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 funsZ”kkRed fMt+kbu

 ;g ikBîØe] laHkk’k.k dh lgtrk ds fy, VARK ¼Visual Aural] Read Kinesthetics) f”k{kk i)fr ds fglkc ls cuk;k 
x;k gS I bafXy”k vkSj dE;qfuds”ku f”k{kk dks “kq#vkrh Lrj dk j[kk x;k gS o bl ikBî&lkexzh dks odZcqd ¼vH;kl 
iqfLrdk½ ds :i esa laxfBr fd;k x;k gSA SI  lkFk gh esa] dkS”kyk pk;ksaZ ds fy, ,d ^QsflfyVsVj xkbM^ dh jpuk 
dh x;h gS] ftlds }kjk og jkstxkj dkS”ky dh ikBî&lkexzh dks ljyrk ls i<+k ldsaxs vkSj ITI Nk= mls iwjh rjg 
ls le> ldsaxsA

 çR;sd ikB] yxHkx ,d ?kaVs dh vof/k dk gSA vklku ls tfVy vo/kkj.kk ds ljy v/;;u ds fy, ikBksa dks 
xfrfof/k;ksa ds }kjk i<+k;k tkuk pkfg, A çR;sd ikB esa fp=ksa] o xfrfof/k;ka ds }kjk Nk=ksa dks u dsoy vo/kkj.kk 
^le>us* dk ekSdk feyrk gS] cfYd Nk= mldk vH;kl dj ikrs gSaA la”kks/ku o ewY;kadu ds fy,] Q‚esZfVo ewY;kadu 
dk mi;ksx fd;k x;k gSI ;fn ikBîØe dks lgh Øe o i<+k;k tk,] rks miyC/k le; esa Nk= çR;sd V‚fid dk 
iqu% voyksdu o vH;kl dj ik;saxs] vkSj mudh lh[kus dh çfØ;k lkFkZd] ykHknk;d vkSj lq[kn cusxhA

 vkb;s tkurs gSa fd bl ikBîØe dh ewy f”k{kk i)fr D;k gS A bl i)fr dk uke gS - ICARE ;g e‚My fdlh 
Hkh çf”k{kq dks voyksdu ;k Lej.k ls ugha] cfYd vuqHko o vH;kl %

I — baVªksMîwl /  ifjp; —ikB ds mís”;ksa vkSj vo/kkj.kk ls çf”k{kq dks voxr djk,a 

C — dusDV / tksM+uk —fp=] /ofu vkSj mfpr mnkgj.kksa }kjk vo/kkj.kk dks çf”k{kq ds iwoZKku ls tksM+sa 

A — vIIyk; / ç;ksx ;k mi;ksx djuk — vuqHko vkSj vH;kl ls lh[kus ds volj nsaA

R — fj¶ysDV / fparu — KWL pkVZ ;k Known ¼eSa D;k tkurh / tkurk gw¡½ ¼D;k tkurk pkgrh/ pkgrk          
   gS½ vkSj Learnt ¼vkSj D;k u;k tku ik;k / ik;h½ ij fparu dk volj nsaA

E — ,DlVsaM /foLrkj— vfrfjä lk/kuksa vkSj lkexzh }kjk Dykl ds ckgj Hkh lh[kus ds volj nsaA

 160 ?kaVs dk ikBîØe% odZcqd 1 esa 4 fo’k; vkSj odZcqd 2 esa 8 fo’k; fn, x;s gS 

 1 ?kaVs ds ihfj;M esa i<+k;s tkusokyk V‚fid / xfrfof/k bR;kfn

 mís”; gj 1 ?kaVs ds yslu dk mís”; – bl ?kaVs ds var esa Nk= ^;g mís”;* iwjk dj ysaxs | fof”k’V fo’k; ftuds 
vk/kkj ij yslu dks jpk x;k gS I gj fo’k; dk laf{kIr esa fooj.k fn;k x;k gS

 ;g ,d lk/ku gS] ftlds }kjk Nk= viuk iwoZKku] vkt ds yslu dk mís”; o var esa bl yslu ls feyh lh[k dks 
,d gh pkVZ esa fy[k ldrk / ldrh gSA bl fparu dh çfØ;k ds }kjk Nk= / Nk=] Dykl esa feys vuqHko lh[k 
dks laxfBr djsaxs o thou esa mldk vH;kl Hkh djsaxs 

 çklafxd mnkgj.k ns[kdj i<+kbZ dks vf/kd lkFkZd cukus vkSj vo/kkj.kk dks csgrj le>us ds fy,

 buds fHkUu çdkj gS & ekxZ nf”kZr] fu;af=r vkSj eqäA bu gh ds }kjk ubZ vo/kkj.kk dk fØ;kRed mi;ksx] o 
vH;kl gksrk gS

 Hkkoh yslu dh eq[; vo/kkj.kk dk ifjp; djus ds fy,

 vkt dh lh[k dks nksgjkus ds fy, 

 çR;sd ikB ds var esa fn;k x;k xfrfof/k;ksa vkSj fu”kqYd f”k{kk lkexzh dk dks”k A bldh enn ls Nk= / Nk=k] 
Dykl ds ckn Hkh #fp vuqlkj vius dkS”ky dk lao/kZu dj ik;saxs  

 fu;fer varjky ij tkudkjh dk ewY;kadu o iqu% voyksdu djus ds fy, A bl lsD”ku esa cgq oSdfYid ç”u 
¼eYVhiy p‚bl Dos”pu½ dk lekos”k fd;k x;k gS] tks flQZ vo/kkj.kvksa ds fl)karksa;k ^fFk;jh* gh ugha] muds 
mi;ksx ij Hkh /;ku nsrs gSa I Vªsuj bldk mi;ksx vkof/kd ;kfu;fer ewY;kadu }kjk Nk=ksa dh çxfr dh tkap djus 
ds fy, dj ldrs gSaA Vªsuhl Lo;a dk ewY;kadu djus ds fy, Hkh bldk mi;ksx dj ldrs gSaA
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 fuEufyf[kr e‚MîwYl esa igys lky ds nksuksa odZcqDl dh lkjh ¼160 ?kaVksa dh½ lkexzh dk lekos”k gksxk % 

 lky 1 – odZcqd 1 – 80 ?kaVs

e‚Mîwy fo"k; le; ¼?kaVksa esa½

1 O;ogkj dkS”ky 10

2 vaxzsth lk{kjrk 30

3 dE;qfuds”ku dkS”ky 20

4 IT lk{kjrk 20

e‚Mîwy fo"k; le; ¼?kaVksa esa½

5 m|e”khyrk 20

6 dk;Z&LFky esa n{krk ¼,fQf”k,alh½ 10

7 v‚D;wis”kuy lqj{kk] LokLF; o i;kZoj.k 
f”k{kk

5

8 thou dkS”ky – lQyrk dh dqath 10

9 yscj osyQs;j 5

10 Do‚fyVh eSustesaV ¼xq.koÙkk çca/ku½ 10

11 jkstxkj dh nqfu;k ds fy, rS;kjh 10

12 xzkgd lsok 10

 m|eh txr dk vuqHko] ukSdjh <wa<uk] m|eh ç;kl ¼[kqn dk fctusl “kq: djus dh rS;kjh½ tSls jkstxkj dkS”ky 
dsoy d{kk esa ugha lh[ks tk ldrs gSa A budh enn ls Vªsuhl jkstxkj dkS”ky Vªsfuax dks ^çSfDVdy* :i ns ldrs 
gSaA

 bl “kCndks”k ds vk/kkj ij ;g lkexzh jph x;h gSA lkekftd vkSj O;kolkf;d lapkj ds fy, t:jh gS fd ITI 
Vªsuhl bu “kCnksa dks Bhd ls le> ysa A og bu “kCnksa dks jkstkuk bLrseky dj ldrs gSa ¼,fDVo oksdScqyjh½ vkSj 
muds }kjk lapkj ds lanHkZ dks Hkh le> ldrs gSa ¼iSflo oksdScqyjh½A

 lkexzh ds fy, “kCnkoyh dk vkèkkj okLrfod thou ¼fj;kyhVh½ esa vkÃVhvkÃ çf”k{kqvksa dh vko”;drk ds vuq:i 
okLrfod nqfu;k ds d‚iksZjk ¼uewus½ ij cuk;k x;k gSA “kCnksa dks mPp&vko`fÙk vkSj de&vko`fÙk okys “kCnksa esa 
oxÊ—r fd;k tkrk gSA çf”k{kq ftu “kCnksa ls ifjfpr gks ldrs gSa os lkekU; Q+‚UV esa gSa vkSj ftUgsa mUgsa ¼dqN 
“kCnksa½ dk mi;ksx djus ds fy, lh[kus vkSj vkarfjd djus dh vko”;drk gS vkSj igpku ¼vfèkdka”k “kCn½ cksYM 
Q+‚UV esa gSaA

 lky 1 –  odZcqd 2 – 80 ?kaVs

 /;ku nsa% O;ogkj dkS”ky e‚Mîwy ds }kjk jkstxkj dkS”ky dk ifjp; fn;k tkrk gSA bl le; esa çf”k{kq f”k{kk 
“kSyh dks le>rs gSa] vius dkS”kykpk;Z ls ifjfpr gksrs gSa vkSj jkstxkj dkS”ky ds egRo dks tku ikrs gSaA 6 ikBîksa 
esa gh cgqr lh jkspd xfrfof/k;k¡ gS ftudk ç;ksx dkS”kykpk;Z bu 10 ?kaVksa dks ykHknk;d cukus esa dj ldrs 
gSaA 
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vfHkLoh—fr

 us”kuy baLVªD”kuy fefM;k bafLVVîwV ¼NIMI½ fuEufyf[kr daVsaV MsosyilZ dk vkHkkjh gSA buds leFkZu ds fcuk 
,ECyks;fcfyVh fLdYl ¼jkstxkj dkS”ky½ LVwMsaV odZcqd brus de le; esa iwjk ugha gksrkA 

