicants who fulfill the following 
conditions will be called for interview at 
Islamabad through registered letters.            

Minimum Qualification: B.A/B.Sc plus computer course from a recognised/ 
registered Institution. Candidates knowing shorthand will be preferred.

Experience: Minimum of 3 years, however, exceptionally bright candidates with 
less experience could also be considered.

Salary & Fringe Benefits: The applicants will indicate the minimum acceptable 
salary negotiable. Free accommodation.

Muhammad Ashraf Khan
Administrative Officer Chillas

  

 

 

WANTED

JOB  OPPORTUNITY

  

WANTED:

Minimum Qualification:

Experience:

Salary & Fringe Benefits:

127



Phone: 507

Before we learn how to apply for a job, let us scan the page to find out the specific 
requirement of the job. You have learnt about scanning in one of the units of this 

course. Scanning is a reading technique that helps in finding out the 
relevant information quickly. 

                                 
In order to apply for a job from an advertisement one has to read the 

details in the advertisement very carefully. Read the following advertisement in 
detail and answer the questions.

TUTOR WANTED
  

We are looking for an English tutor, who is MA in English with five years 
experience in teaching English at Post 
Graduate level, who can teach our 
evening foreign students for two hours at 
the Main Campus Islamabad. Salary 
Rs.1000 per hour, but must speak English 
fluently, and be innovative in teaching 
techniques. Apply to:
  

The Programme Coordinator,
Department of English Language,
Allama Iqbal Open University,
Islamabad.
  

1 What sort of job is offered in this advertisement?
2 What qualifications does it demand?

3 Where will the person 
be posted?

4 Who should be 
addressed in the application?

5 Would you like to do this job?

  

  Different jobs have different requirements:
  

Example:
  

A secretary must be able to type……………….

1 Nurses……………….……………….……………….……………….……….

TUTOR WANTED

The Programme Coordinator,
Department of English Language,
Allama Iqbal Open University,
Islamabad.

Example:
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2 Montessorie Teacher……………….………………...........
3 Computer Programmer……………….………………....
  

Suppose you are searching for one of the jobs given on the advertisements page and 
you have find out the relevant advertisement. The next step is you must learn how to 
apply for the job.
Job application is a form of formal letter. You have learnt to write formal letters in 
detail in unit 4.  Let us revise what you have learnt earlier.
  

Sender's address should be in the top right hand corner. Remember to 
punctuate it correctly like this.  Date is written underneath the address.

  

18 A Raja Flats,
PECHS,
Karachi  5
April 14, 2011

The name or designation (post, status) of Employer or the Receiver is written 
in the left hand corner.    

Normally in official or business letters the Receiver's address is not 
punctuated. Let us look at the following address.

Mr Rauf Ahmed
Personnel Executive
Orient Advertising Agency
F-7/2,  Islamabad.

Some official letters start with a subject, while others just start with a 
reference to the advertisement. Both are acceptable, but do not combine both 
in one letter.

Subject:  Application for the post of a Copy 
Writer

                                                                       or
With reference to the advertisement 
a p p e a r e d  i n  ' T h e  N e w s  o f  
March 6, 2011.........

Salutation such as

Sender's address

18 A Raja Flats,
PECHS,
Karachi  5
April 14, 2011

Employer or the Receiver

Receiver's address

Mr Rauf Ahmed
Personnel Executive
Orient Advertising Agency
F 7/2,  Islamabad.

Application for the post of a Copy 
Writer

T h e  N e w s  

-
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Dear Sir/Madam, 
                  or
Dear Mr Ahmed/Mrs Tariq/Ms Nasreen,

The beginning paragraph is a brief description of yourself, your job, age, 
experience, etc.
Mention your curriculum vitae or resume. This is usually typed on a separate 
sheet.  Mention any special qualifications or experience with your name and 
signatures.

Now let us have a look at the format of a Job Application

Address 
City, State, 
Phone Number 
Email Address 

Date 

Employer Contact Information (if you have it)
Name 
Title 
Company
Address 
City, State, 

Salutation
Dear Mr./Ms. Last Name, (leave out if you don't have a contact) 

Body of Job Application Letter
The body of your application letter lets the employer know what position/ 
job you are applying for, why the employer should select you for an interview, 
and how you will follow-up. 

First Paragraph 
The first paragraph of your letter should include information on why you are 
writing. Mention the job you are applying for and where you found the 
information about the job. 

  

Middle Paragraph(s)
The next section of your application letter should describe what you have to 
offer the employer. Mention specifically how your qualification match the 
job you are applying for. 

  

  

Dear Sir/Madam, 

Dear Mr Ahmed/Mrs Tariq/Ms Nasreen,

The beginning paragraph

Address 

Date 

Employer Contact Information

Salutation

Body of Job Application Letter

First Paragraph 

Middle Paragraph(s)

Now let us have a look at the format of a Job Application
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Final Paragraph
Conclude your application letter by thanking the employer for considering 
you for the position/job. Include information on how you will follow-up. 

Complimentary Close 
Sincerely, 
Signature

There are various ways of starting a job application, however, whatever way you 
choose, state clearly the post you are applying for in the starting 
sentence.  Let us look at the following ways:
  

I am writing to apply for the post of _________
I am writing in reply to your advertisement in The Muslim of March 6, 2010.
I am interested in applying for the post of _________
In answer to your advertisement in 'The Muslim' of March 6, 2010, I wish to 
apply for the job _______

    
Turn back to the advertisements page and write the opening sentence for each 
advertisement.

Before we go any further let us look at this model job application.
  

18 A,  Raja Flats,
PECHS,
 Karachi  5,
April 14, 2011.

Mr Rauf Ahmed
Personnel Executive
Orient Advertising Agency
F-7/2,  Islamabad.

 Dear Mr Ahmed,

With reference to your advertisement appeared in The News of 14 January 
2011, I  would like to apply for the post of Copy Writer in your agency.

I am 34 years old and am working as a copywriter in Midas Advertising 
Agency Karachi, since 2000. As my family has shifted to Islamabad, I am 
looking for a job closer to home. I enclose my Curriculum Vitae and all the 

Final Paragraph

Complimentary Close 

18 A,  Raja Flats,
PECHS,
 Karachi  5,
April 14, 2011.

Mr Rauf Ahmed
Personnel Executive
Orient Advertising Agency
F 7/2,  Islamabad.

Dear Mr Ahmed,

The News

-

131



necessary documents and will be happy to give you any further 
information you require.

I look forward to hearing from you soon.

Yours sincerely,
        

 Iqbal Latif
Now read the following application. You will notice some mistakes in the format. Can 
you rewrite it, keeping in view all the necessary requirements of a correct job 
application. You can take help from the model application.

The Registrar,

Mr Siddique Shibli,

Allama Iqbal Open University,

H-8,  Islamabad.

Subject:  Post of a Research Assistant

Dear Mr Siddique Shibli,

With reference to your advertisement which appeared in the daily 'Dawn',  I 
take this opportunity to apply for the post mentioned in the subject.  Dear Sir,  
I am a BA graduate from Gomal University and have secured second 
division.  I am twenty three years of age and have no job experience at all.  I 
am capable enough to serve in the capacity of a Research Assistant,  if you 
give me the chance.  Sir,  I would indeed be very grateful if you consider me 
for this post.

Thank you

Yours obediently,

Farooq Muhammad

Block 2-C,

Yours sincerely,

Iqbal Latif

Post of a Research Assistant
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Jinnah Road,

Peshawar,

N.W. F.P.

Date 5th December, 2010

The trend these days is to attach a separate bio data or curriculum vitae with the 
application. Let us have  a look at a good curriculum vitae.

CURRICULUM VITAE/ RESUME

1 Personal Data:

Name:

Father's name:

Date of birth:

Nationality:

Religion:

Sex:

Marital status:

Present position:

Mailing address:

Permanent address:

2 Academic Qualification:
  

Year Institution Subject Grade

Matric

Intermediate

B A

Any other

3 Professional  Experience:
 (Mention any previous jobs, training etc)

CURRICULUM VITAE/ RESUME

Personal Data:

Academic Qualification:

Professional  Experience:
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4 Co-curricular Activities:

  
5 Any Other Information: 
  

Useful Tips
  
  

Use polite and formal language. 

P r o v i d e  c l e a r  a n d  r e l e v a n t  
information.

Always be to the point.

Use appropriate vocabulary. The 
choice of words plays a very 
important role.

Do not use informal language such 
as used for friends.

Do not give irrelevant information such as the information that is not 
required.

Do not give a personal reason for the job since jobs are given on the basis 
of ability and merit such as I am very poor etc.

Read the following letter and notice the mistakes in the language used and the way 
the ideas are presented. Can you write another application for the same post, using 
appropriate language and format of a job application.

Dear Sir,

I am the ideal candidate for the job and I am very anxious to get it 
because I have half a dozen children. Urdu is my mother tongue but 
I can speak English very well as is clear from my letter. I have 
many qualifications but I don't want to mention here. I also have a 
vast experience in the relevant field. I shall tell you everything at 
the time of interview.

Co-curricular Activities:

Any Other Information: 

Useful Tips

  

Dear Sir,
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If you are wise and you want the welfare of your 
institution and students you will call me for an 
interview.

Yours faithfully,
XYZ

Here is another job advertisement for a Junior Clerk's position given in the “Daily 
News”. Read the advertisement first and then read the given three job applications 
very carefully. Identify or pick out mistakes these job applications have. Which one 
do you think is the best among the three?

JUNIOR CLERK
  

We require an enthusiastic junior clerk for our office. This position offers good 
career opportunities, attractive salary and good working conditions. No previous 
experience is required but some basic background in general office duties will be 

Yours faithfully,
XYZ

JUNIOR CLERK
  

APPLICANT 1APPLICANT 1
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APPLICANT 2APPLICANT 2
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16  Tulsa Road,
Rawalpindi,

September 14th, 2011.

The Personnel Manager,

Dear Sir or Madam,
   
 I wish to apply for the position of junior clerk which is presently vacant in 
your firm. I have enclosed copies of my résumé and references as you 
requested. I am very interested in office work and I have worked on several 
occasions in small business firms. I find this type of work very enjoyable as it 
provides enough variety to keep me occupied. I always seem to be 
discovering new ways of doing the different tasks involved and I find this 
stimulating. I would be very interested in having an interview about this 
position with you. I am available for this interview at any time. I can be 
contacted at the above address.

Yours truly,

Muhammad Karim 

You have read the three above applications and must have noticed 
that each application letter has mistakes. Now it is your turn to write a 
formal job application letter applying for the same post.  Follow  all the 

rules and guidelines that we have given above.

APPLICANT 3APPLICANT 3
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Section  A:       Expressing Approval and Disapproval
  

In this unit we will learn how to:
  

Express Approval

Express Disapproval

Let us begin by listening to a dialogue between a teacher and a student. When you 
listen to it, pay careful attention to the expressions of the teacher.
  

Teacher: Nauman, I appreciate that you've submitted your assignment in time. At 
the same time I really don't like the work you've done!

Nauman: Sorry sir, but there was no one to help me.
 Teacher: Well then why didn't you come to me? I'm actually very disappointed with 

your work this time.… you can do better than this!
Nauman: Sir, I promise to do better in future, please give me one more chance.
Teacher: I'm sure you'll because in the past you've always been so hardworking and I 

liked the way you worked, so I expect that you will be the same in future as 
well.

What did you notice in these expressions? Well these expressions are the 
positive and negative responses. Before we explain to you further, read these 
expressions given in two columns below:

  

Expressing Approval Expressing Disapproval

I appreciate that you've submitted I really don't like the work that
your assignment in time. you've done!