 lkexzh fodkl leUo;d vkSj lqfoèkk
 M‚- Vh- t;lqèkk] fMIVh Mk;jsDVj] NIMI

 lkexzh fodkl ny

 vthrk dosZ] yhM] fMtkbu ,aM bUD;wcs”ku] VkVk LVªkbo

 pk# cCcj vkSj dq- Mhvksuksth;k laikb] daVsaVVhe] VkVk LVªkbo

 f”kokuh “kekZ] çksxzke MsoyiesaV ,aM bEiSDV boSyq,”ku] es/kk

 lqf”erk Jh/kj] eSustj–QSflfyVsVj ,aM daVsaV MsoyiesaV] ek; DosLV] DosLV vyk;al

 lksukyh xqIrk] Lis”kfyLV–QSflfyVsVj ,aM daVsaV MsoyiesaV] DosLV vyk;al

 uhuk clokuh o jathr] efgaæk çkbM Ldwy

 M‚-lqefr f”kodqekj] vflLVsaV çksQslj & bafXy”k] ,-,e tSu d‚yst] psUubZ

 Jherh nsohdeyk] vflLVsaV çksQslj & bafXy”k] xouZesaV vkVZ~l d‚yst] uanue

 Jherhchrk tqfMvks] vflLVsaV çksQslj & bafXy”k] xouZesaV vkVZ~l d‚yst] uanue

 fnus”kdqekj] vflLVsaV çksQslj v‚Q bafXy”k] xouZesaV vkVZ~l d‚yst] vkj-ds uxj

 Jherh v#eqxkFkbZ] vflLVsaV çksQslj & bafXy”k] xouZesaV vkVZ~l d‚yst] is#Ecde

 M‚-ds- ,su- “kksHkk] vflLVsaV çksQslj v‚Q bafXy”k] vUuk ;wfuoflZVh

 ch-vkj Jhdkar] IT ,aM l‚¶V fLdy Vªsuj] xouZesaV ITI] f=ph

 ts- fdaXlys ihVj] IT ,aM l‚¶V fLdy Vªsuj] xouZesaV ITI] dUuwj

 ts-lthu] IT ,aM l‚¶V fLdy Vªsuj] xouZesaV ITI] ukxjdksfoy

 ih- lsYoe] IT ,aM l‚¶V fLdy Vªsuj] xouZesaV ITI vfj;kyqj

 ,s- oSjkef.k] IT ,aM l‚¶V fLdy Vªsuj] xouZesaV ITI] v#IiqdksêbZ

 ds- ef.kdnu] IT ,aM l‚¶V fLdy Vªsuj] xouZesaV ITI] dMywj 
 

        fMtkbu o ysvkmV

 ,l- xksiky—’.ku] vflLVsaV eSustj] NIMI
 xkSre —’.kk] fefM;k dalyVsaV] NIMI

 bl odZcqd dks vius çLrqr :i es ykus ds fy, ge NIMI MsVk ,aVªh LVkQ vkSj CAD staff ds ewY;oku ;ksxnku ds 
vkHkkjh gSA

 ge mu lHkh vU; LVkQ tuksa dks Hkh /kU;okn dgrs gSa] ftuds ;ksxnku ds dkj.k ;g iqfLrdk laxfBr o çdkf”kr 
gks ldhA
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1

1. jkstxkj dkS”ky% ifjp; o vH;kl

bl ikB ds var esa ge fuEu mís”; iwjs djsaxsA

 • jkstxkj dkS”ky ds egRo dks igpkusaxs 

 • vius jkstxkj dkS”ky ds v/;kid – vius dkS”kykpk;Z ls feysaxs 

 • vius fy, jkstxkj dkS”ky lacaf/kr ^yfuaZx xksy* ¼y{;½ r; djsaxs

,EIy‚;fcfyVh fLdYl% jkstxkj dkS”ky% ,EIy‚;esaV ¼jkstxkj½ +,fcfyVh ¼;ksX;rk½A jkstxkj çkIr djus dh {kerk ;k 
;ksX;rk dks ,EIy‚;fcfyVh fLdy ;k jkstxkj dkS”ky dgrs gSa | bl dkS”ky dh enn ls ,d Nk= vius dk;Z{ks= es 
lQyrk çkIr dj ldrk gS

O;ogkj dkS”ky % bl 21oha lnh esa] mUgha dks lQyrk gkfly gksrh gS ftu es vkRefo”okl gS vkSj ubZ fLdYl lh[kus 
dh dq”kyrk gS! tks Kku vkSj fLdYl ge vkt çkIr djsaxs] og vkus okys dqN gh o’kksaZ esa iqjkuh gks tk,¡xhA ijUrq 
vxj vki] u;k dkS”ky lh[kus dk dkS”ky gh lh[k tk¸kasxs] rks vkidks bl ckr dh dHkh fpark djuh ugha iM+sxh|

bafXy”k lk{kjrk % vxj vki bafXy”k Hkk’kk i<+ fy[k ldrs gS] vki iwjh nqfu;k esa dgha Hkh ukSdjh djus ds fy, fy, 
;ksX; gks tkrs gS! vkSj bl ;ksX;rk dks vkidks çkIr djus ds fy, vkidks] çfr fnu dsoy 1 ?kaVs ds vH;kl djuk 
gSA D;w¡] gSa u ;g etsnkj ckr\

dE;qfuds’ku dkS’ky% tc vkids baLVªDVj vki ls ç”u iwNrs gSa] D;k vki mÙkj nsus ds fy, csf>>d gkFk mBkrs gSa \ 
D;k vki fdlh vatku O;fä dks vklkuh ls viuk ifjp; ns ikrs gSa A vxj vki dE;wfuds”ku dk dkS”ky dks lh[k 
ysrs gSa] rks vkidks fQj dHkh f>>d eglwl ugha gksxh | vki vius fopkjksa dks ljyrk ls O;ä ij ik,axs !

IT lk{kjrk % D;k vkidks vkus okys fnuksa esa viuk fjT;wes / lh-oh cuokus dh t:jr gS\ D;k vkidks u, rduhdh 
Kku dk ^vu&fyfeVsM ,Dlsl* çkIr djuk gSa\ D;k vkidks v‚uykbu isesaV djuk lh[kuk gS\ IT lk{kjrk ;g lc 
vkSj dbZ T;knk fl[kkrk gSA tks Vªsuh IT lk{kkjrk ds eksMwy esa fuiq.k gksrs gSa ]os mfpr fjT;wes cuk ldrs gSa vkSj 
vk/kqfud fLdYl rsth ls lh[k ldrs gSa |

1.  lgikfB;ksa ds xqV esa cSB tk,a vkSj jehyk ds djh;j ds ckjs esa ppkZ djsa!

eSa D;k tkurk / tkurh gwa eSa D;k tkuuk pkgrk / pkgrh gwa vkt eSaus D;k lh[kk\
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jkstxkj dkS”ky dk çf”k{k.k dHkh ^[k+Re* ugÈ gksrk! ;g fujarj vH;kl ds lkFk vkSj çcy gksrk gS

Behavioural Skills!

lh[kus dk 
vkRefoÜokl 
txk,a

nqfu;k Hkj 
esa cksys tkus 

okyh Hkk”kk ij 
egkjr lkfgy 

djsa 

[k+qn dks çHkkoh 
:i ls O;ä 

djsa

fMftVy nqfu;k 
ls tqMsa

English Literacy

Communica  onIT 
Literacy

 jehyk dks gky gh esa psUubZ dh ,dA C buLV‚y djus okys daiuh us ukSdjh ij j[kk gS A jehyk ds lqisjok;lj 
mls ,;j daMh”kuj buLV‚y / fjis;j djus dks dgrs gSaA çfrfnu] jehyk dks ,;j daMh”kuj buLV‚y / fjis;j 
djus xzkgdksa ds ?kj tkuk iM+rk gSa | tc og xzkgd ds ?kj igq¡prh gS] mudk uezrk iwoZd vfHkoknu djrh gS vkSj 
dk;Z ds ckjs esa iwNrh gS | viuk dk;Z iwjk gksus ds i”pkr] og viuh lsok ds ckjs esa xzkgd dk QhMcSd ysrh gS 
vkSj v‚fQl ykSV tkrh gSA gj dk;Z dks iw.kZ djus ds ckn jehyk dks fjis;lZ vkSj baLVkys”ku dh iw.kZ tkudkjh 
,d ,Dlsy MsVkcsl esa Hkjuk vko”;d gSA bl tkudkjh dks mls vius lqisjok;lj dks esy }kjk Hkstuk gksrk gSA 
vxj jehyk viuk fu/kkZfjr dke vPNs ls djrh gS rks mls lqisjok;lj ds in ij fu;qä fd;k tk ldrk gS | 

  ppkZ djsa dh jehyk dks vius t‚c es mÙke dke djus ds fy, fdu fLdYl dh vko’;drk gS A    
  igyh fLdy uhps mnkgj.k ds :i esa nh xbZ gS% 

  xzkgd ls laokn djus dh dq”kyrk%

2 ,d vkSj cM+k ç”u gS | ge ;g lkjh fLdYl dSls lh[k ik,axs \ ge vkidks ,d fgaV nsrs gSa & vki bUgsa dsoy  
vPNs fVIl dks lqudj ;k i<+dj ugha lh[k ik,axs | tSls vki lkbfdy lh[krs gSa] oSls gh vkidks bu fLdYl  
dks Hkh Lo;a vH;kl dj ds gh lh[kuk gksxk | ijUrq] bl vH;kl dk volj vkidks dgk¡ feysxk

fLdYl lh[kus ds fy, vki 
D;k dj ldrs gSa\

vkids  ,EIyks;kfcfyVh 
fLdYl v/;kid vkidh 
dSls lgk;rk dj ldrs gSa\

vkids fe= dSls 
lgk;rk dj ldrs gSa\

çksQs”kuy dk;Z”kSyh

vaxzsth cksyuk] i<+uk] 
fy[kuk

çHkkoh dE;qfuds”ku

IT lk{kjrk
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3. vc le; gS i=dkj cuus dkA vc gesa vius ,EIyks;kfcfyVh fLdYl QSflfyVsVj dks tkuuk gSA vius baLVªDVj 
ls vuqjks/k djsa ds uhps fn, ç”uksa dk mÙkj nsa A vki viuh vksj ls dksbZ loky Hkh uhps nh x;h lwph es tksM+ 
ldrs gSaA

d- vkidk uke D;k gS\ 

b- vkidks f”k{kd cukus esa #fp dSls gqbZ\

c- vkids vuqlkj ,d vkn”kZ f”k{kd dSls gksrk gS\ 

d- vkidh O;fäxr rkdr D;k gS\ 

e- vki vkus okys ,EIyks;kfcfyVh fLdYl ds 80 ?kaVksa esa ge esa ¼vkids VªSuhl esa½ dkSu ls fLdYl fodflr   
gksrs ns[kuk pkgrs gSa vkSj D;w¡

 _______________________________________________________________________________________
________________________________________________________________________________________

 KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA

Boring

etsnkj

cgqr lh[kk de lh[kk

vkt dk ls”ku dSlk Fkk\
 __________________________________________________________________________________________

,EIyks;fcfyVh fLdYl D;k gS \ ¼fgaV% ,EIyks; + ,fcfyVh ¾ ,EIyks;fcfyVh½ 
 __________________________________________________________________________________________

,EIyks;fcfyVh fLdYl egRoiw.kZ D;ksa gSa\ 
 __________________________________________________________________________________________

vki Lo;a ds ,EIyks;fcfyVh fLdYl dSls lq/kkj ldrs gSa\ 
 __________________________________________________________________________________________

vki bl dkslZ ds nkSjku vius ,EIyks;fcfyVh fLdYl lq/kkjus ds fy, D;k dj ldrs gSa\
 __________________________________________________________________________________________

bl dkslZ ds lekIr gksus ds i”pkr vki vius t‚c es fuiq.krk ikus ds fy, D;k dne mBk,¡xs\ 
 __________________________________________________________________________________________ 