You've always been so hard working I'm actually very disappointed with
and I liked the way you worked. your work this time.

Recorded text  11

Section  A:       Expressing Approval and Disapproval
  

Recorded text  11

Teacher:

Nauman:
Teacher:

Nauman: 
Teacher:

Expressing Approval Expressing Disapproval

143



The above expressions were the expressions of approval and disapproval. There are 
many more such expressions in English language that you can use to show or express 
your approval or disapproval, but let us first explain to you what is approval and 
what is disapproval. Read the following explanation carefully and if you still need 
help, ask your tutor to explain it to you. But as you will go along doing various 
activities in this unit, we are sure that you will be very clear about what is meant by 
approval and disapproval and how you can express these two functions in correct 
English.
  

Read the following expressions to understand how we can express our 
approval in different ways: 

  
Admire:  I think this colour suits you very much.

Praise: You have done a great job!

Appreciate:  I like the way you have decorated your drawing room.

Support or Encourage:  You deserve the best. You are so intelligent, you will 
pass this test.

Recognition: You have been a good worker and deserve a promotion.

Read the following expressions to understand how we can express our approval in 
different ways: 

Dissatisfaction:  I'm not at all happy with your performance!

Displeasure:  You should not behave like this. It's too rude!

Objection or Protest:  I object to/protest your shouting at the children!

What is Approval? Approval means a feeling of liking something. To 
give approval means to pass a favourable comment or judgement on 
something.

What is Disapproval? Disapproval is the feeling of disapproving 
or disliking something. To give disapproval means to show or 
express your dissatisfaction or displeasure on something or 
pointing out faults or shortcomings.

  

What is Approval? Approval means a feeling of liking something. To 
give approval means to pass a favourable comment or judgement on 
something.

What is Disapproval? Disapproval is the feeling of disapproving 
or disliking something. To give disapproval means to show or 
express your dissatisfaction or displeasure on something or 
pointing out faults or shortcomings.

express our 
approval in different ways: 

  
Admire: 

Praise:

Appreciate:  

Support or Encourage: 

Recognition: 

express our approval in 
different ways:

Dissatisfaction: 

Displeasure:  

Objection or Protest: 
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Criticism: What have you done! This is not how you should speak!
Unfavorable judgement: I don't like the friends your son has.

We do not express our approval and disapproval in words only; we can show our 
approval and disapproval by:

 Smiles

Frowns

Pats on the head

Thumbs up 

Thumbs down

Showing bad temper, etc.

Criticism: What have you done! This is not how you should speak!
Unfavorable judgement: 
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Look closely at the following signals, gestures and face expressions and 
then write on the blank lines what do these signals communicate or 
express.  Follow the examples:

Victory/Happy Excellent Angry
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Look at the pictures and then match each picture with its correct 
expression of approval and disapproval .

147

Ooh, this ice cream is delicious.
Ugh, what a mess!

What a horrible movie it was, don’t watch it!

What a marvellous song!

Aha, these books are great!



How will you express your approval and disapproval in the following 
situations?

1   Your parents give you a lovely gift.
     ____________________________________________.

2 Your sister has just found her lost purse.

    ____________________________________________.

3 The dog bites a man's leg.

     ____________________________________________.

4 You found your car keys missing from the table.

     ____________________________________________.

5 Your friend does not return the money he/she has borrowed from you.

     ____________________________________________.

So far we have told you how to express your approval or disapproval in 
English language. Let us move on to a new point. How can you reply when 
someone expresses approval and disapproval. Well, replying to an approval 

or disapproval can be done in many different ways depending on the situation. Listen 
to the short exchanges between people and notice how they are expressing approval 
and disapproval and their responses.

How can you reply when 
someone expresses approval and disapproval

notice how they are expressing approval 
and disapproval and their responses
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Girl 1: I do like your new dress.  (approval)
Girl 2: Thanks. I'm glad you like it.
Boy 1: I don't like the way he gave his presentation before the audience. 

(disapproval)
Boy 2: Well, it wasn't that bad.
Beggar: Please, please, give me some money, I'm very hungry.......  
Woman: Look at him, so young and healthy can't he work  Beggars are a real 

nuisance.  (disapproval)
Shopkeeper: Here you are! One kilo of apples!
Customer: Is it really......? I think your scale is not balanced. I usually get eight 

apples in a kilo. You've given me only six.   (disapproval)
Passenger: Is this bus going to the railway station?
Conductor: Yes I'm going there.... (spits)
Passenger: Excuse me, you shouldn't spit in a bus. It's bad manners and unhygienic.   

(disapproval)

Section   B:    Reading for Meaning

In this section we will give you an overall or a general practice to extract meaning 
from different kinds of reading texts. 

What is Reading for Meaning? Well, when we read something we have to understand 
the writer's message or the meaning of that particular text.  Reading is a complex 
process that requires us, the readers to construct meaning from the text.

You have studied a number of reading strategies such as skimming & scanning,  
making inferences, recognizing main idea and supporting details, speed reading, 
previewing,  functions within the texts,  etc in your course book  386  and in this course as 
well.  In this unit we will give you an overall practice in  some of these reading skills. 

Girl 1: I do like your new dress.  (approval)
Girl 2:
Boy 1:  

(disapproval)
Boy 2:
Beggar:  
Woman:

(disapproval)
Shopkeeper:
Customer:

(disapproval)
Passenger:
Conductor:
Passenger:   

(disapproval)

What is Reading for Meaning? Well, when we read something we have to understand 
the writer's message or the meaning of that particular text.  Reading is a complex 
process that requires us, the readers to construct meaning from the text.

Section   B:    Reading for Meaning

Recorded text  12Recorded text  12
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In Unit 1 Section B “Reading” of this course,  you have done “Previewing”.  Previewing 
is about making intelligent guesses or predictions using your previous knowledge 
before you begin to read any text . 

Here is a simple reading activity that will allow you to “preview” or “make 
predictions” about the book.

Look at the cover of the book,  read the title and make predictions or 
guesses about the content of the book or what the book will be about.  
Write at least two guesses or predictions about the book.

Predictions:
1 ____________________________________________________.

2 ____________________________________________________.

Now read the brief introduction given on the back cover of the book and 
then answer the following questions.

1 What can you find in the book? Write at least two topics that you may find in 
this book.

2 From which areas are the stories or tales collected?

3 What different styles of writing would you find in this book? 

Predictions:
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The first significant collection of Pashtun tales, these stories were collected in the 
tribal areas of the Pakistan-Afghan border. Blending wit, fantasy, comedy, and 
romance, these tales reflect the Pashtun code of honour and way of life. This is an 
utterly charming and beautifully illustrated book which is an essential reading 
for anyone who wishes to get familiar with sleepy princes and charming demons.  
These ancient tales are about passion, devotion, humour, and wisdom of Pashtun 
society.  Reading this book will make readers feel that they are sitting around a 
campfire high in the Hindu Kush mountains, listening to tales full of enchantment 
and laughter. An excellent and well-crafted work that is recommended to 
everyone.  

   

Are you an efficient reader? What kind of reader are you? You will know 
in a few minutes after you have completed reading the text given in the 
box below. Choose the correct answer in the multiple choice questions 

given after the text. Please note that this is a “scanning” exercise which needs or 
demands “looking for particular or specific information”.

Reading is becoming more and more important in getting new knowledge and the 
most effective human activity to get information and knowledge. Good readers 
read at speeds of above 1000 words per minute (wpm) with near 85% 
comprehension, but such good readers are only 1%. Average readers are in the 
majority and only read around 200 wpm with a comprehension of 60%. An 
average reader is five times slower than a good reader. 

Most of us actively read newspapers, magazines, books, and work related 
documents daily.  Yet with such reading activities, most of us are still considered 
poor readers. To improve reading comprehension of students, teachers should help 
them by introducing interesting and carefully selected reading materials 
supported by a positive atmosphere, and as many reading comprehension 
techniques and tests as possible to improve their reading efficiency. Furthermore, 
students themselves require motivation, concentration and good study habits.

Students need to understand their reading habits to find out where they need 
improvement. Do difficult words slow their speed and comprehension? Encourage 
them to keep a dictionary handy to assist them whenever they need to find out the 
meaning or grammatical definition of the words. Students need to develop a good 
vocabulary to improve reading comprehension, which can only be done by 
reading books. Nowadays, there are many books available in bookstores which are 
exclusively meant for improving the comprehension skills. 
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1 Good readers read at a speed of 
  

• 1000 words per minute 
• 200 wpm
• 100 wpm

2 Good readers read with near 

• 80% comprehension
• 1% comprehension
• 85% comprehension

3 The average reader comprehension is 

• 50 %
• 60 % 
• 85 % 

4 Most of us actively read 

• Newspapers daily
• Textbooks only
• Newspapers, magazines, books, and work related documents daily.  

5 Teachers should help students with 

• Interesting texts and positive atmosphere
• Reading comprehension techniques and tests
• All of the above

A reading text is made up of paragraphs.  A paragraph is a group of sentences 
that express a complete set of thoughts.  Read the following paragraph and 
note that the paragraph has a beginning, middle,  and an end. 

Waseem likes playing football.  He has his own football team which is 
called “The Rockets.”   Last weekend,  his team played in the park 
with another team “The Bulls”.  Waseem led his team and “The 
Rockets”  won the match. Waseem felt happy,  and he was a bit sad too 
when the game ended,  he wished he could continue playing.
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Here is a diagram showing the sequence. Read the above paragraph 
again and put the events in a correct sequence (order) in which they 
happened. 

  

We have already told you in unit 4 about the main idea,  topic  sentence 
and supporting details.  The main idea of any text is given in a topic 

sentence.  It tells us what the whole text is about.  The main idea or the topic sentence 
is supported by the supporting details.  Here is another diagram,  can you fill in the 
details by writing the main idea of the above text and the relevant supporting details. 

 

Here is a very simple story. You must have heard it numerous times when 
you were very young. Read the story and then choose the correct answers.

 

main idea topic 
sentence

supporting details
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THE LION AND THE MOUSE

A LION ASLEEP IN HIS LAIR WAS WAKENED BY A 
MOUSE RUNNING OVER HIS FACE.
LOSING HIS TEMPER HE SEIZED IT WITH HIS PAW AND 
WAS ABOUT TO KILL IT. THE MOUSE, TERRIFIED, 
PITEOUSLY BEGGED HIM TO SPARE HIS LIFE. “LET ME 
GO AND ONE DAY I WILL REPAY YOU FOR YOUR 
KINDNESS”. THIS AMUSED THE LION TO THINK A 
SMALL CREATURE LIKE THIS COULD HELP HIM. ONE 
DAY THE LION GOT ENTANGLED IN A NET WHICH 
HAD BEEN SPREAD FOR GAME BY THE HUNTERS, 
AND THE MOUSE RECOGNISED HIS ROAR OF ANGER 
AND RAN TO THE SPOT. HE BEGAN TO GNAW THE 
ROPES WITH HIS TEETH, AND SUCCEEDED IN 
SETTING THE LION FREE. “THERE” SAID THE MOUSE, 
“YOU LAUGHED AT ME WHEN I PROMISED TO REPAY 
YOU: BUT NOW YOU SEE, EVEN A MOUSE CAN HELP A 
LION”.



1 What caused the lion to wake up from his sleep?
  

 • He was hungry.
 • He was angry.

• A mouse ran over his face.
• He wasn't tired anymore.