 ,d LFkkuh; eksckby fjis;j nqdku ij] tgk¡ vusd xzkgd vkrs gks] tkdj ml fjis;j djus okys O;fä dk baVjO;w 
ysaA ml O;fä dh fnup;kZ ds ckjs esa iwNsa vkSj muls dk;Z&{ks= esa lQyrk ikus dh fVIl ysa A
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 2. xzqi esa lh[ksa

 bl ikB ds var esa ge fuEu mís”; iwjs djsaxsA

 • vius ckjs esa ckr djuk vkSj vius lkfFk;ksa ds ckjs esa tkuuk

 • Vhe esa dk;Z djuk 

• u, nksLr vkSj usVodZ cukuk 

xzqi esa lh[ksa % bl ls”ku esa ge ,d çHkko”kkyh rduhd dk vH;kl djsaxs] 
ftlls vki fdlh Hkh fLdy es fuiq.k cu ldrs gSaA vxj vki bl fLdy esa 
fuiq.k cu tkrs gS] rks vki lh[kus dh çsj.kk dks dHkh Hkh ugha [kks,axsA vki u, 
fLdYl lh[kus esa vkuan mBk vksxs vkSj fdlh Hkh dk;Z&LFky ij lQyrk çkIr 
dj ldksxs |

D;k vki bl tknqbZ rduhd ds ckjs esa tkuuk pkgrs gSa\ rduhd ,dne 
vklku gSa & vius lgikfB;ksa ds lkFk nksLrh dhft,! ge lc ,d gh uko esa 
lokj gSaA ge esa ls gj ,d lkFkh ,d u;h fLdy lh[kus dk ç;kl dj jgk gSA 
ge lc ,d lkFk mRlkfgr Hkh gSa vkSj Mjs gq, Hkh A ge ,d lkFk feydj ,d 
nqljs dk çksRlkgu cuk, j[ksaxs vkSj lh[kus dh çfØ;k dks etsnkj cuk;saxsA

tc ge vdsys lh[krs gSa

tc fdlh Vhpj ls lh[krs gSa

tc gekjs nksLr gesa fl[kkrs gSa

eSa D;k tkurk / tkurh gwa eSa D;k tkuuk pkgrk / pkgrh gwa vkt eSaus D;k lh[kk\
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LVsi 1 %
2 feuV% flDdk [kkst

lHkh lkFkh ,d&,d flDdk gkFk esa 
ysaxs – dksbZ Hkh flDdk pysxkA tc 
flDdk gkFk esa vk tk;s] rks LVsi 2 
yhft;s- 2.

LVsi 4 %
5 feuV & viuh lekurk,¡ uksV dj

vius Vhe ds lkfFk;ksa ds lkFk vkidh 
tks Hkh lekurk,¡ gSa mudh ,d lwph 
cuk,!

LVsi 2 %
2 feuV & Vhe [kkstsa

vxys 2 feuV esa] viuh Dykl ls 
ftu lkfFk;ksa ds flDds vkids flDds 
ds o’kZ ds gks ;k mudk ewY; vkids 
flDds ftruk gks] mUsgsa ysdj 3 
lnL;ksa dh ,d Vhe cuk,¡

LVsi 5 %
5 feuV & tkus D;k gS ge esa tks ^gV dj* 
gS

vius lkfFk;ksa ds dqN fo”ks’k / vuks[ks 
xq.kksa dh ,d lwph cuk,¡

LVsi 3 %
20 feuV & Vhe cuk,sa

vkidk ?kj dgk¡ gS \ vkids Ldwy 
ds fnuksa dh lcls ;knxkj ckrsa\ 
vkidh VªsM D;k gS \vkius ITI D;w¡ 
djuk pkgk\ vkius bl {ks= esa #fp 
D;ksa yh\

LVsi 6 %
20 feuV & viuh ckr lk>k djsa

Dykl ds lkFk ckaVs% vkids Vhe dh 
lekurk D;k gS\ Vhe ds lkfFk;ksa dh 
fo”ks’krk,¡ D;k gS \

 __________________________________________________________________________________________
 __________________________________________________________________________________________

KWL pkVZ es fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

  vkt geus D;k lh[kk\ ge us ,d nwljs dks tkuus ds fy, fdu çfØ;kvksa dk mi;ksx fd;k\
 __________________________________________________________________________________________
 __________________________________________________________________________________________

D;k vki vkt lh[kh gqbZ vklku rduhd ls u, nksLr cuk ik,axs\
 __________________________________________________________________________________________
 __________________________________________________________________________________________

Dykl&:e ds ckgj] Vhe esa fey dj lh[kus ds D;k&D;k rjhds gks ldrs gSa\
 _________________________________________________________________________________________
 __________________________________________________________________________________________

Dykl&:e ds ckgj] Vhe esa fey dj lh[kus ds D;k&D;k rjhds gks ldrs gSa\
 __________________________________________________________________________________________
 __________________________________________________________________________________________ 

baVjusV ij fyaDM bu (linked In) dks [kkstsaA O;kogkfjd usVodZ ds D;k gksrs gS vkSj muds Qk;nksa ds ckjs esa i<+sA 
Lo;a dk ,d fyaDMbu vdkmaV cuk,a vkSj vius {ks= ds cM+s varj&jk’Vªh; daifu;ksa ds ist dks Q‚yks djsaA

Copyright Free. Under CC BY License



O;ogkj dkS”ky

6

 3. [kqn dks tkusa

 bl ikB ds var esa ge fuEu mís”; iwjs djsaxs

 • vuqHko ls tkusaxs fd gj O;fä dh ,d fujkyh ;ksX;rk vkSj çfrHkk gksrh gS

 • [kqn dh vkSj lgikfB;ksa dh esèkk dh igpku 

 • yksxksa ds xq.koÙkk] ;ksX;rk vkSj çfrHkk dk o.kZu djus gsrq vaxzsth “kCn lh[ksaxs

Lo;a dks tkus% vxj vki vius xq.kksa dks igpku ysrs gSa rks vki vius fy, lgh dfj;j volj pqu ldrs gSaA tc 
vki vius esa lq/kkj fd laHkkouk dks le>saxs] vki vius fy, fujarj fodkl dk ekxZ ryk”k ysaxsA

vius ckjs esa tkuus dk eryc D;k gksrk gS\

;ksX;rk % ftl dk;Z djus esa ge fuiq.k gks / oks tks vU; yx gekjs xq.k ds :i esa ns[ks/ftls djus esa enn ds fy;s 
gesa vDlj iqdkjk tk,A

#fp% tks vkidks djuk ilan gks/ tks dke vkidks [kq”kh ns/oks tks vki vius [kkyh le; esa djuk pkgrs gksa  

;fn ge pkgsa rks] thou Hkj ubZ ;ksX;rk,a o #fp;k¡ cuk dj ldrs gSaA

budh ^esèkk* 
D;k gS \ 

phrk rst+ 
nkSM+rk gSa

x#M+ ÅapkÃ ij 
mM+rs gSa

eèkqeD[kh ‘kgn 
curh gSeNyh ikuh ds uhps 

lkal ysrh gS

eSa D;k tkurk / tkurh gwa eSa D;k tkuuk pkgrk / pkgrh gwa vkt eSaus D;k lh[kk\
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dqN çfl) O;fä vkSj mudh esèkk

    ekykyk ;qlqQ+t+Ã

   lkglh] fuHkZ; vkSj vPNh oäk

    ,-vkj- jsgeku

  laxhr mLrkn] esgurh vkSj n;kyq 

    ,- ih- ts vCnqy dyke

        cqf)oku] uez] egku oSKkfud

    enj Vsjslk

   n;koku] d#.kke;] lgk;d

    ,e~- ,l- èkksuh

   dwy ¼”kkar½] lgu”khy] mEnk yhMj

1. viuh es/kk dks igpku
mu xq.k] çfrHkk vkSj fLdYl dks fVd yxk, / xksy djsa tks vki esa gSa

xq.k çfrHkk es/kk

bZekunkj ,d xk;d / xkf;dk       vPNk [kkuk cukuk

esgurh ,d dfo [ksyukSa ____________ ¼dksbZ Hkh [ksy½

mRlkg ,d xhrdkj eSa __________ daI;wVj dk mi;ksx

eS=hiw.kZ vfHkusrk vfHkus=h xf.kr dks rqjar lqy>kukt

ennxkj ,d dykdkj /fp=dkj xkM+h pykuk ¼pkj] thi] VªsDVj] bZ-½

laosnu”khy ,d urZd Operate __________ e”khu pyku

fu;ec) udy mrkjuk bafXy”k cksyuk
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2.- vius lkeFkZ~;ksa dks igpku dj uhps fn, okD;ksa dks iwjk dhft,

 esjk uke gS ______________________________________________________________________________

 viuk igyk uke vkSj vafre uke fy[ksaA

 eSa ______________________________________________________________________________________

 ¼Åij nh x;h fyLV esa ls vius 2 ls 3 xq.k fy[ksa ½

 eSa ______________________________________________________________________________________ 

 ¼Åij nh x;h fyLV esa ls vius 1 ls 3 xq.k fy[ksa ½

 eSa ______________________________________________________________________________________

 ¼Åij nh x;h fyLV esa ls viuh 1 ls 2 çfrHkk,¡ fy[ksa ½

3. vius dksbZ 3 ifjokj ds lnL; vkSj 3 fe= / Dykl ds lkfFk;ksa ds uke fy[k dj muds vius vius lkeFkZ~; D;k 
gS uhps fn, txg esa Hkjsa

Ø ua- uke fj’rk es/kk
1.
2.
3.

4.
5.
6.

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

 es/kk dks le>kus ds fy, ge lkekU; :i ls fdu “kCnksa dk ç;ksx djrs gSa \

 __________________________________________________________________________________________

 D;k vkt vkidks dqN u, es/kkvksa ds ckjs esa irk pyk \ os D;k gS\

 __________________________________________________________________________________________

 fdlh O;fä ds es/kk dks igpkuuk egRoiw.kZ D;w¡ gS\
 __________________________________________________________________________________________

 viuh es/kk dk Kku gksus ls vkidks lh[kus esa D;k enn feyrh gS\

 __________________________________________________________________________________________

 vius es/kkvksa dk Kku gksus ls vkids dfj;j d fu.kZ;ksa ij D;k vlj yk,xk\

 __________________________________________________________________________________________

,d ,sls le; ds ckjs esa lksps vkSj fy[ks tc vkius ,d dfBu ifjfLFkfr dks lek/kkudkjd :i ls gy fd;k Fkk | 
bl ?kVuk dks ,d dgkuh ds :i esa fy[ks ftles ,d “kq#vkr] e/; vkSj ,d ldkjkRed var gksA

Copyright Free. Under CC BY License



 O;ogkj dkS”ky

9

 