2 Why did the lion laugh at the mouse?
    

• The mouse was telling funny jokes.
• He didn't think the mouse could ever repay him.
• He wanted to let him go.
• He knew that the mouse would save his life.

3 “He began to gnaw the ropes with his teeth.” What does the word gnawed 
mean in this sentence?

  

• Chewed
• Hungry
• Quickly
• Pinched

4 What lesson did the lion learn from the mouse?
    

• Even a lion can help a mouse.
• It is possible for even a mouse to eat cheese.
• The lion could have eaten the mouse.
• It is possible for even a mouse to help out a lion.

5 Based on the events that happened in the story, what would most likely to 
happen next?

• The lion would thank the mouse.
• The lion would eat the mouse.
• The mouse would eat the lion.
• The lion would be angry with the mouse.
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Skim and Scan

You would recall that in  your 386 textbook, you have done quite a few 
Skimming & Scanning activities. Here is one such activity that will test 
your understanding about what these two terms or reading skills mean.

On the blank line, write whether you would skim or scan to read each of the 
following:

1 I would ________ through a table of contents to see what information a book 
contained.

2 I would ________ through the glossary of a book to look for a certain topic.

3 I would________ through the headings of a report before I read it to see if the 
topic interested me.

4 I would ________ through the first paragraph of a book to see if it was about 
the same topic as of the previous paragraph.

5 I would ________ to find a phone number in the telephone directory.

6 I would ________ to find a location on a map.

7 I would ________ to find my flight on a schedule at the airport.

8 I would ________ an advertisement to find out the cost of a new car.

Skim and Scan

On the blank line, write whether you would skim or scan to read each of the 
following:
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Scanning means to read quickly to
get particular information.

Skimming means to read quickly to
get a general idea.



In one of the units of your 386 course book you have learned about “stated and 
implied meanings”. Writers sometimes do not write or state directly what they 
want to tell the readers. Readers therefore have to guess or infer the writer's 

implied message.  Writers often give hints or clues that help us "read between the 
lines" and help us understand the writer’s  message.  

There are several ways to help us guess the hidden,  indirect or implied 
meaning. The following simple activity will help you guess the implied 
meaning. See if you can guess an implied or hidden message in each of 

the following situations. Choose the best option.
  

1 If you forget to return your library book,  we can guess that: 
  

• You will buy a new book for the library

• You will be fined

• You will be punished
  

2 If you go to a Chinese restaurant,  we can guess that: 
  

• You will eat Chinese food there

• Cook Chinese food there

• Meet Chinese people there
  

3 If you go to a birthday party,  we can guess that: 
  

• You will cut the birthday cake
• You will join the celebration
• You will sit there

  

4 If you have a plaster on your leg,  we can guess that:
  

• You are rehearsing for a drama
• You are a Doctor
• You have broken your leg
  

5 If there is a fire brigade engine in the street,  we can guess that: 

• There is a fight in the area

• There is some mishap in the area

• There are some thieves in the area 
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We have already said that sometimes a writer doesn't tell you exactly what's 
happening, but gives you clues so you can infer or guess  the message yourself.   
Making inferences or guesses is a skill that is necessary for reading 

comprehension.  Capable readers know how to read between the lines or guess what 
the writer says and what he implies,  or leaves unsaid. 

Read the following short text and then answer the questions that follow.  
You have to guess the information that is not stated directly.

Asmat Jan sells sweet corn-
cobs or “challies” in a cart. 
Today while he was waiting 
outside the school so that the 
children can come and buy 
his sweet corn, he noticed a 
little boy standing by the cart. 
“Do you need any help?” the 
boy asked. “No, I am just 
waiting for the bell to ring 
and once the children will 
come out,  most of my corn-
cobs will be sold,” Asmat Jan 

replied.  But then he noticed the boy's dirty shirt and torn pants. "I might need 
some help,”  Asmat Jan said.  “I think I have too many corn cobs today which 
might go waste.  Would you like one?”  “Okay”,  the boy said.  “I wouldn't want 
you to waste any” .

1 Why did the boy ask  Asmat Jan if he needed help? 
2 Why did Asmat Jan say he has too many corns?
3 What kind of person was Asmat Jan?
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Section  C:    Avoiding  Unnecessary Words  in Writing

You have done a lot of writing practice in different units of your course book 
Compulsory English 1 (386) and now in this course book.  In this unit we will tell you 
more as to how you can write well and avoid one of the most common mistakes that 
most of us commit when we write. One such mistake is the use of unnecessary or 
unneeded words in our writing. 

At times we write a letter, a business report, an essay, etc, and we use too many words 
which are not needed.  Using too many unnecessary words make our writing  heavy,  
stale, boring and too wordy to read. What can you do to cut down the use of 
unnecessary words?  Well, here are some useful tips and some simple activities that 
will help you to improve your writing skills by paying attention to WORDS.

Please remember that a good piece of writing 
does not have unnecessary words!

  

Omit unneeded words! Write simple and 
clear sentences without mess.

   

Conciseness is important! Concise, brief, to the 
point writing expresses ideas clearly. Using 
unnecessary words not only increases the 
length of your text, but also makes your text or 
composition difficult to understand.

  

A sentence should contain no unnecessary words, similarly a paragraph 

should not have unnecessary sentences. Cut out every word that is not 

needed in a sentence and every unnecessary or unwanted sentence in a 

paragraph which does not have any use or purpose. In other words, avoid 

“wordiness” or using too many words in your writing.

Section  C:    Avoiding  Unnecessary Words  in Writing

heavy
stale boring too wordy

unneeded words!

Conciseness is important!

no unnecessary words,
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Read the following table very carefully and notice how we can cut out unnecessary 
words in a sentence. 
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Unnecessary words

In my personal opinion, I think that 
we should take admission in the 
next semester.

My work is absolutely complete.

The dress is green in colour.

My final conclusion is that we 
should leave now.

I personally feel that this car is too 
expensive.

Their assignments are exactly the 
same.

Combine together sugar and 
butter.

He is young in age.

This shirt is small in size

This bag is made up of real genuine 
leather.

He gave Rs.25,000 of his own 
money to charity.

At this point in time, we must 
review our decisions.

The teacher repeated again the 
important grammar point.

Unnecessary words Cut down words

I think we should take admission in 
the next semester.

  
My work is complete.
 
The dress is green.

My conclusion is that we should 
leave now.

I feel that this car is too expensive.

Their assignments are same.

Combine sugar and butter.

He is young.

This shirt is small.

This bag is made up of genuine 
leather.

He gave Rs. 25, 000 to charity.

We must review our decisions.

T h e  t e a c h e r  r e p e a t e d  t h e  
important grammar point.

Cut down words



Here is an activity. Rewrite the sentences below cutting out unnecessary 
words.  Take help from the table given above.

1 My final conclusion concerning the real, genuine value of this house is 
exactly same like yours.

2 Small in size as he was, and young in age, he came to the realisation that he can 
still compete with other boys in the hockey match.

3 The Captain repeated again to the new recruits, “You will be  called at 5:30 
a.m. in the morning”.

4 In my personal opinion, I think that the crime rate has increased in the 
country in recent years. And at this point of time, we must review our 
decisions to improve the law and order situation in the country.

5 All the participants of the group got together to write a  detailed report.

What did you notice after doing this activity? Well, after cutting out 
unnecessary words, you must have noticed that sentences become much 
shorter and easier to read and understand.  Now read one more example to 
make you understand better as to how cutting out unnecessary words will 

improve your writing skills.

Example:
  

The reason why he chose Open 
University was because it was 
inexpensive in price. (14 words)

  

The words ‘reason’, ‘why’, and ‘because’ all express 
the same idea.  Even ‘price’  is an unnecessary word.

  

A more concise or short sentence might be:

He chose Open University because it was inexpensive. (8 words)

                  Here's another example: 
  

Despite the fact that she was feeling ill, she came to the final conclusion that 
she would go to work. ( 20 words)

Example:

The words ‘reason’, ‘why’, and ‘because’ all express 
the same idea.  Even ‘price’  is an unnecessary word.
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'Despite the fact that' is just a long way of saying 'despite’.
‘Came to the final conclusion that' is a long way of saying ‘decided’.

A more concise version of the sentence may be:

Despite feeling ill, she decided to go to work. (9 words)

Follow the example and then reduce the number of words in the 
following sentences.

Example:

The job tasks given to me is to perform the task of cleaning the kitchen, 
mopping the bathroom floor and straightening the living room. (Reduce from 
24 to 19 words)

The job given to me is to clean the kitchen, mop the bathroom floor and 
straighten the living room. (19 words)

1 I will complete my assignment in a period of a week. (Reduce from 12 to 7 
words.)

2 Sumaira is the teacher who teaches Chemistry at the High School. (Reduce 
from 11 to 6 words.)

3 The student is writing a writing assignment for his English Composition class. 
(Reduce from 12 to 9 words.)

4 The book which is located on the table is a Grammar book. (Reduce from 12 to 
9 words.)

5 When Ustad Rahat Fateh Ali Khan got on stage, the audience became 
excited by his performance. (Reduce from 13 to 8 words.)

6 In my opinion, I think that he should have been sentenced to death. (Reduce 
from 13 to 8 words.)

Let us repeat what we have said so far:

Writing well means to avoid use of unnecessary words. Wordiness or too many words 
make our writing boring and stale.

'Despite the fact that' is just a long way of saying 'despite’.
‘Came to the final conclusion that' is a long way of saying ‘decided’.

Example:
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Compare the wordy (W) examples below to the more concise (C) examples. 

W: She talked to him in a loud angry voice.

C: She shouted at him.

W:      The crime wave had some bad results that have caused inflation in the 
country.

C: The crime wave had caused inflation.

W: She went to the store and bought a loaf of bread. She also picked up some milk. 
She also got a newspaper.

C: She bought a loaf of bread, some milk and a newspaper from the store.

W: In the experiment, he poured water in a beaker. Then he boiled the water for 5 
minutes. Then he measured the water that was left.

C: In the experiment, he poured water in a beaker, boiled the water for 5 
minutes, and measured the water that was left. 

W: The criminal was caught by the police, and later the criminal was convicted 
by the courts. 

 C: The police caught the criminal and the court convicted him.

Now here is another activity similar to the one given above. Omit or 
cross out unnecessary words in the following sentences.
  

Example:

The children were tired and exhausted after the long climb to the top of the 
mountain.

    

1 The fish was huge in size.

2 He was happy and joyful about the great gift.

3 Because of the fact that he got a good grade in the test and exams, he decided 
to go on vacation. 

4 In the summer season, many people like to go to the parks. 

5 On January 14, in the middle of winter, the weather was freezing cold. 

Example:
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Put a “W” beside sentences that are wordy. Put a “C” beside sentences 
that are concise. 

1 ________ Cholistan Desert is one of the towns in Pakistan which is also 
locally known as Rohi) and which is spread and sprawled over thirty 
kilometers from Bahawalpur, which is a town in Punjab, Pakistan.

2 ________ Cholistan has borders with the Thar Desert in Sindh and India.

3 ________The word Cholistan is derived from the Turkish word Chol, 
which means “Desert” and thus Cholistan means “Land of the Desert”. 

4 ________ The people of 
Cholistan lead a semi-
nomadic life, moving from 
one place to another in 
search of food, water and 
fodder for themselves and 
for their animals because it 
has a harsh and barren land 
where rainfall is very light 
and unreliable, therefore 
Cholistanis rely mainly on 
their livestock such as 
sheep,  goats,  and camel. 

5 ________ The backbone of Cholistan economy is cattle breeding.  It has the 
importance for satisfying people's needs for cottage industry as well as milk 
and meat. 