 4. uSfrdrk vkSj ewY; ¼oSY;wt½

bl ikB ds var esa ge fuEu mís”; iwjs djsaxsA

 • fHkUu laL—fr] èkeZ vkSj tsaMj (gender) dh vuks[kh fo”ks’krkvksa dks igpkusaxs 

 • laL—fr dh fofHkUurk ds egRo dks vuqHko ls tkusaxs 

• LVhfj;ksVkbi* ¼iwoZ&voèkkj.kk½ dks rksM+uk lh[ksax 

thou esa lHkh phtksa ds çfr gekjk joS;k vkSj gekjs lHkh fu.kZ; – uhfr;ksa vkSj ewY;ksa ls çHkkfor gksrs gSa A ewY;ghu 
gksuk vlaHko gS –;fn vki euq’; gSa] rks vki fdlh us fdlh ewY; dk ikyu djrs gSa] vkSj ;g ewY; vkidh ok.kh 
ls ugha] cfYd ?kj] v‚fQl] lM+d] Ldwy esa vkids deksaZ ls >ydrk gS A blls vkidk ^pfj=* ifjHkkf”kr gksrk gS A 
vkt tkurs gSa dh gekjs ewY; ^lp esa* D;k gSa] vkSj dSls ge pkgsa rks bUgsa cny Hkh ldrs gSa  

lHkh O;olk; leku vknj ds ik= gSA gj O;fä vuks[kk gSA

vU; tsaMj ,d leku gSA 

 

 

 

 

  

 
  

   

eSa D;k tkurk / tkurh gwa eSa D;k tkuuk pkgrk / pkgrh gwa vkt eSaus D;k lh[kk\

lHkh èkeZ çse vkSj ,drk fl[kkrs gSA
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pfj= ds
N%LrEHk

foÜoluh;rk

ukxfjdrk

ijokg djuk

lEeku

fu”is{krk

ft+Eesnkjh

pfj= ds Ng LrEHk] vkSj gj LrEHk ds varxZr dqN uhfr vkSj ewY; gSaA ;g LrEHk gekjs O;ogkj dks vkdj nsrs gSaA

d fo”oluh;rk% bZekunkjh] lPpkbZ] Li’Vokfnrk] fn, “kCn dks ikyuk] fo”oluh; vkSj fu’Bk&oku gksuk

[k lEeku% lHkh çdkj ds yksxksa ds çfr vknj çdV djuk ;g tkuuk fd lHkh ;ksX; gSa vkSj fcuk fdlh tsaMj jax] 
lkekftd Lrj] tkrh bR;kfn Hksn ds & mudh viuh xfjek vkSj ewY; gS A 

x- ftEesnkjh% mÙkjnkf;Ro fuHkkus okyk] fu;a=.k esa jg ikuk] y{; r; djuk] vkRefuHkZj gksuk] lfØ;rk] –<+rk] fparu 
djuk vkSj çxfr ds fy, fujarj ç;kl djuk 

?k- fu’is{krk% lHkh rF;ksa dks tk¡pus vkSj lHkh igyqvksa dks le>us ds i”pkr fu’i{k :i ls fu.kZ; ysuk] nwljs ds  
utfj;s ls gj eqís ns[k ikuk] rkfdZd cuukA

p- ukxfjdrk% lkekftd laifÙk dk lEeku; U;k; dk ikyu; lkoZtfud fgr dks ns[kuk; i;kZoj.k dh j{kk; ns”k 
vkSj nqfu;k ds fgr dk fopkj djukA

1- O;ogkj %

uhps fn, ,D”ku ;k O;ogkj ds fodYi dks lgh ^pfj= ds Ng LrEHk* ds varxZr fy[ksa 

 ¼uksV% ,d fodYi ,d lh vf/kd ^LrEHk* ds varxZr fy[ksa tk ldrs gSaA½
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vius ns”k fons”k esa D;k gks jgk gS 
mldh tkudkjh j[ks.

vQokg u QSyk, vkSjksa dh O;fäxr 
e;kZnk dk ikyu dj

muds futh thou esa gLr{ksi u djsa

vuq”kklu dk ikyu djsa fo”ks’k t:jrksa okys ftudh] mu 
O;fä;ksa dk le>sa

nwljksa dh ds ckjs esa dBksj er uk 
cuk,

vius ls o;Ldksa dk [;ky j[ksa vius Øks/k] vkSj erHksnksa dk “kkafriwoZd 
fuokj.k djsa

vius ifjokj] fe=ksa ls vkSj ns”k ds çfr 
oQknkj jgs

jkr dks Å¡ph vkokt esa xkus bR;kfn ls 
“kksj u epk,a

bekunkj cus jgs fdlh dks Hkh /kedk,a] ekjs ;k gkfu uk 
igqapk,

vius iM+ksl dks LoPN j[kus esa “kkfey 
jgsa

vius oksfVax ¼ernku½ vf/kdkj dk 
ikyu djsa

cl ;k Vªsu esa ;k=k djrs le; Å¡ph 
vkokt esa u ckr djsa] rkfd yksx 
ijs”kku u gks

fdlh lkekftd laLFkk ¼,uthvks½ ds 
lkFk tqM+s ¼oksysuVh;j djsa½

[kqys fopkjksa okys cusa bu lqugjs “kCnksa dk fu;fer ç;ksx djsa 
¼Iyht] FkSad ;w] l‚jh] ,DLD;ql eh] vkbZ 
csx ;qmj ikMZu½

vkids dke ls fdlh vkSj dks dksbZ 
gkfu u gks bl ckr dk /;ku j[ksa

vius oknksa dks iwjk t#j djsa lHkh esa vPNkbZ;ksa dks [kksts

dksbZ Hkh dk;Z djus ls igys mlds 
ifj.kkeksa ds ckjs esa lkspsa

nwljksa dk fygkt djsa lgh dke djus dk lkgl j[ksa

viuk oknk fuHkk,a i{kikr u djsa ns”k ds dkuwu dk lEeku djs

nwljksa ds ckjs esa fuank u djsa vius fopkj ¼p‚bl½ vkSj —fr ds fy, 
mÙkjnkbZ cusa

uez cudj jgsa

vius ls cM+ksa ds lkFk cgl u djsa viuk dk;Z dq”kyrk vkSj fuiq.krk ls 
djsa

vkRefu;a=.k dk ikyu djsa

lHkh dks laf/k feys bl ckr dh iqf’V 
djsa

mRikr vkSj NsM+&NkM+ u djs vius ifjokj] fe=&ifjokj vkSj viuh 
futh tk;nkn dk [k;ky j[ks

nwljksa ds –f’ Vdks.k dks le>s nwljksa ds çfr laosnu”khy cusa vkSjksa dks {kek djsa

lR; opu gh cksysa fn, dke dks fu/kkZfjr le; esa iw.kZ 
fu”p; vkSj <`<+rk ls djsas

;krk;kr ds fu;eksa dk ikyu djsa

dke djrs le; viuk od~r cckZn 
u djsa

vU; yksxksa dh esgur vkSj dke dks 
Lohdkj dj mls ljkgs

dwM+k&dpjk u djsa & lkoZtfud LFkkuksa 
dks LoPN j[ksa

o;Ld yksxksa dh lgk;rk djsa ,d nwljs ds lkFk ck¡Vuk gh ,d nwljs 
dk [k;ky djuk gS

vU; Hkk’kk] laL—fr vkSj /keksaZ ds çfr 
lfg’.kq cus

nwljksa ds uqDl fudkydj mUgsa nks’k 
u nsa

tkrh] tsaMj vkSj dkS”ky ds vk/kkj ij 
Hksn&Hkko u djsa

vuknj u djsa

i;kZoj.k dh j{kk djsa lekurk dk ikyu djsa lkekftd laifÙk] gsfjVst lajpukvksa 
vkSj jk’Vªh; Lekjdksa dk [k;ky j[ksa

nwljksa ds çfr —ik Hkko j[ks [kqn dh çfr’Bk cuk, naxs&Qlkn vkSj tkfrokn ls nwj jgs

Lora=rk fnol vkSj x.kra= fnol 
euk,

nku iq.; djsa fdlls /kks[kk ;k Ny uk djsa
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foÜoluh;rk lEeku ft+Eesnkjh

fu’i{krk ijokg djuk ukxfjdrk
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Ø ua esjs ewY; xzqi ds ewY; Dykl ds ewY;

i.

ii.

iii.

iv.

v.

2. ewY;

 d- ek; oSY;wt* ;k ^esjs ewY;* d‚ye esa dksbZ Hkh ikap ewY; fy[ksa tks vkids vuqlkj lcls egRoiw.kZ gSaA 

[k- vius Dykl ds ikap lkfFk;ksa ds lkFk cSBs vkSj ,d lewg cuk,A vius&vius ewY;ksa ds fo’k; esa ppkZ djsaA ikap 
leku ewY;ksa dks ^xzqi oSY;wtß ds varxZr fy[ksa|

x- çR;sd xzqi/lewg vkxs vk, vkSj cksMZ ij vius lewg ds ikap ^xzqi oSY;wt* fy[ksa| iwjk Dykl feydj bu oSY;wt 
ij ppkZ djsa vkSj leku oSY;wt dks ^Dykl oSY;wt* ds d‚ye varxZr fy[ksa  

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

 • lHkh euq’;ksa leku vf/kdkj gS 

• O;fä dk pfj= mlds ,fFkDl ¼uhfr½ vkSj ewY;ksa ls fu/kkZfjr gksrk gSA

• ewY; vkidh ok.kh ls ugha] cfYd ?kj] v‚fQl] lM+d] Ldwy esa vkids deksaZ ls >ydrk gSA 

 Åij fn, x, dk;ksaZ ij vk/kkfjr] 5 ,sls phtksa dk fu/kkZj djsa ftudk vki vH;kl djsaxsA ;kn j[ksa dh ;g bu 
oSY;wt dks n”kkZus okys gksA ;g Hkh ;kn j[ksa dh pfj= fodkl esa ;g mi;ksxh gksxkA
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 5. lkekftd f”k"Vkpkj

 bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• ldkjkRed vkSj udkjkRed lks”ky ,VhdsV dh igpku

• udkjkRed lks”ky ,VhdsV ls yksxksa ij gksus okys çHkko dks tkus

• ldkjkRed lks”ky ,VhdsV dk ikyu djus ds jkLrs [kkstsa 

lkekftd f”k"Vkpkj / lks”ky ,VhdsV lh[ksa ¼lekt esa fou;&iw.kZ O;ogkj½

d vki vius ijh{kk dh rS;kjh gsrq iw.kZ fnol vH;kl dj jgs gksA vkf[kjdkj vki e/;jkf= lks tkus dk fu.kZ; ysrs 
gSaA vki cgqr Fkds gq, gSa! ijarq] vpkud vkidks vkidh f[kM+dh ls xkuk lqukbZ nsrk gS] tks vkids iM+kslh ds ?kj 
esa cgqr Å¡ph vkokt esa ct jgk gSaA vkids ikMkslh ds ?kj esa ,d ljçkbt cFkZMs ikVhZ gks jgh gS! vkidks dSls 
yxsxkA

[k vki vkidh nknh dks ysdj ,d v‚VksfjD”kk esa cSBs gSaA v‚VksfjD”kk VªSfQd ykbV ij xkfM+;ksa ,d yach drkj ds 
ihNs vkdj :drh gSA tSls gh VªSfQd ykbV gjh gksrh gS] vkids vkWVks ds ihNs [kM+h xkM+h viuk gkuZ ctkus yxrh 
gSA o% xkM+h gkuZ iqjs 5 feuV rd ctkrh gSA bl od~r vkidks vkSj vkidh nknh dks dSls eglwl gksxk\ 

x vki ,d efgyk gSA vki e‚y ds ,d fy¶V esa tkrs gS vkSj vkids lkFk 3 iq#’k p<+rs gSA os ,d nwljs ds lkFk 
v”yhy pqVdqys crkus yxrs gSa A os rhljh eafty ij fy¶V ls ckgj fudy tkrs gS A vki fy¶V esa gh jgdj 
vxyh eafty ij ckgj fudyrsA ;g lc vkidks lquuk iM+k bl fo’k; esa vkidks D;k eglwl gks jgk gS\ vkidks 
dSlk yxsxk] viekfur] Hk;Hkhr ;k rVLFk \

Åij fn, mnkgj.kksa esa fdlus Hkh ^xqukg*ugha fd;k ysfdu fQj Hkh vklikl ds lkoZtfud LFkyksa ds vU; yksxksa dks 
ijs”kkuh gqbZA ge lc bl nqfu;k esa ,d lkFk jgrs gSaA ge lc d‚yst] jkLrs] vius flusek?kj vkSj lkjh lkoZtfud 
lqfo/kkvksa dk ,d nwljs ds lkFk mi;ksx djrs gSA gekjs O;ogkj ls vkSajks dk thou ljy gks ldrk gS vkSj dfBu 
HkhA

eSa D;k tkurk / tkurh gw¡ \ D;k tkuuk pkgrk/ pgrh gw¡\ vkt eSaus D;k lh[kk\
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 pfy, irk djrs gSa dh ge gekjs jkstkuk ds O;ogkj ls ,d [kq”kgky vkSj lqjf{kr lekt dSls cu ldrk gS!