6 ________ The language of Cholistan is mainly “Seraiki” and the Seraiki 
language is an Indo-Aryan language, and is spoken in Cholistan as well as in 
a large part of Central Pakistan. 
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Sequence

Whether we are speaking or writing, we present our ideas in a logical order or in a 
correct sequence. Logical order means to present information to listeners and readers 
in an organised, structured and planned manner. This way, we make sense to our 
listeners and to our readers. In this unit, we will give you practice in learning 
“sequence” and “chronological order”.

  

In a sequence, items, events, or even ideas are arranged in the order in which they 
occur. The sequence pattern becomes clear by using transition words or sequence 
markers such as: 
  

next

then

the following morning

a few hours later

still later

that Wednesday

by noon

before

 so  on
  

Before we explain and give you practice in understanding “Sequence”, we want you 
to do this very simple activity that will give you an idea what we mean by sequence.

Sequence

Logical order means to present information to listeners and readers 
in an organised, structured and planned manner. 

transition words or sequence 
markers

First
Next
Then
Finally
Before
Afterwards
Previously
At last

Certain words can be sequence
markers or transition words. 
For example:

Certain words can be time
order expressions. For
example:

in the morning
after that
later that day
two weeks later
Yesterday
Saturday
April
Winter

Sequence is the order in which events happen.

What is Sequence?  What is Sequence?  
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 Sequencing:  Smallest to largest
  

Put each group of words in order from smallest to largest. In other words arrange these 
words in their proper sequence or order.
  

Example: 
  

month, day, year

day, month, year

1 boy, man, baby ___________________________
2 hour, second, minute _______________________
3 large, small, medium _______________________
4 motorcycle, car, truck ______________________
5 least, most, more __________________________
6 3.14, 3.41, 3.75____________________________
7 tree, leaf, branch __________________________
8 bed, pillow, house _________________________

  

A sequence paragraph or essay explains how to do something or how 
something happens. A common example of sequence writing is a recipe.  Read 
a recipe and notice how a proper step by step order or sequence is given to 

prepare it also notice the sequence or transition words given in bold. 

First of all take dried dates and cut them 
lengthwise. Then soak these dates in water 
for 20 minutes.

 Sequencing:  Smallest to largest

Example: 
  

First of all
Then
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After that heat oil in frying pan and then fry cardamoms in it. Next add almonds, 
pistachios and dry dates in it. In the meantime, boil milk in a pan, then add sugar, let it 
cook for 10-15 minutes on low flame. Finally, add vermicelli, dates, almonds and 
pistachios in the milk and let it simmer for 4 -5 minutes. Delicious sheer khurma is 
ready to be served.

There are many other cases where we also come across sequence,  for example:
  

describing daily routine

giving directions

describing procedures or processes
  

Let us explain these different kinds of sequence writing:
  

Early in the morning,  I take my morning walk, later on I eat a light breakfast 
and then I get ready for office.   (Daily routine)

  

If you are coming from other cities then you must first come to Rawalpindi to 
go to Murree.  If you are from Lahore,  and want to travel to Pindi by bus,  then 
go to the Daewoo bus terminal near Kalma Chowk,  where Daewoo will run 
to Rawalpinidi/Islamabad after every hour.  The distance is around 333 
kilometers from Lahore and you will reach the Rawalpindi Daewoo bus 
terminal on Peshawar Road.  If you want to continue the journey,  the Daewoo 
coach will run from Rawalpindi to Murree and this coach takes 1 and half 
hour to reach Murree.  The distance from Rawalpindi to Murree is around 60 
kilometers. (Giving directions)

  

Fainting occurs when the blood supply to the brain is briefly insufficient, 
causing one to lose consciousness.  If someone faints, you should first of all open 
the airway and check for breathing.  After that, position the person on his or 
her back raising the person's legs above heart level. This puts maximum 
oxygen back to the brain and speeds up recovery from a faint.  Next thing you 
must do is to loosen belts or collars.  If the person doesn't regain consciousness 
within one minute, call your local doctor.   (Describing procedure or process)

  

To give you further understanding about what is meant by “Sequence”, read the 
following longer passage that shows sequence:

After that then Next
In the meantime then

Finally

(Daily routine)

(Giving directions)

(Describing procedure or process)
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How to Make Homemade Jam - Easily!
  

Making your own jam is quite easy. My mother loves to 
make fruit jams at home. You too can make homemade 
jams and jellies if you follow these few simple steps.  First 
check the jars for cracks or chips.  Then wash the jars and 
their lids in hot, soapy water. Second place the jars and 
their lids in boiling water to sterilize.  Make sure the water 
is boiling when you add the jars and that the water comes 
up and covers the top of the jars.  Let the jars sit in boiling 
water for 10 minutes. Later on remove jars and let them cool. While the jars and lids 

boil, prepare your fruit. If you are making peach jam,  
the first thing you need to do is to wash peaches,  
secondly use a knife to chop them into small pieces 
and subsequently remove the seeds. The next thing 
you should do is measure out sugar and set aside.  
Afterwards boil the peaches and the sugar together 
and using a masher, crush the peaches. Next open the 
packet of the preservative and add this to the crushed 

fruit and sugar and then let these cook over medium heat for 2-3 minutes.  Remove 
from heat. If foam appears at the top of the pan,  remove with a spoon. Finally fill 
your hot jars with the hot jam. 

  

Which words in the above passage show sequence? Underline the 
sequence words.

  
Let us give you another activity similar to the last one to help you 
recognise the sequence markers or transition words.  Can you underline 
the sequence or transition words in the following short texts? 

   
Last Tuesday I met my new friend 
Momi. We were both in a table 
tennis court during recess. I told him 
he had given me a good practice 
during the game.  Later that day we 
played in a table tennis game.  We 
were on the same team and we won!

How to Make Homemade Jam - Easily!
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After the game, we exchanged phone numbers, and then he said he 
wanted to invite me.  After we finished talking, we walked to the bus 
stop. The next morning, I met him again and we walked towards our 
classrooms.  My parents suggested that I should invite him for dinner 
on the weekend.

The sentences below are in the wrong order or sequence. Place a number 
next to each of them to indicate the proper order. Then write a paragraph 

using appropriate sequence markers or transition words.

_____ I had two eggs and a piece of toast.

_____ After breakfast, I ran to the bus stop for another interesting day of school.

_____ I drank a glass of milk.

_____ I was very hungry that morning, so I headed straight to the dining table.

_____ I woke up one morning to a beautiful sunrise.
  

Your Sequence paragraph

1 Describe your morning routine. What do you do first? What's next? What do 
you do just before you leave home for school, college, university or office? 
Write an interesting paragraph using appropriate words to show sequence.

2 Describe the procedure or process. What do you do in your spare or free time? 
Describe your hobby to someone else, using a step-by-step procedure.

Your Sequence paragraph

Describe your morning routine

Describe the procedure or process
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You are going to read three different kinds of passages. Read each passage 
carefully and then number the events in the correct sequence.

Read the first paragraph about Pakistan's athlete Naseem Hameed who created 
history by becoming the fastest woman of the region when she won the gold medal at 
the South Asian Games. Read it carefully and place the events in the correct 
sequence by using the numbers 1-6.

______  Naseem Hameed ran up and down the stadium steps three times.

______  She took a shower.

______  Naseem stretched her muscles for ten minutes.

______  She ate a large breakfast.

______  Naseem did twenty laps around the track.

______  She ran all the way home.

Naseem Hameed

 She 
practiced each day. The first thing 
she did was to stretch her muscles for 
ten minutes each morning and make 
sure her muscles were ready to run. 
Then, she would run up and down the 

stadium steps three times before heading to the track. After running up the 
stadium steps, Naseem would do twenty laps around the track. Finally, she 
would run all the way home and eat a large breakfast before taking a 
shower.

 is a Pakistani 
athlete, who became the fastest 
woman in South Asia when she won a 
gold medal in the 100-metre event of 
the 11th South Asian Federation 
Games in Dhaka, Bangladesh on 
February 09, 2010. “I had forgotten 
the world for six months and trained 
really very, very hard under my 
coach Maqsood Ahmed to achieve 
this,” Naseem Hameed said.

172



Read the second passage:

Place the events in the correct sequence by using the numbers 1-6.

_____ After the visit of the mosque, you will be taken to the Lok Virsa museum. 

_____ Morning 9:00 a.m., we will pick you up in an air-conditioned coach from your 
hotel. 

_____ Following the lunch, you will visit the Jinnah super market for shopping. 

_____ We will bring you back to the hotel around 4:40 p.m.

_____ Later on, we will drive over to the nearby Shakarparian hills where you will 
have a delicious Pakistani lunch at the viewpoint.

_____ We will then drive you to the magnificent Shah Faisal mosque. 

Place the events in the correct sequence by using the numbers 1-6.

Full day Islamabad Luxury Tour

Morning 9:00 a.m., we will 
pick you up in an air-
conditioned coach from your 
hotel. We will then drive you 
to the magnificent Shah 
Faisal mosque. After the visit 
of the mosque, you will be 
taken to the Lok Virsa 
museum. Later on, we will 
drive over to the nearby 

Shakarparian hills where 
you will have a delicious 
Pakistani lunch at the 
viewpoint. Following the 
lunch, you will visit the 
Jinnah super market for 
shopping. We will bring you 
back to the hotel around 
4:40 PM

173



Read the third and last passage. Then place the numbers starting with 1 on the lines 
below to correctly order the events as they happened in the passage.

Place the events in the correct sequence by using numbers 1-8.

_____ Mr.  and Mrs.  Malik ate salad for lunch.

_____ Mr.  Malik walked two kilometers with Mrs.  Malik.

_____ Mr.  Malik exercised a the gym for an hour.

_____ Mr.  Malik took a nap.

_____ Mr.  Malik went to see Dr.  Omar.

_____ Mr.  Malik worked in the garden for one hour.

_____ Mr.  Malik ate a grapefruit for breakfast.

_____ Mr.  Malik cycled or walked to the gym.

Place the events in the correct sequence by using numbers 1-8.

Mr. Ajmal Malik is a nice man. He is 
our next door neighbour. He wasn't 
feeling well and went to see 
Dr. Omar. Dr. Omar gave Mr. Malik 
a check up and told him he needed 
to eat more fruits and vegetables 
and start to exercise every day. 
Mr. Malik wanted to feel better. 
First, he started to eat a grapefruit 
every morning for breakfast. 
He walked two kilometers with 
Mrs. Malik every morning after 
breakfast. He would then do some 
gardening for one hour after the 
walk. Both Mr. and Mrs. Malik 
would eat a salad for lunch and 
then, Mr. Malik would ride his 
cycle or just to the gym to exercise each afternoon for an hour. 
Mr. Malik would go straight home and take a nap after an hour at the 
gym.
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Read a longer text. After reading it fill in the chain with the correct 
sequence of events.

As we have said earlier that in a sequence/order, items, events, or even ideas are 
arranged in the order in which they occur.  Read the above passage and fill in the 
chain given on the next page by adding events in a correct sequence? You may add 

Before any humans were on the earth,  when the world was the land of 
the animals,  a very long winter set in.  The sun did not come out for 
three years.  The air was always dark.  Thick clouds covered the sky. It 
snowed all the time. The animals were suffering very much from this 
long winter.  The lack of food was disturbing enough,  and the lack of 
heat made it all absolutely unbearable. They became greatly 
frightened.

The animals called for a grand council.  All the beasts, birds, and 
fishes of all sizes and shapes were invited.   At the grand gathering,  
all the animals quickly agreed that the most important thing to do 
was to find out what had become of the heat, for without heat their 
sufferings would never end.  Yes,  the heat must be found!  And it must 
be brought back again. They decided several quick and brave 
animals would go on a search mission to the upper world.  That's 
where they suspected the heat had been taken.  These are the 
animals chosen for the mission:  Lynx,  Fox,  Wolf,  Wolverine,  Mouse, 
and Pike (a freshwater fish). After much traveling far and wide 
through the air, the group finally found the hidden doorway that 
opened to the upper world.  Excited,  they all climbed upward to the 
world above.
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more links to the chain.

Read another interesting text about “Earthquakes”.  Read it carefully 
and then write how earthquakes happen in a correct sequence.

Example:   Plates slide against each other.

We have nearly come to the end of the unit. The last activitywill not only give you 
practice in recognising the sequence but will also create an awareness or realisation 
about what role should you play in making the environment friendly. 

.

Example:   Plates slide against each other.
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Few natural events are as destructive as an earthquake.  It usually 
strikes without warning giving off violent vibrations in the process. 
These vibrations not only shake the ground but also sometimes crack it 
open and then,  there is chaos,  for earthquakes have been known to wipe 
out cities and civilizations. 

How do earthquakes occur?  Well,  the earth is made up of many layers. 
The earth's crust or outermost layer is called the shell or crust.  It consists 
of seven huge slabs or plates. 
These plates slide against 
each other.  The places 
where these plates move are 
called “faultlines”. As a 
result of these movements, 
there is a release of energy 
in the earth's crust resulting 
in vibrations. The earth 
shakes and this shaking of 
the earth is  known as  
“earthquake”.

Animals called for a grand council.



Read a longer text about “Recycling”. 

  
1 Before you read it, consult a dictionary and write the meaning of the word 

“Recycle”.

2 Here are three key factors when thinking about how to recycle - The 3 r’s 
(reduce, reuse and recycle). Look at the three images below and then write 
what message each image is trying to convey to us.

 
“Recycle”
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3 What is in your waste or dustbin? What 
different items do you throw away as waste? 
Can you add to the following list?

Glass and plastic bottles

Batteries

Now read the text carefully:

Recycling is the process of collecting certain 
materials that we throw away as waste,  such as 
metal, paper, wood,  or plastic and turning them 
into new “recycled” products. Simply speaking, 
waste is anything unnecessary, rejected, extra, 
and useless. 

Recycle means to process old, used items so that 
the materials can be used to make new products.  
Examples of things that are often recycled are 
glass, plastic, newspapers, aluminium cans,  used 
motor oil,  and batteries. 

With recycle we come across two more words,  reduce and reuse.  Reduce refers to 
decreasing the amount of items or resources that we use,  that is we should only use 
the amount that is needed.  Reuse means using the products or materials again and 
again rather than throwing these away. 

A large percentage of people throw 
everything that they consider “rubbish” into 
one ordinary bin. The first step therefore is to 
train people to place items such as paper, 
bottles and cans, in separate bins. This is one of 
the most important steps for recycling because 
if people do not separate their materials then it 
will be very difficult to separate them and the 
materials will just be sent to the big trash or 
rubbish sites and will never be recycled.
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Answer these questions:

1 What is the first and most important step towards recycling?

2 In which step does categorizing or sorting out of the recyclable materials is 
done?

In Pakistan since there is a lack of 
knowledge about the importance of 
recycling materials, we see sanitary 
workers and young boys who sort the 
materials into groups, cleaning them 
and getting them ready to be recycled 
or sold to manufacturers who will turn 
the materials into new products. The 
s e c o n d  s t e p  t h e r e f o r e  i n v o l v e s  
grouping, categorizing or sorting out 
the recyclable materials and make 
them ready for the next step.

Manufacturing is the third step in the recycling process.  Today many products are 
made out of either total or partly recycled materials.  Many items you may see 
every day are made from recycled materials. Newspapers, tissue papers, 
stationery items,  plastic bottles and aluminum cans are not only made of recycled 
materials,  but they can also be recycled again.

The last step,  but certainly not the least, involves the purchasing of recycled 
products. When consumers purchase products that have been made with 
recycled material the recycling process is successful and encouraging and can be 
repeated.

In short...

Think carefully about what you use,  where it comes from,  and where it goes.  Try 
to reduce,  reuse,  and recycle if you possibly can and in that order!  Be a thoughtful 
consumer, not a careless one, and you will be doing your bit to save the 
environment.



3 What happens next? What is the next step after categorizing?

4 What is the last step? What is the role of the consumer in the last step?

Read the text carefully again. Fill in the diagram with relevant details 
from the above text. What happens at each step?

First Step

Second Step

Third Step

Final Step
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Unit 8
  

Vocabulary Development

Unit 8

Vocabulary Development
  

Shagufta SirajShagufta Siraj



 

  

Vocabulary is the number of words that make up a language. It may also be 
explained as the words known to a person or used by him/her to communicate in a 
particular language. We hear words every day from a teacher, a friend, a classmate or 
people around us. We also listen to different kinds of conversation on radio, television 
etc and read a number of words in books every day. The word “vocabulary” is not a 
new term for you because we have already discussed this term in unit 3 and 4 of 
Compulsory English 1 (386) while guessing the meaning of new and difficult words. If 
you recall those units, you will come to know that you have done activities relating to 
synonyms, homonyms, antonyms and guessing the meanings of words from their 
context. We shall not deal with them in this unit because you already have enough 
practice in these areas.

Words are not only important in written communication but in speech also. Speaking 
well is a requirement for good conversation.  The use of appropriate words in a 
situation makes our conversation effective and leaves a good impression on the 
listener.  In our daily life, we talk to several people including our relatives and friends, 
teachers and class fellows, neighbours and colleagues etc and use a lot of terminology 
depending on the purpose of communication. Even the least talkative amongst us 
feels the need to exchange at least a few words in a day. It is, therefore, essential to 
learn as many words as possible and have a good store of vocabulary.  Reading is one 
of the techniques that help us improve our vocabulary. There are several other that 
we shall discuss and practise in this unit.  

It is Saturday morning and something is happening next door.

  

the words known to a person or used by him/her to communicate in a 
particular language
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Here is a dialogue between two friends, Ahmed and Bilal, who are talking to each 
other about their new neighbours.  Listen to the dialogue carefully.

Ahmed: Bilal, what's all that noise outside?

Bilal Just a minute, let me have a look. ....... Oh! It looks as if a new family is 
moving in next door.  

Ahmed: Oh, it's a bit early, isn't it? Ah well I guess we'd better get up.

Bilal: It's amazing how quickly the houses are selling around here, the Khans 
only put it on the market a month ago.

Ahmed: Where did they move to?

Bilal: I think they were buying a two-storey house in Lahore.

Ahmed: Sounds nice. I hope the new family will be nice.

Bilal: Well, I was speaking with Mr. Khan last week. He told me that the new  
family who has bought this house is a young couple with two daughters. 
They liked the house because it was near to their daughters' school.

Ahmed: Two daughters! That will please my daughter Eman.

Bilal: Ha! Maybe we'd better go next door and say hello.

Ahmed: Yes, and may be we'd better start thinking of selling too. I'd like a two-
storey house in Lahore as well!

Bilal: Hmm.

Did you notice how Bilal and Ahmed used the following words when they 
were talking to one another. 

                           
 next door, amazing,  selling,  a two-storey house, sounds nice

Now listen to the dialogue again and mark the statements as True / False.
 

Ahmed:

Bilal

Ahmed:

Bilal:

Ahmed:

Bilal:

Ahmed: 

Bilal:

Ahmed:

Bilal:

Ahmed:

Bilal:

 next door, amazing,  selling,  a two-storey house, sounds nice
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Example:
Its Sunday afternoon.
a      True 
b      False

  

Answer:  False 
  

1 There is a lot of noise.
a       True
b       False

  

2 The noise is coming from upstairs.
a       True
b       False

  

3 The new family is moving out.
a       True
b False

  

4 Ahmed and Bilal are walking.
a      True
b False

  

5 A lot of houses in the area are for sale.
          a True

b False
  

6 The Khans have bought a single-storey house.
a True
b False

  

7 The new family is a young couple with two daughters.
a True
b False

  

8 Ahmed wants to have a two-storey house in Jhelum. 
a True
b False

  

9 They liked the house because it was cheap.
           a True

b False

Example:
Its Sunday afternoon.

1 There is a lot of noise.

2 The noise is coming from upstairs.

3 The new family is moving out.

4 Ahmed and Bilal are walking.

5 A lot of houses in the area are for sale.

6 The Khans have bought a single storey house.

7 The new family is a young couple with two daughters.

8 Ahmed wants to have a two storey house in Jhelum. 

9 They liked the house because it was cheap.

-

-
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Different Ways of Developing Vocabulary:

You can develop your vocabulary in a variety of ways. Some of them are 
given below:

  

Playing with words

 Play word games such as Scrabble and crossword puzzles. These games and so 
many other games are available in the market as well as in the newspapers. 
You can also find them on the computer. Some Electronic Dictionaries also 
have built-in word games. 

                   
                     

 Looking up words in a dictionary

Always keep dictionary in your bag. It will help you finding out the meaning 
of any difficult word you don't know. 
 

Different Ways of Developing Vocabulary:

Playing with words

 Looking up words in a dictionary

ScrabbleScrabble Electronic DictionaryElectronic Dictionary
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  Making up as many associations and connections 
as possible 
When you say a word aloud it gets stored in your 
audio/hearing memory. Try to relate the new 
word to words you already know, for example, the 
word “gargantuan” which means “very large”, has 
a similar meaning to the words gigantic, huge, 
large, etc. 

  
To learn this new word you can make a sequence 
in your mind such as: 

  

small, medium, large, very large, 
gargantuan

  

Practice, practice, practice 
You cannot learn a new word on hearing 
or coming across it in any text for the first 
time. You might have observed that you 
forget such type of words very quickly. 
You need to repeat or practise the word 
10 to 20 times a day because repetitions 
really make a word a part of your vocabulary. As soon as you learn a new 
word, start using it. 

Improving  context skills 
A great majority of words can easily be learned from the context or situation 
as we have already discussed in Compulsory 
English 1 (386). The more you read the more 
you can guess the meaning of a word easily 
through it's context. Pay close attention to 
how words are used in different 
contexts or situations.

Read,  Read,  Read 
Since most of the vocabulary is 
acquired through the context;  
the more words you are exposed 
to,  the better vocabulary you 

Making up as many associations and connections 
as possible 

“gargantuan” “very large”

Practice, practice, practice

Improving  context skills 

Read,  Read,  Read 
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will have. While you read,  pay attention to 
the words you do not know.  First, try to find 
out their meanings from their context, if not, 
consult a dictionary or discuss with somebody 
who could help you.  The important thing is to 
read and listen to a variety of material so that 
you are exposed to many new words. 

  

Types of Vocabulary 

Let us now have a look at some types of vocabulary 

Receptive vocabulary
It refers to the vocabulary that we come across in everyday life.

For example:
Words relating to daily routine, family,  food,  clothing,  work etc. 

Productive/ Expressive vocabulary
Productive vocabulary includes words that we use when we speak or write. 
This type of vocabulary generally needs greater knowledge and 
understanding than receptive vocabulary. We find such vocabulary in 
textbooks, newspapers, etc.

We can study vocabulary in different ways. Let us have a look at these different ways 
of studying vocabulary. 

Study the meanings of words 
Many words have several different 
meanings in different contexts. You 
have already done activities relating to 
words and their specific meanings in 
unit 3 and 4 of the Course 386.  
Continue the same practice to further 
improve your vocabulary. 