,d lkekftd f’k"Vkpkj pSd % tc Hkh vki irk djuk pkgrs gks fd vki lkekftd f”k’Vkpkj fuHkk jgs gSa ;k ugÈ] 
rc vius vki ls Åij fy[ks ;s rhu ljy ç”u iwNsaA

D;k vkidk O;ogkj bUgsa lq[kn vkSj lqjf{kr eglwl 
djkrk gS \

D;k vkidk O;ogkj bUgsa lHkh ds mi;ksx gsrq lkQ+ 
vkSj ljy j[krk gS \

D;k vkidk O;ogkj lekt esa “kafr vkSj ,drk dk 
çlkj djrk gS \

1. Lo;a dks nwljksa dh txg ij j[k ds ns[ks%

gekjh igyh xfrfof/k esa] ge fuEufyf[kr O;fä;ksa dks baVjO;w djsaxs%

• ,d yM+dh ;k efgyk
• ,d 60 o’kZ ls Åij o;Ld
• ,d fodykax O;fä 

baVjO;w ds ç”u gSa%

cl / Vªsu / “ks;MZ v‚Vks / esVªks esa ;k=k djrs le;] D;k dHkh vkidks vlqfo/kk ;k vlqjf{kr eglwl gqvk gS \ vxj 
gk¡] rks —i;k vkidk vuqHko fy[ksaA

 __________________________________________________________________________________________

 D;k vkidks vius iM+kslh ds O;ogkj ds dkj.k dHkh vlqfo/kk ;k vlqjf{kr eglwl gqvk gS\ ;fn gk¡ rks vkidks fdl 
ckr dh vlqfo/kk gqbZ gS mls fy[ksa\

 __________________________________________________________________________________________
 D;k vkidks vius Ldwy / d‚yst / dk;kZy; esa dHkh vlqfo/kk ;k vlqjf{kr eglwl gqvk gS\ vxj gk¡ rks vkidks fdl 

ckr dh vlqfo/kk gqbZ gS mls fy[ksa\
 __________________________________________________________________________________________

2. vius fiNys Vªsu dh ;k=k dks ;kn djsa] vkius D;k xa/k dk vuqHko fd;k] IysVQ‚eZ ij vkSj Vªsu ds vUnj D;k 
ns[kk vkSj eglwl fd;k bls foLrkj ls fy[ksaA
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jsyos IysVQ‚eZ vkSj Vªsu mi;ksx djus dk vkidk vuqHko D;k ilan 
vk;k D;k ukilan vk;k

ilan ukilan

3.  vkidks jsy ;k=k ds nkSjku tks ckrsa ukilan Fkh] mu lHkh phtksa esa lq/kkj djus ds fy, vkids vuqlkj lHkh jsy 
;kf=;ksa dks fdu f”k"Vkpkj dk ikyu djuk pkfg, mldh ,d lwph cuk,¡

 ____________________________________________________________________________________ 
___________________________________________________________________________________

4.  uhps ,sls dk;ksaZ dh lwph nh x;h gS] tks yksx ges”kk djrs gSaA vkids vuqlkj ;g fdl çdkj dk O;ogkj gS] 
vPNk / [kjkc vkSj bÙkj ds lkFk dkj.k Hkh fy[ksaA

dHkh&dHkh yksx vPNk [kjkc dkj.k

jkLrs ds dksus esa is”kkc djrs gS

gksVy ;k d‚yst ds xfy;kjs esa 
Å¡ph vkokt esa ckr djrs gSa

Vªsu esa fcuk fVdV ds lQj 
djrs gS

,DlhMsaV / nq?kZVuk ds fn[kus ij 
,Ecqysal dks Qksu yxkrs gSA

tSls gh VªSfQd ykbV gjk gks 
tkrk gS] yksx yacs le; rd 
g‚uZ ctkrs gS

jkLrs esa rEckdw [kkdj Fkwdrs gSa

vkus ?kjksa esa nsj jkr ;k lqcg] 
Å¡ps vkokt esa xkus pykrs gSA

ifCyd VªkaliksVZ tSls Vªsu] esVªks] 
cl vkfn ij cqtqxks± ;k efgykvksa 
ds fy, viuh lhV NksM+ nsaA

[kkus ds jSij ;k vU; dksbZ dpjk 
jkLrs ds Hkhrj ;k unh rkykc esa 
Qsadrs gSA
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KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

 D;k vki 2&3 ,slh ?kVuk,¡ ;kn dj ldrs gS tc vkidks vki vlqjf{kr eglwl dj jgs Fks ;k vlqfo/kk esa Fks\

 __________________________________________________________________________________________

 ml O;fä us D;k fd;k vkSj mlds O;ogkj ls vkidks dSls eglwl gqvk\

 __________________________________________________________________________________________

 vius vuqHko ds vk/kkj ij] dkSu lh ckrsa lkekftd f”k’Vkpkj ¼lks”ky ,fVdsV½ ds fojks/k esa tkrh gS\

 __________________________________________________________________________________________

 ,sls dkSu ls ldkjkRed lkekftd f”k’Vkpkj gSa ftudk vki ikyu djuk pkgrs gSa\

 __________________________________________________________________________________________

 fjlpZ dj lkekftd f”k’Vkpkj (social etiquette) dh ,d lwph cuk,sa] ftudk ge fuEu ifjfLFkfr;ksa / txgksa esa ikyu 
dj ldrs gS

1.  lkoZtfud ifjogu ds nkSjku

2. lks”ky ehfM;k ds mi;ksx nkSjku

3. v‚fQl/dk;kZy; esa
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 6. jksy e‚Mfyax

 bl ikB ds var esa ge fuEu mís”; iwjs djsaxsa

• jksy e‚My*dk vFkZ le>sa 

• vius jksy e‚My dks o.kZu djsa 

• vius jksy e‚My ds ftu xq.kksa dks vki vkRelkr djuk pkgrs gS mUgsa fy[ksA 

jksy e‚Mfyax lh[ksa% tc ges iwNk tkrk gS fd gekjk jksy e‚My dkSu gS] rc vDlj ge fdlh çfl) O;fä ds 
uke ysrs gSaA ij D;k vki tkurs gS fd vki vius thou ls Hkh fdlh dks jksy e‚My pqu ldrs gSa\ vkSj D;k vki 
tkurs gS fd jksy e‚Mfyax] ,EIyks;fcfyVh fLdYl lh[kus dk lcls cf<+;k rjhdk gS! D;k vki vuqeku yxk ldrs 
gS dSls\

 ge vkidks ,d fgaV nsrs gS% tc vkidks vkRefo”okl ls vkSj Li’V ckr djus ds fy, dgk tk,] rc D;k vki vkids 
thou ls fdlh O;fä dk vuqdj.k djrs gS] tks vkids vuqlkj ,d mÙke oäk gS \

 vxj ge vius thou esa lgh jksy e‚My dks pqus] rks ge cgqr dqN lh[k ldrs gSA ge vkRefo”okl] laokn] O;k]
olkf;drk] bafXy”k vkSj tks pkgs lh[k ldrs gSaA thou esa ges vU; yksxksa ls lh[kus ds dbZ volj feyrs gSA ge 
ftrus pkgs mrus jksy e‚My cuk ldrs gSA vkSj ge gj jksy e‚My ls dqN u;k vkSj vyx lh[k ldrs gSaA

bl yslu esa ge ,sls gh dqN rjhds tkusaxs ftu ls ge u, vkSj mEnk jksy e‚My [kkst ldsA

eSa D;k tkurk / tkurh gw¡ \ eSa D;k tkuuk pkgrk /pkgrh gw¡\ vkt eSaus D;k lh[kk\

Copyright Free. Under CC BY License



 O;ogkj dkS”ky

19

LVsi 1

vius vki dks tkusa

viuh rkdr dks tkusA

vius esa lq/kkj ds volj tkusA

vius ij fo”oklA

LVsi 2 

viuk jksy e‚My pqusa

ftlds ikl dqN fo”ks’krk gS]

ftUgsa vki ikuk pkgrs gks]

tks ^Vhe Iys;j* gS]

tks esgurh gSA

LVsi 3 

lh[kuk iq:’k djsa

muds lQyrk vkSj v¶lQyrk 
ds ckjs esa tkusA lh[ksa] exj udy 
u djsaA

QhMcSd t:j ysaA

esgurh dkSu gS

1. çfr lewg 3 ls 4 lnL; cukdj uhps nh x;h dgkuh i<+sA

 ikap nksLrksa dh dgkuh & dqekj] vuoj] jhVk] rhu vkSj t‚u ,d fnu fidfud eukus ckgj tkrs gSaA os ,d nqljs 
ds djhch nksLr Fks vkSj vkil esa ,d nwljs ds lkFk fopkj Hkh djrs FksA mUgksaus ,d isM+ ds uhps viuk nksigj 
dk [kkuk [kk;kA os tYn gh ,d jkspd ppkZ esa O;Lr gks x,A dqekj lcls igys Fkk ftlus ç”u iwNkA ^vki 
D;k djksxs vxj vkidks Hkjiwj laifÙk fey tk,\* ^fdruh laifÙk \ *jhVk us iwNkA dqekj us dgk] Þbruk tkus 
ds vkidh lkjh t:jrksa ds fy, i;kZIr gSA*bl ç”u ds mÙkj esa jhVk us dgk dh og ?kweuk pkgrh gS vkSj iwjh 
nqfu;k ns[kuk pkgrh gSA Vhuk us dgk dh og bl jkf”k dks viuh f”k{kk ds fy, mi;ksx djsxh] ^esjk liuk gS fd 
eSa M‚DVj cuw¡A*vuoj ,d [ksr [kjhnuk pkgrk gS vkSj t‚u ik;yV cukuk pkgrk gSA Þrqe D;k djuk pkgksxs\ß]
t‚u us dqekj ls iwNkA dqekj ts tokc fn;k] Þesjk [k;ky esa] eSa ,d Lo;a&lsoh laLFkk iq:’k djuk pkgrk gw¡AßjhVk 
us dgk¡] ÞeSa vkSj ,d loky djrh gw¡A nqfu;k esa vki lcls T;knk fdls ljkgrs gSa\ß bl ç”u dk tokc dqekj 
us fn;k]Þxk¡/kh] bl esa dksbZ “kd ughaA D;k O;fä Fks! muds fcuk gesa vktknh feyuk ukeqefdu FkkA ßVhuk us 
dgk] Þesjs fglkc ls ehjk ckbZA mudh Hkxoku ds çfr J)k vikj FkhA rqe D;k dgrh gks jhVk\ ßjhVk us mÙkj 
fn;k] Þeq>s yxrk gS uhy vkeZLVªkaxA os pk¡n ij dne j[kus okys igys O;fä FksA igyk gksuk fdruk jksekapd 
jgk gksxkA ßvuoj us dgk dh vferkHk cPpu muds ges”kk ls QsojsV jgs gSaA t‚u us jkbV cU/kqvksa dk uke fy;k 
ftUgksaus mM+us dks ,d lR; esa lkdkj fd;kA