Study the use of words
Study the words in different contexts. 
Then try to make sentences with the help of newly learnt words. Use these 
words in different contexts.

Types of Vocabulary 

Receptive vocabulary

For example:

Productive/ Expressive vocabulary

Study the meanings of words

Study the use of words
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Study the root words, prefixes, suffixes
Studying these will help a lot in adding to your vocabulary.  

In this unit we shall deal with:

Prefixes, Suffixes and Root words which will help you learn new words 
The word map  

  

Prefixes and Suffixes
Look at the word consider in the diagram. It is the root word and is surrounded 
by different prefixes and suffixes. The use of these prefixes and suffixes, in 
different order, with the root word consider, can form a number of words.

  

  

A prefix is a part of a word which is added to a root word in the beginning.   
Adding a prefix can change, or even reverse, the meaning of a root word for 
example: belief  disbelief. Here dis is a prefix.  A  number of prefixes have the 
same, or nearly the same meaning. 

  

Examples:
  

 dis, un,  im and in all have the same meaning i.e, “not” or “the opposite of.” 
  

dis honest
impossible

Study the root words, prefixes, suffixes

Prefixes and Suffixes
consider root word

prefixes suffixes prefixes suffixes
consider

dis prefix.  prefixes

Examples:
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PrefixesPrefixes Root Word Root Word Suffixes Suffixes

un-                                           
-ing

          re-

-ed

considerconsider

     in- -able
-ate

-ation



Here is a chart which has some prefixes and their meanings. You will notice in the 
example words how the prefixes change the meanings of the words they are attached 
to. Learning these prefixes can help you understand the unfamiliar words.

In the above chart you must have noticed that certain prefixes such as dis, un,  im and 
in change the meanings of the words they are attached to and give them opposite 
meanings, as mentioned earlier.  

The newly formed words with opposite meanings are called antonyms. Let us 
consider the first two words from the chart, natural and happy. The opposite of 
natural is unnatural similarly the opposite of happy is unhappy.  In this case, 
unnatural is antonym of natural and unhappy is antonym of happy. We shall 
practice making a few more antonyms using prefixes in Activity 3 as well.  

dis un im
in

antonyms
natural happy

natural unnatural happy unhappy

Activity 3 .
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Prefixes
that 
reverse
meaning

unnatural
unhappy

inconsiderate
intolerant

illegal
illogical

immoderate
imbalance

irregular
irreplaceable

not natural 
not happy

not considerate
not tolerant

not legal
not logical

not moderate
lacking balance

not regular
cannot be replaced

CategoriesCategories PrefixesPrefixes WordsWords MeaningsMeanings

un-means “not” orun
“the opposite of”

il-means “not” or il
“the opposite of”

im-means “not” orim
“the opposite of”

Prefixes
that show 
relations

prepay
prearrange

postdate
postpone

submarine

subway

to pay in advance
to arrange before hand

to assign a later date
to delay until a later time

an underwater boat

an underground way
or passage

pre-means “before”

post-means “after”

sub-means “below”

or “beneath”

pre

post

sub

or “beneath”

-

-

ir-means “not” 
“or the opposite of”
ir

in-means “not” orin
“the opposite of”



Can you match the following prefixes with their root words? Consult the 
dictionary after doing the activity or go to the key section.

You must have come across the cross word puzzles while reading books, 
magazines etc. These cross word puzzles are used to form new words, their 
antonyms and synonyms with the help of clues or hints. Crossword puzzles are 

therefore a very useful and interesting source of learning and developing 
vocabulary. Let us see how.

Here is a list of few words.  Look at them carefully and write the antonyms 
of these words in the crossword puzzle given below. Clues for the correct 
words are given in the boxes. You just have to use the right prefix for 

making antonyms. Do not worry you just have to make a few words. The rest have 
been done for you.
  

Example:
  

Import,  export  
  

Example:

Im ex
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Prefixes

un

im

ir

in

non

Prefixes Root words

responsible

important

complete

issue

personal

Root words



Across Down

1 important 2 peacefulness

4 pro-American 3 export

7 encourage 5 descend

8 internal 6 legible

9 include 10 smoker

11 complete 12 to spell a word correctly

13 emigrant

Suffixes
 
Suffix is a part of a word or a group of letters which is attached to the root 
word at the end.  Like prefixes, suffixes change the meanings of root words 
and just like prefixes, they can have more than one meaning.  Suffixes can 

also change the part of speech of the root word. 

For  example: 

Adding the suffix  “ness” to quick (an adjective) changes it into quickness (a noun). 

Adding “ly” to quick makes quickly (an adverb).

14 regular

Across Down

“ness” quickness

“ly” quickly

Suffixes

For  example: 
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1U 2 N                  
 O              

3 I    
4   A N T I - A M E R I C 5 A N   M    

           
S 

      
6 I 

 
V  

         
C 

      
L 

7 D I S C O U R A G E  
8E       L 

 
O 

         
N 

      
E 

 L      
9E X    D E      G 

   
10 N               I 

11 I N C O               B 

 C  N        
12  M I S S P E L L 

 
E 

 -               
E 

   
S 

               
 

13   I M M I G R A N T          
   

O 
               

   
K 

               
14   I  R E     R           

   
R 

               

A

X



An adverb is a word which tells about an action/ verb. It tells how the action has been 
undertaken/ done.

For  example:

He ran quickly to open the door.
  She wept bitterly on her failure.                                             

You can build your vocabulary by learning the use of suffixes that are attached at the 
end of root words. The following chart shows examples of a few suffixes. 

Root words    
  

At least half of the words in English language are derived from Greek and Latin 
Languages. A root word is the main word that carries the main meaning. Sometimes it 
is a complete word and can exist on its own,  such as in the word “unbelievable” where 
believe is a root word, un is a prefix and able is a suffix. 
  

Knowing the meanings of root words usually help us find out the meanings of 
unfamiliar words.

For  example:

Root words    

quickly
bitterly

root words

“unbelievable”
believe un able

Knowing the meanings of root words usually help us find out the meanings of 
unfamiliar words.
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Categories
  

suffixes that 
mean “one
who does 
something”

suffixes that
mean “full of”

suffixes that 
mean “in the 
manner of” 

Categories Meanings
  

one who works
one who sails
one who is employed
one who plays the piano
one who sells medicine
one who practices medicine
one who is in politics

one who has beauty
full of wonder/some quality

full of anger
full of courage

in the manner of being happy
in a secret manner 
in a rude manner
in a nice manner

MeaningsWords 
  

worker
sailor
employee
pianist
chemist
physician
politician

beautiful
wonderful

furious
courageous

happily 
secretly
rudely
nicely

Words Suffixes
  

-er, -or

-ee
-ist

-ian

-ful

-ous

-ly

Suffixes



A few words are given below. Read them carefully and underline the root 
words. Think about the meanings of the root words.

For  example:                       Here zip is the root word

1 unloading
2 disappointment
3 unfriendly
4 beloved
5 uneasy
6 dishonestly
7 homeless
8 rethink
9 disregard
10 disinterested

Now identify prefixes and suffixes in the same words. The first one is done 
for you.

For  example: 

unloading     un is the prefix      load is the root word     and ing is the suffix

We are now giving you a few roots and a suffix ant to add to these roots 
and make complete words. Let us see what new root words you can make 
with this suffix.

For  example: zip

For  example: 

un load ing

ant
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 unzipped zip

 Prefix Suffix

Root word

suffix
ant

suffix
ant

1.
 brilli__

1.
 brilli__

3.
 ignor_

3.
 ignor_

2.
 obedi_

2.
 obedi_



Write down the complete root words in front of the numbers given below.
  

1 brilli   ________
2 obedi ________
3 ignor  ________

The words you have just made are adjectives. Adjectives are describing 
words. They tell more about a noun. You have already learnt about 
adjectives in unit 4 of Compulsory English I ( 386 ) so we need not go into 

details here.

Look at the words again which you have made in Activity 6, with the help 
of suffix ant.  Now try to use these words in sentences of your own to make 
their meanings clear.  Follow the example.

Example:             Important  
  

Sentence: It is important to take care of your health especially in winter season.
  

1 Word:___________
Sentence:__________________________________________

2 Word:___________
Sentence:__________________________________________

3 Word:___________
Sentence:__________________________________________

Here is another activity which is similar to Activity6. This time let us try 
another suffix ly. If you add ly to the following roots you can have adverbs.  
Adverbs are the words which tell us how an action took place. In other 

words, an adverb describes a verb as an adjective describes a noun, for example, 
quickly, slowly, honestly etc. 
                                            
1 bitter    _________

2 clever  _________

3 correct_________

words Activity 6
ant

Example:             Important  

 important

ly ly
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1. bitter_1. bitter_

2.clever_2.clever_ 3.correct_3.correct_

ly



Now use these words in sentences of your own to make their meanings 

clear. Follow the example.

Example:
  

Slowly:       Salma was walking slowly on the road. 
                                                                                                                                  
Definitions of some words are given below. In front of each definition the 
word is written but the word is incomplete. You have to add either a prefix 
or a suffix as indicated to each of these words keeping in view the given 

definition of the word.
  

Example:
  

Definition:   in the manner of being not perfect
Word:     perfect          (im is used as a prefix)            imperfect
  

Definition    Word 
1 in a secret way secret _ _ 
2 which is not correct _ _ correct
3 not practicable _ _  practical
4 to delay an event _ _ _ _ pone
5 which is not complete _ _ complete
6 one who does not have home home_ _ _ _
7 full of pity and forgiveness merci_ _ _ _
8 without any value worth_ _ _ _

Look at the following incomplete exchanges.  Fill in the blanks by using 
appropriate suffix along with the word given at the top of each 
exchange. The suffixes are given in the table.

  

ous, able, ion, ment, un, ance
  

1 avoid
A:  The whole problem was________. Why didn't you do something?
B:   I know. I feel so bad.

  

2 cure
Patient:   Doctor, is the disease________________?
Doctor:   But you must take this medicine for the next two months.

  

Example:

Slowly: 

Example:

Word: im

Definition Word 

avoid

cure

  

  

im
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3 danger
A:  Why are you putting cream on your face and arms?
B:   Because exposure to the sun can be danger________.

  

4 prevent
A: I don't think the school is doing enough for the prevent  ___of the disease.
B: Madam, I promise you we are doing all we can.

  

5 treat
Patient:  Doctor, where will I have to go for this ___________?
Doctor:   We'll be able to take care of you at the local hospital.

  

6 assist
Boss:  Waseem,  I need your assist__________in doing this task.
Waseem:  Sure, I am always available.

                               
Here is a story 'CLEVER MIRCHU'. In this story you will find many words/roots with 
prefixes and suffixes attached to them. Read the story carefully. It is an interesting 
story. 
  

Clever Mirchu
  

A woodcutter and his wife lived in a village. They had seven children, all of 
them were boys. The woodcutter and his wife were so poor that at times they did 
not know where to get money to buy food for their children. The children were 
growing so fast that they always felt hungry. The youngest son, however, was the 
one who caused his parents the utmost anxiety. It is true that he did not eat much, 
but this was because he was so small. Indeed, when he was born he was only the 
size of a pepper, and that was why he was named Mirchu.

Once it so happened that there was no 
rain for months. A great famine spread across 
the land and the wood-cutter soon had nothing 
to give to his family. He was very unhappy. All 
the savings were gone and there was nothing 
left to eat. It was impossible to survive under 
such circumstances. The woodcutter made a 
plan that he should leave his children in forest. 
May be some rich man would find them and 
take them to his home. He was sure that he 
would take better care of them. He shared his 
thought with his wife.

danger

prevent

treat

assist

Clever Mirchu
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The poor wife cried and cried. She was speechless. She thought it was an 
improper act. But, at last, as the night wore on, she agreed to her husband's ruthless 
plan. After all, she could not see her children die of hunger. She thought and 
thought, but no other plan came to her mind. She wished, she had only three 
children instead of seven. They would not have been underfed and brought up 
nicely. The little Mirchu heard every bit of what they said. He considered the plan 
unwise and impracticable.  For a long time he lay thinking what would be the best 
thing to do. As soon as it was twilight, he got up quickly and crept out of the 
cottage and off he ran to the forest. He filled his pockets there with small white 
stones. Then he ran back to the house and was in bed again all quiet and 
pretending to be fast asleep when his mother called him. 

His mother told the boys to go to the forest to help their father gathering 
firewood, for there was no money left to buy any food. The forest was dark and 
lonesome but the woodcutter knew every bit of it so well that before long they 
were right in the deepest part of the forest. He asked the boys to collect all the 
branches and tie them into small bundles. While the boys were gathering as 
many sticks as they could the woodcutter nodded to his wife and the two of them 
just left hurriedly.. 

After sometime when the boys finished collecting fire woods they found 
their father missing there. They began to shout and call for their father. They really 
felt frightened and began to cry bitterly. Then the clever Mirchu told them the 
way home. All they had to do was to follow the path of the white stones. These were 
the stones which he had collected last night and dropped them one by one on the 
way. So Mirchu led his brothers through the deep forest until they reached the 
cottage. When they were standing outside the cottage they heard their parents 
crying for them because when the woodcutter and his wife arrived home early 
that day they found ten silver coins waiting for them. This was in payment of a debt 
that they had long forgotten about. At the sight of so much money the 
woodcutter's wife wept for joy. But when she remembered her sons would have 
been eaten mercilessly by the wolves in forest she began to weep. What use was 
that money to her now, she thought. 

This was all Mirchu wanted to hear.  He was getting impatient.  He pushed 
the door open and ran fast to his mother.  His brothers followed him too. 

“Don't cry mother.  We are all here.  All safe and sound.”

What joy and happiness there was in the woodcutter's cottage that night 
and what a feast they all had as they sat around the table!  The woodcutter,  his 
wife and all their seven sons lived happily ever after. 
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Read the story 'Clever Mirchu' once again. Here we have made two 
columns; one for adjectives and the nouns they describe and the other 
for adverbs along with the relevant verbs used in the story. We have 

already filled in the two columns by two examples of each. You have to 
add to each of these columns by finding at least 3 more adjectives, nouns, adverbs and 
verbs from the story.      
                                            
  

 Adjectives   Nouns Verbs           Adverbs

 poor               wife  growing fast
great          famine lived happily

Now  go through the story once again and identify 5-10 such words 
which either have a prefix or a suffix or both attached to them. 

  

Examples:

Grow            -ing    suffix Improper      im-            prefix  

Young         -est     suffix               

Anxie          -ty       suffix             
  

1 _______________ 6    _______________ 

2 _______________ 7   _______________

3 _______________ 8  _______________

4 _______________ 9      _______________ 

5 _______________ 10 _______________

Try rewriting the story replacing the adjectives, nouns, adverbs and verbs 
in the above story with your own. You can add some more details if you 

want to.

Adjectives   Nouns Verbs           Adverbs

ing im

est

ty

  

Examples:

- -

-

-
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Word Mapping

Look at the above diagram.  This diagram tells us about word mapping technique 
which can be very helpful in developing vocabulary. It shows that whenever we 
think of a certain word, the first thing that helps us understand the word is its 
definition. Once the meaning of the word is clear, we can associate or 
compare/contrast it with other similar words. In this way many related 
words/vocabulary items come to our mind some of which are the synonyms (words 
with same meaning) and some are antonyms (words with opposite meaning) of this 
word. Some words are not directly related to this word but there is a very close 
association between the two and whenever we think of one the other automatically 
comes to our mind, for example, Winter is associated with cold weather, sweaters, 
coats, heaters. Whenever we think of winters we remember gajar ka halwa,  nuts and 
many other nice things that keep us warm during the winter season. Similarly, Spring 
season has its own associations. We can  draw a picture of the word in our mind which 
will always help us remember the meaning of the word. We can also use the word in 
sentences of our own .

Let us have an example of the word decision. There are so many things which come to 
our mind when we think of this word.  In this way we can add a number of words to the 
word decision.  

Word Mapping

decision

decision
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VOCABULARY WORD

(antonym) draw a picture

use in a sentence
OR

(definition)

(synonym)

think talk doubt

committee sure

director decision decision regret

wonder judge

discuss 
mistake 

parliament



Similarly the family of the word city can be shown with the help of the following 
word map. You may find this word bank very common to every city. Let us see how the 
family of the word city has been arranged. 

Can you now think of your own city and write a short paragraph using  
the word map on The  city.

Let us now consider another example. This time it is the word Television. 
The words that generally come to our mind when we think of television 
are: 

Television 

entertainment favourite  programmes education

pictures world information            great  invention

magic box news                          dramas                   stories

Draw a word map  of the word television with the help of the given words, similar to 
the one given above on The city.  You can 
add more associated words if you like.

Now here is a paragraph 
written with the help of the 
above words associated with 

television. See the meanings of the difficult 
highlighted words in your dictionary. If you 
do not find a word in the dictionary do not 

city
city

The  city.

Television

Television 

The city. 
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Shops

butcher’s, baker’s, grocer’s,
supermarket, departmental store, etc.

hospital, library, city hall,
schools, parks, police station, 
etc.

bankers, shop keeper, taxi driver,
librarian, pedestrians, etc.

bus, rickshaw, bicycle,
bike, taxi, car, etc.

People Transport

The cityThe city

Buildings



worry, go to the key section of your book. This is time you learn some difficult words as 
well.

Television is one of the marvellous inventions of science. Indeed it is a magic box. 
Pictures and images flick across the screen and delight the viewers. The world of 
news and entertainment is moving very fast. Television and radio have come to 
stay in our lives.

  

Television programmes in general and drama in particular have always 
fascinated me a lot. I should frankly admit that up to class VIII, I had spent much of 
my time watching different programmes. But now I am selective and see only 
what suits my taste. What I like the most on tv is “The World of Nature”. No other 
programme can be that wonderful. Each programme on nature, animals and 
landscape gives me a glimpse of the beautiful world. I feel like discovering the 
world in which I live. I feel I know very little of the vast world of wonderful forms. 
“The World of Nature” programme gives me a lot of information and 
understanting. Creation of so many moving objects is one of the sure signs of 
Allah Almighty. “The National Geographic” programmes on tv always bring to 
me a new glimpse of natural beauty. I love it. It is amazing indeed.

As mentioned earlier, a picture can always make us remember the 
meaning of a word and is a good source of vocabulary development. It is 
an easy way to learn new words. Below is the picture of a rose  and some 

related words that come to our mind on seeing a rose. First, draw a word map 
including all related ideas and then using the same words, write a brief paragraph of 
5-7 lines on the importance of flowers in our life.

marvellous
flick across

fascinated frankly 
selective

 
landscape

glimpse amazing
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We can use the same technique in describing things and people around us.  Try it and 
you will see how quickly you can be a good writer and a good speaker. Remember, 
good writing and speaking involves the use of good terminology and we are sure by 
practicing some of the above techniques, very soon, you will have a good store of 
vocabulary items.
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Introduction to Poetry
  
In this unit we will give you information and practice to understand “poetry” and how 
to enjoy listening, reading and understanding poetry. We will briefly introduce you 
to poetry and the three important elements, features or poetic devices of poetry 
which are:

Rhyme

Alliteration

Imagery

Before we go on to learn about poetry, here is a brief definition of “Literature”:

The following are some of the main kinds of literature:

In this unit, we will focus only on poetry. 

  

Introduction to Poetry
  

“poetry”

“Literature”

What is literature and why do we 
read or study it?

• Literature is a composition that tells a 
story, dramatizes a Situation, 
expresses emotions, encourage ideas. 

• It helps us grow personally and 
intellectually.

• It provides us with information and 
enjoyment.

• It shapes our personalities 

Novel
  

  

Kinds of 
literature
Kinds of 
literature

  
Drama

Poetry

  

Prose   
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 Try and answer these questions before we begin to learn about poetry.

What is poetry?

2 Name any five living poets in any language, Urdu or in any regional 
language.

3 Do you have a favourite poet? Who?

4 Do you remember any one poem that you like. If you remember any lines from 
it, write them down.

5 Have you ever written a poem yourself? Why or why not?

6 Have you ever heard poetry read live (Mushaira)?

Poetry is a kind of creative or imaginative writing. Poetry is set out in short lines that 
form stanzas. Most poems have words that are put together in rhyme and alliteration 
that create rhythm or beat or music. Poems are written with words chosen for their 
sounds and beauty as well as their meaning. A poet shares experiences or strong 
feelings with readers. 

Poets use language to suit their needs, to express their ideas in a creative and 
imaginative way. The language poets use is called “poetic devices”. There are many 
poetic devices or special language features poets use, but it is not possible to explain 
every poetic device in this unit. Therefore, we will only give a very brief introduction 
and practice of a few of them. 

1

  
What is Poetry?What is Poetry?

“poetic devices”
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Let us begin by telling you a very important feature of poetry. It is the “Rhyme”

A“rhyme” is a feature of a poem or verse that has similar sounds, especially at the end  
of lines. When we read poetry we find it melodious or musical. Why?  Because poems 
have:

Rhyming words which are one of the most important features or elements of 
poetry.

Rhyming words are those that sound alike and create music and rhythm in 
poetry.

Poets create this melody or music with the help of rhyming words. 

Rhyming poems are mostly found in children's literature.

The basic function of rhymes is to create a pleasing sound effect. 

The choice of the sounds repeated in the rhymes can contribute to creating 
the tone and mood of the poem.

 Let us now do a few activities that will help you further in understanding 
what “rhyme” is in poetry. Read the following examples of rhyming words 

and then add two words to each of the word.

Example:

Earth,  Birth, Worth

 . 

What is Rhyme?

“Rhyme”

“rhyme”

Example:

th th th

What is Rhyme?
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Rhyming Words

They usually end in the same last few letters.

Words that rhyme sound the same at the end.



Treasure, Pleasure, Leisure 

A

1 Moon    ______, ________, _________

2 Bough ______, ________, _________

3 Stream ______, ________, _________
  

B
  

Which of the following pairs of words do not form a rhyme? 
  

1 Braid  Brass

2 Boast  Toast

3 Map Mop

4 Drink Pink

5 Perform Person

  
Read a short poem and underline the words that rhyme.

  

I met a little cottage girl,

She was eight years old, she said;

Her hair was thick with many a curl

That clustered round her head.

Now listen and read a longer poem and underline the words that rhyme 
with each other.  

Recorded text  14

A

B

 do not
  

Recorded text  14
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Mirror Mirror                             

Mirror, mirror, by the sink,   
tell me what you truly think.
Am I fat or am I thin?
Will I lose or should I win?
Am I short? Perhaps too tall?
Are my ears a bit too small?
Is my nose exactly right?
Do I have an overbite?
Am I weak or super strong?
Is my hair too short or long?
Am I smart or rather dumb?
Can you say what I'll become?
Am I nerdy?  Am I cool?
Am I awful? Do I rule?
Am I great or do I stink?
Mirror, mirror by the sink.