2. vius fy, ,d ikVZuj pqus vkSj uhps fn, ç”uksa dk mÙkj nsA  

 d- vki fdu O;fä;ksa dks lcls T;knk ljkgrs gSa vkSj D;w¡ \
 _______________________________________________________________________________________
 _______________________________________________________________________________________

 [k- vki mudh fdu fo”k’krkvksa dks ljkgrs gS \
 _______________________________________________________________________________________
 _______________________________________________________________________________________

3. pkj fyLV cuk,A fyLV ftruh cM+h gks] mruh csgrj

yksx ftUgsa vki ljkgrs 
gS ¼lsysfczVh½

muds xq.k ¼lsysfczVh½ yksx ftUgsa vki ljkgrs gS 
¼vU; yksx½

muds xq.k

¼vU; yksx½
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4. vc bl List esa ls vius euilan nks&rhu xq.kksa dks pqusa%

 mu xq.kksa dks pqusa tks vkids vuqlkj lcls euilan gksaA

 vkids }kjk cuk;h x;h lwph esa ls fdUgha nks O;fä;ksa dks pqusA ;kn jgs fd vki vius jksy e‚My dks pqu jgs 
gSa– p;u /;ku ls djsaA
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KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

jksy e‚My dkSu gS \ 
 __________________________________________________________________________________________

 ge fdu xq.kksa ds vk/kkj ij jksy e‚My dks pqurs gS\ 
 _________________________________________________________________________________________

 D;k efgyk vkSj iq#’k nksuksa gekjs jksy e‚My cu ldrs gSa \ D;w¡\
 __________________________________________________________________________________________

 lksfp, vxj vki fdlh ds jksy e‚My gSA vki esa ,sls D;k xq.k gS fd dksbZ vkidks viuk jksy e‚My cuk,xk\
 __________________________________________________________________________________________

,d ,slk jksy e‚My pqus tks lsysfczVh ugha gks vkSj mldks baVjO;w djsaA mUgsa vius thou dh dgkuh D;k gS iwNs\ 
os vius fdu miyfC/k;ksa ij xoZ eglwl djrs gS\ muds çfr mUds lcls cM+h vlQyrk D;k jgh gS \ 
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1. eSa dj ldrk gw¡ vkSj d:¡xk (I Can and I Will)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs :

• ;kn djsaxs dh geus cpiu ls dSls ^viuh Hkk’kk^ ij egkjr gkfly dh Fkh 

• le>saxs dh vaxzsth lh[kus dk D;k egRo vkSj bl çfØ;k esa D;k dfBukb;k¡ vkus okyh gSa

• vaxzsth lh[kus dk vkRe fo”okl txk;saxsA

vaxzsth cksyus dh {kerk vR;ar egRoiw.kZ gS A

 bl ikB esa ge vaxzsth lh[kus dh çfØ;k dks vklku djus ds dqN etsnkj rjhds tkusaxs A 

 vkius ns[kk gksxk dh cPps cM+h lgtrk ls ?kj esa cksyh tkus okys Hkk’kk dks lh[k tkrs gSa & ,d ;k nkslkyksa esa gh oks cgqr 
ls ”kCn ;k ndj ysrs gS vkSj O;kdj.k ij egkjr gkfly djys rs gSa\ Hkyk dSls\ mudh lQyrk dk jgL; gS & fuMj 
vkSj fujarj vH;kl A ge Hkh vaxzsth lh[kus ds fy, ;gh jkLrk viuk,axs A dej dl yhft;s vkSj gks tkb;s rS;kj!

eSa D;k tkurk/tkurh gw¡ \  eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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a. b. c.

d. e. f.

g. h. i.

j. k. l.

m. n. o.

a,  _______________________________
 _________________________________
 _________________________________

Listened to how parents and elders spoke. 
Listened to stories.
Learnt while playing with friends in childhood.
It was spoken in the area where we lived in my 
childhood.
Heard elders use and tried to imitate them.
Watched TV and movies.

2- bl Vscy esa fn, x, fp=ksa dks nsf[k;s A dqN fp= ^fyf[kr  ‘Communication’ dks n”kkZrs gSa] vkSj dqN ^ekSf[kd^ 
dh vkSj ladsr djrs gSa A vkidks bu fp=ksa dks^ ekSf[kd^ vkSj^ fyf[kr^ Jsf.k;ksa esa ck¡Vuk gS A ,d mnkgj.k vkids 
fy, dj fn;k x;k gS A

1- D;k vki dks ;kn gS fd vkius cpiu 
esa viuh Hkk’kk cksyuk dSls lh[kk Fkk\  

 Dykl ds vU; fe=ksa ds lkFk & viuk vuqHko ckafV;s ! 
 ckDl esa vkids fy, dqN  ‘id eas’ gSa 

Spoken form WriƩ en form

 __________________________
 __________________________
 __________________________

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

Copyright Free. Under CC BY License



vaxszth lk{kjrk

24

Shyness Fear Lack of confi dence Lack of vocabulary

Fear of being made fun of English is diffi  cult Fear of making mistakes Lack of moƟ vaƟ on

vius ifj.kke j[ksaA ge vxyh xfrfofèk ds ckn muds ikl okil vk,axsA

3- D;k vki vaxzsth cksyuk pkgrs gSa\ D;k gS tks vkidks vaxzsth cksyus ls jksdrk gS\ uhps dqN problems nh gqbZ gSa & 
mu problems dks pqusa tks vkidks vaxzsth cksyus ls jksdrh gSa ! bl activity ty ds lkFk & ge vaxzsth dk vH;kl 
Hkh vkjEHk dj jgs gSaA  vaxzsth dh lHkh activities ge vaxzsth esa hi djsaxsA ;fn vkidks dksbZ ”kCn u le>srk ES 
v/;kid ls iwNsaA

________________
________________
________________

________________
________________
________________

________________
________________
________________

________________
________________
________________

________________
________________
________________

________________
________________
________________

________________
________________
________________

________________
________________
________________

Ride a bicycle Ride a two wheeler Drive a car

Travel alone from my town/
village to the city by bus

Use a smartphone Chat on WhatsApp

Created a Facebook account See videos on YouTube from the 
smartphone

Create memes

Book movie Ɵ ckets online Watch cricket matches online Download apps from google play

4- ;kn dhft;s fd fiNys rhu lkyksa esa vkius dkSu lh u;h skill ls lh[kh gSA uhps nh x;h lwph esa lsok Skills pqusa 
tks vkius fiNys rhu lky esa lh[kha gSaA

,d vk”kk gS fd vki lHkh us nh xÃ lwph esa ls de ls de rhu oLrqvksa ij fVd fd;k gksxkA
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MoƟ vaƟ on

Confi dence

Purpose

Interest

Eff ort

Curiosity

Happiness

PresƟ ge 

 

Shyness Try to talk to your friends oŌ en.
Share your feelings.
IdenƟ fy your strengths and be confi dent.
Mingle with people.
PracƟ se what you want to say.
Improve your vocabulary in the ES class.
Learn how to introduce yourself to people 
you are going to meet for the fi rst Ɵ me. 

5- vc lksfp, dh u;h  skills dks lh[kus D;k dkj.k D;k Fkk\ bl lwph esa lsok dkj.k pqusa tks vkids fy, mi;qä 
gSA

 You will noƟ ce that all of you have Ɵ cked almost all the reasons. 
 What does this show? It shows that you are moƟ vated and can learn many new things.
 Did you noƟ ce that you had to read in English and type English leƩ ers when you wanted to download apps, 

create Facebook account, download WhatsApp and chat using WhatsApp, store contacts in your mobile, etc.?

 ,d ckj dh ckr gS ,d cgqr fo}ku iafMr] vdcj ds njckj esa igqapsA mUgksaus ”kga”kkg vkSj mlds njckfj;ksa dks crk;k] 
^eSa cgqr lh Hkk’kk,¡ tkurk gw¡A^ vkSj lpesa] iafMr cgqr lh Hkk’kk,¡ fuiq.krk ds lkFk cksy jgs FksA mUgksaus njckj esa lHkh 
dks pqukSrh nh] ^esjh ekr` Hkk’kkk dk vanktk yxkuk ukeqefdu gSA^ chjcy us ;s pqukSrh eatwj dh !

 ml jkr] chjcy ,sls le; ij iafMr ds ?kj x,] tc iafMr xgjh uhan esa FksA mUgksaus iafMr ds dku esa /khjs ls ,d 
ia[k Mkyk ! iafMr fpYykdj] mBiM+sA vk”p;Z vkSj Hk; esa fudys ”kCn] mudh ekr` Hkk’kk ds Fks !

 vxys fnu] tc iafMr njckj esa vk;s] rc chjcy us crk;k fd iafMr dh ekr`Hkk’kk & rsyqxq FkhA iafMr us ;g ckr 
Lohdkj dhA

 chjcy us njckfj;ksa vkSj vdcj dks crk;k] ^tc yksx eqf”dy esa gksrs gSa] rc ges”kk viuh ekr` Hkk’kk gh cksyrs gSaA 
^bl dgkuh ls gesa lh[k feyrh gS fd ekr` Hkk’kk dk D;k egRo gksrk gSA blls ;g Hkh lh[k feyrh gS fd ç;kl vkSj 
;qfä dh enn ls ge dksbZ Hkh y{; ik ldrs gaSA

6- pfy,] vc ykSVrs gSa mu pqukSfr;ksa ij tks gesa vaxzsth cksyus ls jksdrh gSaA vius fe=ksa vkSj v/;kid dh enn 
ls gj pqukSrh dk gy fyf[k,A gy ,d ls vf/kd Hkh gks ldrs gSaA igyk gy] mnkgj.k ds rkSj ij vkids fy, 
fd;k tk pqdk gSA
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  One week  One month    One year