Look at this picture and write two 
rhyming lines about this picture.

Read the following poem. First 
underline the words which 
rhyme with each other. Then 
practice writing your own 

poem on the same theme, but changing the 
rhyming words.

Hello! Hello! Hello! Hello! Hello! Hello!
My name is Babbles Bizarre. My name is 

I like to call my friends, I like to __________
To see how they are. To see ___________
Sometimes they are near. Sometimes ________
Sometimes they are far. Sometimes ________
I keep all their numbers, I keep____________ 
Here in my secret jar. Here in my ________

Mirror Mirror                             
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“I Am” poem is a good way to focus on your own description. Write a 
poem following the hints/cues given in the brackets. Please take care to 

add words that rhyme with each other.

212

1 I’m (two special characteristics)

2 I hear (an imaginary sound) 

3 I see (an imaginary sight)

4 I want  (an actual desire) 

5 I’m (restate the first line)

6 I feel (an imaginary feeling) 

7 I touch (an imaginary touch) 

8 I worry (troubles, concerns)

9 I cry (makes you sad) 

10 I’m (restate the first line)

11 I dream (dreams, desires) 

12 I try (your efforts) 

13 I hope (your hopes, expectations) 

14 I wish (your desires)

15 I’m (restate the first line)



Now let us move on and talk about another feature of poetry, it is 
“Alliteration”.

What is Alliteration?

The repetition of same letter or sound is called 
alliteration.  Alliteration is a strong feature of 
poetry. It is used to add or create sound 
quality to the poem. 

Season of mists and mellow fruitfulness,
Close bosom-friend of the maturing sun. 

  

We can notice alliteration everywhere.  Read these phrases that we frequently hear: 

sink or swim do or die

more the merrier poor but proud

hale and hearty green as grass

live and learn bigger and better

pretty in pink sweet smell of success

dime a dozen back to  basics

All these phrases have repetitive letters and sounds and are therefore examples of 
alliteration. 

Read the two lines from the famous English 
poet, John Keat's poem "To Autumn" and 
notice the repetition of the [s] and [m] 
sounds:

“Alliteration”

S s m s s m ss
s s m m s

What is Alliteration?
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You must have come across labels, names of stores, etc. that use alliteration, for 
example:

Best Buy

Dunkin Donuts

Ayesha's Apparel

Bed & Bath

Him & Her

Swatch Watch

Mickey Mouse

Donald Duck

Alliterations are frequently used in news headlines, business names, literary titles, 
advertising, and nursery rhymes.

Advertisement: Add some Magic Masala Mix to your food…. 

Nursery rhyme: Daddy's Gone Hunting
Bye, baby bunting,
Daddy's gone hunting,
Gone to get a rabbit skin
To wrap baby bunting in.

News headlines: Weather Worries
Drenched by Downpours
Fatal Fire
Caught on Camera

Read some selected lines taken from different poems and notice alliteration or 
repetition of letters and sounds in the following lines:

The moan of doves in immemorial elms,

And murmuring of innumerable bees.

Advertisement:

Nursery rhyme: Daddy's Gone Hunting

News headlines:

m mm m m

m m m
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And sings a solitary song that whistles in the wind.

She left the Heaven of Heroes and came down to make a man to meet the 
mortal need

A man to match the mountains and the sea

The friendly welcome of the wayside well

Identify the alliteration in the following examples:

1 Ali's aunt ate apples and acorns around August.

2 The cute cat clawed the couch, creating chaos.

3 Dani's dog dove deep in the dam, drinking dirty water as he dove.

4 Mani's microphone made much music.

5 Nomi's nephew needed new notebooks now not never.

6 Sara's seven sisters slept soundly in sand.

7 Tony took tons of tools to make toys for tots.

This activity will teach you how to write with alliteration, that is 
repeating the same letter sound at the beginning of two or more words 
in a sentence. Follow the instructions given below:

1 Here is a word "cat". Think of an adjective that begins with "k" sound. 
Something that describes the cat that begins with a "c"  or "k". . So what 
words or adjectives did you add to the word “cat”? 

2 Think of a verb that begins with  "k" sound. What does the cat do?

3 Think of an adverb  that begins with the letter/ sound "k." How did the cat 
do it?

    

Noun Adjective Verb Adverb
Cat:  cute crawl carelessly

s s s w s w

H H m m m
m

m m m

w w w

Think of an adjective 

Think of a verb

Think of an adverb 

Noun Adjective Verb Adverb
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Now here are some more nouns. Following the above example, add 
suitable adjective, verb, and adverb to each noun.
  

Nouns Adjectives Verbs Adverbs

1 Teacher _______ _______ _______

2 Dish _______ _______ _______

3 Tiger _______ _______ _______

4 Flower _______ _______ _______

Robert Frost used alliteration in his famous poem, “Nothing Gold Can 
Stay”. Listen and read the poem and notice the repetition of the 
sounds or alliteration. Can you find the examples of alliteration?

Nature's first green is gold,
Her hardest hue to hold.
Her early leaf's a flower;
But only so an hour.
Then leaf subsides to leaf.
So Eden sank to grief,
So dawn goes down to day.
Nothing gold can stay.

We can also find alliteration in “tongue-twisters”. What is a tongue 
twister? Tongue Twister is a phrase or sentence which is hard to speak fast, 
usually because of alliteration or a sequence of nearly similar sounds.

Tongue twisters are sentences containing alliteration. To get the full effect of a 
tongue twister you should try to repeat it several times, as quickly as possible, 
without stumbling or mispronouncing. 

Tongue Twisters are great fun! Can you repeat the following tongue twisters 
atleast five times without stopping?
  

She sells seashells on the seashore.

Peter Piper picked a peck of pickled peppers.

Nouns Adjectives Verbs Adverbs

We can also find alliteration in “tongue twisters”

Tongue twisters are sentences containing alliteration

Tongue Twisters are great fun

-
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Black bug bit a big black bear.

Sally sang songs on Sundays.

Every language has its own tongue twisters. Here is one funny tongue twister in 
Urdu.  Read it and notice the alliteration.

Nazar ney nazar ko nazar bhar key deykha, Nazar ki nazar ko nazar lag gai.

  
  

Listen and read an interesting poem which is actually a tongue twister: 

Betty Botter by Mother Goose
Betty Botter bought some butter,
but, she said, the butter's bitter;
if I put it in my batter
it will make my batter bitter,
but a bit of better butter
will make my batter better.
So she bought a bit of butter
better than her bitter butter,
and she put it in her batter
and the batter was not bitter.
So 'twas better Betty Botter
bought a bit of better butter.

Now let us move on to a new point, it is “Imagery”. 

What is Imagery?

Imagery is another important poetic device that a poets often use in their 
poems. A poet creates images in our minds through words and these words 
or images appeal to our five senses: 

Sense of smell

Sense of sight

Sense of touch

Betty Botter by Mother Goose

What is Imagery?

Imagery
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Sense of sound

Sense of taste
 

Imagery means “Pictures” which poets create in our mind’s eyes, ears, nose, tongue, 
skin by using poetic language. Poets use sound words, words of colours and touch 
that  appeal  to  our  senses  and  make  us  enjoy  poetry.

Listen and read a simple poem titled “My Five Senses”.  As you listen 
to it, add appropriate words that excite any of your five senses in the 
given columns.

My Five Senses
I can see

Trees and grass,
The sun and sky;

I can taste
Chocolate ice cream,

Apple pie;
I can hear

Music, laughter,
Words you said;

I can smell
Perfume, flowers,

My Five Senses

Then with cracked hands that ached

from labor in the weekday weather...

from “those Winter sundays”
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Baking bread;
I can touch

Silk and velvet,
A baby's skin;

What a wonderful
World I'm in!

Eva Grant

Read this short but beautiful poem and notice how the poetess uses images that 
create pictures in our minds.

Taste Taste Touch Touch Sight Sight Smell Smell SoundSound
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Who is this “I” in the title of the poem? Yes that's correct! “I” is the 
poetess herself. She is the speaker in the poem. The poem is a 

celebration of nature.  Read the poem very carefully again and write why the 
poetess  says:

“The sun, my heart”?  Well,  she gives us an image that it is the light from the sun 
which gives us warmth and heat.  It gives us life,  sunlight,  makes our hearts beat 
and it is exactly like a human heart,  if the heart stops to beat we are dead.

Write what images do the following lines create in your mind?

1 The moon, my mind.
2 The stars, my dreams.
3 The air, my breath.
4 The rivers, my blood.
5 The trees my limbs.
6 The grass, my hair.
7 The earth, my body.

Read another interesting poem. After reading the poem, can you 
answer the questions that follow:

With my eyes, I can see
Robins nesting in the trees

I see and hear, and smell, and taste, and touch
 With my senses I learn so much

With my ears, I can hear
Distant noises and sounds quite near

With my nose, I can smell
Fragrant flowers in the dell

With my mouth, I can taste
Doughnuts, which are chocolate glazed

With my hands, I can feel
bananas with a slippery peel

what images do the following lines create
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What does the poet:
  

1 See with  eyes? Can you add three more things, can be beautiful and ugly 

that you see around you?

2 Hear? Can you add three more things that you hear around you?

3 Smell? Can you add three more things that you smell around you?

4 Taste? Can you add three more things whose taste you like or dislike?

5 Feel? Can you add three more things that you can touch or feel?

Here is another poem. Read it carefully and then answer the 

questions that follow. You might find these questions difficult to 

answer, therefore,  we would advise you to ask your tutor to help you.

1 What suitable title would you like to give to the poem? 

2 There are two stanzas in the poem. Can you write what is the main image in 

stanza 1 and the main image in stanza 2?

3 Are the images given in both the stanzas same or they are different or 

contrasting? How?

4 Read stanza 2 again and write a short 5-8 lines paragraph describing the 

images that the poet is trying to create in our minds?

5 What kind of words the poet has used that strike our senses?  For example:

Can you identify some other such images that attract any of your other 

senses?  
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“Tree branches glisten white”, attract our sense of seeing.

We have come to the end of the unit. In this unit we briefly introduced you to 
poetry and the three important elements, features or poetic devices of poetry 
which are rhyme, alliteration and imagery.

We have tried to give simple explanations and lots of activities. We hope that you 
have understood the explanations and have done all the activities. We are sure 
that now you can understand how poets exploit or use these poetic features to 
create beautiful poems that we all enjoy reading and listening to. We will leave 
you with yet another beautiful poem. Just listen, read and enjoy it. You might be 
asked to find rhyme, alliteration and imagery in this poem in your assignment.

1

2

 Tree branches

glisten white

Pillows of snow
Sun reflecting

tiny crystals of light
frozen in stillness

Snow melts
beneath

a steady  drizzle
Rivulets run down the street

Cars splash by
Sending  muddy  water

Bright blue sky
splashes of clouds fly

on the edges
of a breeze

stark branches
with swelling nubbins

soon to be leaves

“Tree branches glisten white”

1

2
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A Reminiscence

BY ANNE BRONTË

YES, thou art gone! and never more

Thy sunny smile shall gladden me;

But I may pass the old church door,

And pace the floor that covers thee.

May stand upon the cold, damp stone,

And think that, frozen, lies below

The lightest heart that I have known,

The kindest I shall ever know.

Yet,  though I cannot see thee more,
'Tis still a comfort to have seen;

And though thy transient life is o'er,
'Tis sweet to think that thou hast been;

To think a soul so near divine,
Within a form so angel fair,
United to a heart like thine,

Has gladdened once our humble sphere

A Reminiscence
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