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

1
Year
Goal

1
Month Goal

1
Week Goal

Your Daily Habits

SET
GOAL

MAKE
PLAN

GET TO
WORK

STICK
TO IT

REACH
GOAL

7- vc ckjh gS bu gyksa dks vius thou esa mrkjus dh! pfy, [kqn dqN y{; nsrs gSaA lksfp, dh bu gyksa dh enn 
ls vki ,d ^g¶rs^] ^eghus^ vkSj^lky^ esa Hkk’kk dks lh[kus dsfy, D;k&D;k ç;kl djsaxsA tSls dh] gj g¶rs & 4 
newspaper i<+uk ogj eghus & 3 vaxzsth fQYesa ns[kukA

8- vius career vkSj thou esa vkidks dc&dc vaxzsth cksyus dh vko”;drk iM+sxhA

 D;k vkidks yxrk gS & tSls&tSls vki vaxzsth ds u, ”kCn lh[ksaxs 
oSls&oSls vkidk vkRefo”okl c<sxk\

KWL  pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• vaxzsth lh[kuk mruk gh lgt gks ldrk gS] ftruk dh vkids fy, viuh ewy cksyh cksyuk lh[kuk FkkA

• vaxzsth lh[kus esa vkus okyh ck/kkvksa dks ikj fd;k tk ldrk gSA

• fo”ks’k lUnHkksaZ esa vaxzsth ds vke mi;ksx dks vklkuh ls lh[kk tk ldrk gSA

?kj vkSj vkbZVhvkbZ esa utj vkus okyh vke oLrqvksa ds ukeksa dh yach lh lwph cukb;s – /;ku jgs dh lHkh uke 
vkidks vaxzsth esa gh fy[kus gSA
hƩ ps://bangkok.unesco.org/content/mother-tongue-based-mulƟ lingual-educaƟ on-key-quality-educaƟ on

 hƩ ps://study.com/academy/lesson/factors-aff ecƟ ng-second-language-acquisiƟ on.html
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs :

• “kCnksa dh fofHkUu Jsf.k;ksa dks le>saxs 

• tkusaxs naming, action vkSj describing “kCnksa dks 

• “kCnksa dks muds mi;ksx ds vuqlkj igpkusaxs

vaxzsth ”kCnksa dh dqN vke Jsf.k;ka gksrh gSa & naming ¼uke½] action ¼fØ;k½]  describing ¼fo”ks’k.k½ vkSj pronoun 
¼loZuke½- Naming words fdlh O;fä] ;k oLrq dk uke crkrs gSaA Action words ls ge tkurs gSa fd D;k gqvk vkSj 
dcA Describing words “kCnksa djsax] :i] vkdkj bR;kfn dk o.kZu djrs gSaA Pronoun dks ge naming words dh 
txg bLrseky dj ldrs gSaA

eSa D;k tkurk/tkurh gw¡ \  eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

Dinesh
Devi

Dinesh is a supervisor.
Devi is a company secretary.

Cu  ack
Indore

Cu  ack is in the eastern region.
Indore is an industrial city.

nut
screw

Thread the nut and the bolt. 
Tighten the screw.

electricity
heat 

Electricity is necessary for running a machine.
Heat is a form of energy.

solder
soldered

Solder the rods properly.
Mani has soldered the wires to the circuit board.

clean
cleaned

Clean the shopfl oor regularly.
They have cleaned the juncƟ on box.

a. Naming words

 name – Dinesh, Devi

 place – Chennai, Mumbai

 thing – nut, screw

 idea – electricity, heat

b. AcƟ on words

 solder – soldered

 clean – cleaned

  2. “kCn fuekZ.k (Word Building)

Copyright Free. Under CC BY License



vaxszth lk{kjrk

28

red
blue

The red wire has to be soldered.
The keys are kept inside the blue box.

round
fl at

Some of the round hooks are mounted on the wall.
Always keep the laptop on a fl at surface. 

big
small

The big laptops are not used anymore.
There are many small pins fi xed on the board.

many
few

A factory has many buildings.
A few supervisors went to meet the Manager.

smooth
rough

The instrument has a smooth fi nish.
The sand paper has a rough side.

loud
low

The engine makes a loud noise when it is switched on.
The sucƟ on motor has low noise levels.

He Kumar is pasƟ ng the sƟ ckers on the box. He is busy.

She Kajol is walking. She wanted to be in the site.

You You must fasten the safety belt while driving in highways.

me, I Give me the bundle. I will leave it in the stock room.

We We can use  good quality stainless steel clamps.

They The steel rods have been packed. They have to be transported to the work site.

us We contacted the company. The managers informed us.

It Get the socket. It is needed to wind the wire around the terminal screw.

This This machine needs several components replaced.

these Keep these hooks in the small box.

c. Describing words 

 colour – red, blue

 shape – round, fl at 

 size – big, small

 quanƟ ty – many, few

 feel – smooth, rough

 sound – loud, low

d. Pronouns 
 Common pronouns are he, she, you, me, I, we, they, us, this, these.

a. b. c. d.

e. f. g. h.

i. j. k. l.

_________________
_________________

_________________
_________________

_________________
_________________

_________________
_________________

_________________
_________________

_________________
_________________

_________________
_________________

_________________
_________________

_________________
_________________

_________________
_________________

_________________
_________________

_________________
_________________

1- uhps nh x;h oLrqvksa dk vaxzsth uke fyf[k,A 

Hammer
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___________ ___________ ___________ ___________ ___________ ___________

___________ ___________ ___________ ___________ ___________

round, many, blue, brown, many, rough, small, smooth, shiny

a. _________box          b. __________ stool           c. __________ nuts        d. ___________ rocks 

2- Picture esa n”kkZ;h x;h txgksa dks igpkusa! D;k vki fn;s x, fp= esa ls vyx&vyx txgksa dks igpku 
ldrs gSa\ uhps fn, x, okD;ksa dks iwjk djsa] vkSj 
fQj bu okD;ksa dks tksj ls] cksydj i<+saA
a. The bank is in the Main street.
b. There is a _________ in the First street.
c. The school is in the __________ ____________.
d. The hospital is in the ________________ ___________.
e. The ________________ is directly opposite to the Police StaƟ on.
f. There is a ________________in the _____________.
g. The ____________ is in the ______________.
h. The __________is next to the _____________.
i. The _________________ is opposite to the ___________.
j. The ______________ is on the right hand side.

 3- bu fØ;kvks dks igpkusa vkSj budk lgh uke fy[ksa
    push climb cut clean pull exƟ nguish (puƫ  ng out fi re)

 4- bu fØ;kvksa dks igpkusa vkSj budk lgh uke fy[ksa  
    connect   welding  install   plumbing  cuƫ  ng

 5- bu oLrqvksa dks igpkusa vkSj budk lgh uke fy[ksa

 6- bu fp=ksa dks ns[ksa vkSj budk lgh uke fy[ksa
    near, clean, beauƟ ful, far, colourful, noisy, open, interested, preƩ y, dirty
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workshop

equipment

tool

hazard

accident

injury

compressor

material

employee

organizaƟ on

fi rm

danger

install

manufacture

touch

supply

injure

fi ll

drain

protect

repair

clean

connect

measure

he

she

it

we

they

us

her

him

I

me

this 

these

automoƟ ve 

organizaƟ onal

hazardous

sanitary

skilled

dangerous

harmful

healthy

injurious

___________ ___________ ___________ ___________

 7- fjä LFkku Hkjsa 
 a. __________ hit the ball so hard that the bat fl ew away from his hand. 
   (i) She  (ii) They  (iii) He  (iv) It  
 b. I think __________ enjoy playing outside with your friends. 
   (i) he  (ii) she  (iii) you  (iv) I
 c.  The dog pulled out Tanya’s shoe before __________ ran away. 
   (i) you  (ii) I  (iii) they (iv) it
 d. __________ enjoys going to the gym every morning. 
   (i) I  (ii) She  (iii) They (iv) We
 e. __________ prefer walking home from the factory as all of us live in the same street. 
   (i) She  (ii) He  (iii) We  (iv) It 
 f.  __________ is raining again.
   (i) It  (ii) She  (iii) He  (iv) We
 g. __________ applied crease on all the door hinges in her offi  ce. 
   (i) It  (ii) She  (iii) He  (iv) We
 h. You can have ice cream aŌ er __________ fi nish your dinner. 
   (i) we  (ii) she  (iii) you  (iv) I

 8- i<+sa] vkSj fjä LFkku esa lgh loZuke Hkjsa
      she, he, it, they, his

 Radha and John were marking a point on the wall. ________ wanted to hit a nail to hang the calendar. 
_______________ also wanted to hang the calendar immediately. _______ has been lying on the table for a 
very long Ɵ me. John placed the nail on the mark. __________ hit it with a small hammer.  As the hammer was 
small, Radha was worried that ________ may miss the mark and hit __________ fi nger. __________ asked him 
to be careful.

 9- “kCnksa dks igpkusa vkSj mudh Js.kh fy[ksa
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container cylindrical fi ll  dry it
pungent nitrogen  dropped  we us
energy Ɵ ght  soŌ   liquids he 
develop heaƟ ng  drew   they  vapour

Naming words Ac  on words

Describing words Pronouns

10 - “kCnksa dks igpkusa vkSj mudh Js.kh crk,a

 KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

 • “kCnksa dks pkj eq[; Jsf.k;ksa esa ck¡Vk tkrk gS & naming, action,describing opronoun-

 • Pronoun dks noun ds LFkku ij use fd;k tk ldrk gSA

 • “kCnksa dks muds mi;ksx ls igpkuk tk ldrk gSA

Extension (op  onal)

 viuh Dykl vkSj Ldwy esa fn[kus okyh lHkh oLrqvksa ds vaxzsth ukeksa dh ,d fyLVl cuk,aA
hƩ ps://www.youtube.com/watch?v=O-6q-siuMik&list=PLh7K1tEhkxF0UqPX5Yi-0zEsKJZFhzw-q
hƩ ps://www.youtube.com/watch?v=UejW-WQpujs&t=44s
hƩ ps://www.youtube.com/watch?v=0T9xMqvjdLk
hƩ ps://www.youtube.com/watch?v=pt-cjNaErxI
hƩ ps://www.youtube.com/watch?v=nkjKPhleQ5E
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs

• naming words dks igpkuus yxsaxs

• objects vkSj muds Hkkxksa dks igpkusaxs

• le>saxs fd fdl çdkj ,d naming word ds fofHkUu vFkZ gks ldrs gSaA

Naming Words% gekjs vkl ikl lHkh phtksa & yksx] txgksa] fopkjksa & ds uke gSaA bu ukeksa dks gh ge naming 
words dgrs gSaA Naming words dks tkuuk vkSj mUgsa igpkuuk mudk appropriate noun ds lkFk cgqr t:jh gksrk 
gS A 

eSa D;k tkurk/tkurh gw¡ \  eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

 a. Things around us
Home – wall, door, window, clock, bulb, stove, chair, bed
Classroom – chair, table, bench, desk, blackboard, fan, light, chalk piece, pen, notebook
Playground – bat, ball, ring, skipping rope, net, discuss, javelin, gloves, sƟ ck

b. People
Common – police, teacher, conductor, minister, trainer, trainee
Specifi c – Rahim, Lekha, Sidhu, Paulman, Praveen, Harsha, Kaif, Girija

c. Places
Countries – India, Srilanka, Nepal, Belgium, Thailand, Poland, Denmark, Norway
States –Telangana, Sikkim, Maharastra, Rajasthan, Kerala, Andhra Pradesh
CiƟ es – Chennai, Mumbai, Kolkata, Srinagar, Jaipur, Lucknow, Bengaluru
Towns – Chandrapur, Silguri, Trichy, Mandhya, Davangere, Shillong
LocaliƟ es – Karol Bagh, Cantonment, Velacherry, Matunga, Kailash Nagar

d. ideas 
combusƟ on, conducƟ on, radiaƟ on, electrolysis, fomentaƟ on, symposium, conference

  3. vfHkèkku “kCn (Naming Words)
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1- fjä LFkku Hkjsa
   (lips, hand, fi ngers, head, eye, shoulder, ear, elbow, knee, toe, leg, foot, nose)

2- viuh vk¡[kksa dks [kqyk jf[k, A vkl&ikl nsf[k, A bu txgksa ij vkidks dkSulh oLrq,a feysaxh\ muds vaxzsth 
 uke fyf[k,

Place Names of things

Home

Classroom

Library

Bus stand

Grocery store 

Mobile shop

Cinema theatre

tape measure (2M)
uƟ lity carve tool

test pen

blow case

6°combinaƟ on pliers

PVC insulaƟ on tape

screwdrivers 6°100(-)

screwdrivers 6°100(+)

safety hammer

bonnet

wheel door
handle

hub fuel cap

window
roof

bodywork

boot
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3- pfy, [ksyrs gSa! fn, x, v{kjksa ls “kq: gksus okys “kCnksa dks vkidks mudh lgh Js.kh esa fy[kuk gSA mngkj.k 
ns[ksa vkSj [ksyuk vkjEHk djsa

LeƩ ers Names Places Things Animals Birds

H Hyder Ali Hyderabad Hammer Hyena Humming bird

M

S

P

R

K

L

B

W

C

E

 4- gj Hkkx dk uke crk,a

Roots  Branch Leaf  Trunk  Stem  Petal
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5- v{kjksa dks lgh J`a[kyk esa yxkdj] lHkh “kCn cuk,aA ;g lHkh uke mu oLrqvksa ds gSa] tks jlksbZ esa dke vkrh 
gSA

 (peeler, cuƩ er, water purifi er, inducƟ on stove, microwave, refrigerator, blender, mixie, steamer, electric keƩ le, 
roƟ  maker, slicer, juicer, grinder, coff ee fi lter)

criekeocor rice cooker utctre

fecofe treilf  eplere

ximie lceris

crmiovewa rngidre

frgreietroar ndutonicit voes

ednbelr taewr uprifeir

uiejcr msteare

Ɵ ro kamer leecƟ rc etlkte

 6- ;g vkStkj vkids vDlj dke vkrs gSa & igpkusa vkSj buds uke fy[ksa

_______________

_______________

_______________

_______________

_______________

_______________

 7- “kCn vkSj mlds lgh vFkZ dks feyk,a
a. pole  – a band on a fi nger / something circular in shape
b. pound  – a genre of music / a stone
c. ring  – North or South ends of earth’s axis/a long metal or wood piece
d. right  – a season / coiled metal
e. rock  – unit of weight / to beat
f. rose  – fl at piece of wood / to get into a vehicle, plane or ship
g. spring  – correct / direcƟ on opposite of leŌ   
h. board  – to have goƩ en up / a fl ower 
i. tender – to grow Ɵ red / a part of a wheel
j. Ɵ re  – in good health / a source for water in the ground
k. well  – gentle / off er of money 

d.   I am used 
for checking 
voltage for 
troubleshooƟ ng 
and diagnosing 
electrical 
components.

e.  I replace the 
basic light bulb 
used for working 
underneath an 
auto.

a. I aid in removing
 nuts and bolts.
b.  I help to insert or   

 remove screws. 
c.  I help in protecƟ ng 

the part being     
removed without 
damaging it.
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8- dqN “kCnksa ds ,d ls vf/kd vFkZ gksrs gSaA bu “kCnksa ds lHkh vFkZ <waf<,A

f. express –

g. fair –

h. kind –

i. lie –

j. match –

9- fn, gq, fp= esa ftruh Hkh oLrq,a gSa] muds uke fyf[k,

a. bark – a tree’s outer layer / the sound 
the dog makes 

b. bat –
c. bright –
d. circular –
e. current –

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

-----------------------------------------------------------------------------------------------------------------------------------------------------------------

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• naming words & O;fä] oLrq] txg vkSj fopkj dk uke gksrs gSa

• bu dh enn ls ge O;fä] oLrq] txg vkSj fopkjksa dks igpku ikrs gSa

• dHkh&dHkh ,d ”kCn dbZ O;fä / oLrqvksa bR;kfn dk uke gks ldrk gS 

 https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/v 
introducƟ on-to-nouns-the-parts-of-speech-grammar-khan-academy

 https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/e/
idenƟ fying-nouns
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs 

• tkusaxs dh plural ¼cgqopu½ dSls curs gSa 

• plural vkSj singular ¼,dopu½ ds varj dks le>saxs

• mi;qä plural vkSj singular “kCnksa dks fy[kus dk vH;kl djsaxsA 

 ;g rks vki tkurs gSa fd naming word fdlh O;fä] oLrq] txg bR;kfn dk uke gksrs gSaA ;fn oLrq ,d gksrks 
mlls tqM+k naming word & singular dgykrk gSA  vkSj ;fn cgqr lh oLrq,a gksa rks og ”kCn plural ds :i esa 
vkrk gSA vf/kdrj , singular words -s, -es, -ie tksM+us ij plural cu tkrs gSaA dHkh&dHkh fdlh ”kCn dks singular 
or plural :i ,d gh gksrk gSA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

a. Plurals formed by adding -s
 substance –  substances
 component – components
 ingredient – ingredients
 object  – objects
 girl  – girls
b. Plurals formed by adding -es
 (for naming words ending in ‘s, x, sh, or ch, z’, add -es to form plurals.)
 lens  –  lenses
 box  – boxes
 brush  – brushes
 torch  – torches
 quiz   – quizzes

Naming word 
in singular

s/es/ies Naming word 
in plural

  4. vfHkèkku “kCn – ,dopu vkSj cgqopu
         (Naming Words – Singular and Plural)
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Naming words – Singular Naming words – Plural Naming words – Singular Naming words – Plural

nut nuts needle needles

electrician electricians carpenter carpenters

mason masons tailor tailors

hammer hammers plumber plumbers

welder welders nurse nurses

pipe fi Ʃ er pipe fi Ʃ ers

c. Plurals formed by adding -ies aŌ er removing ‘y’ 
 lady  –  ladies
 body – bodies
 carry – carries
 bury – buries
 fairy – fairies
d. Naming words with the same singular and plural forms
 equipment  – equipment
 furniture  – furniture
 species  – species
 sheep   – sheep
 aircraŌ   – aircraŌ 

1- “kCnksa dks i<+sa vkSj igpkusa & og plural gSa] ;k singular\

HEAD

SHOULDER(S)

NECK

ARM(S)
HAND(S)

FINGER(S)
LEG(S)

KNEE(S)

TOE(S)
FOOT (FEET)

 apprenƟ ce apprenƟ ces
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2- Vscy esa fn;s x;s naming words dks nsf[k, A  nsf[k;s dh fdl çdkj plural “kCnksa dh jpuk gksrh gS! “kCnksa 
 dks cksydj if<+,A

Noun – singular  Noun + s  Noun + es No change

solvent solvents

torch torches

furniture furniture

brush brushes

pump pumps

bush bushes

apparatus apparatuses

equipment equipment

 building buildings

 screwdriver screwdrivers

 lathe lathes

 bench benches

 plug plugs

 nut nuts

 glass glasses

 clutch clutches

 bolt bolts

Singular Singular+ s Singular+ es Singular + ies No change 

plug

bench

housefl y

furniture

bush

story

nail

equipment

machine

baby

tool

candy

 3- bl Vscy esa fn, gq, “kCnksa ds lgh plural form dks fyf[k,A
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sheep

aircraŌ 

buzz

bury

switch

piece piece materials

switch stock

screws texƟ le

box goods

cliff yard

signs items

bushes gear

consƟ tuent hardware

elements kit

things machine

notes parƟ cular

details watch

document evidence

ideas facts

papers bus

CIRCUIT CLAMPS COMPONENT

DEVICES EQUIPMENT FACTORY

FASTEN MAGNET OVERALLS

PRECAUTION ROLL SUSPENSION

 4- fn, “kCnksa dk  singular ;k plural form fyf[k,A mnkgj.k ns[kdj] le>sa

 5- ;g “kCn grid esa gh dgha fNis gSa & bUgsa <waf<,A
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N E N K W T M F M T N C

N O U E E Y A Q N S O D

O G I N T C X E D P I E

W V G T T S M P X M S V

G A E O U P A G K A N I

M D R R I A Y F I L E C

V Y X U A S C Y Q C P E

R Y Q B Z L A E G I S S

W E R O L L L L R T U R

T I U C R I C S P P S B

U G X K B L N C P K D Y

C O M P O N E N T J R I

tool tools 

machine machines

hammer hammers

plier pliers

lathe lathes

glove gloves

helmet helmets

screw screws

mechanic mechanics

switch switches

box boxes

industry industries 

 6- “kCnksa dh lgh Js.kh igpkusa (singular ;k plural) vkSj mls fy[ksa

________________ ________________
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Singular Plural 

plug clutches

clutch classes

banana roses

class apparatuses

machine plugs

team bananas

brush machines

rose brushes

apparatus teams 

7- singular “kCnksa dks muds plural form ls feykb,A mnkgj.k ns[kdj] le>sa

 • naming “kCnksa ds nks çdkj gksrs gSa & plural ;k singular.

 • Plural dh jpuk singular “kCnksa esa &s, &es] vkSj &ie tksM+dj dh tkrh gSA

 • fdlh&fdlh ”kCn dk plural o singular form ,d gh gksrk gS

 vius ?kj / Dykl / v‚fQl esa lHkh oLrqvksa dh ,d l ist cuk,aaaaA crk,a dh oks oLrq,a  singular gSa] ;k plural. 
 hƩ ps://www.youtube.com/watch?v=ETzngG8N3AU&t=84s
 https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-noun/grammar-nouns/v/

introducƟ on-to-singular-and-plural-nouns-the-parts-of-speech-grammar-khan-academy
 hƩ ps://www.khanacademy.org/humaniƟ es/grammar/parts-of-speech-the-noun/grammar-nouns/e/plural-and-

singular-nouns

 KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs 

• action ¼fØ;k½ “kCnksa dks igpkusa

• activity dks ns[kdj] lgh action “kCn dh igpku djsa

• le>sa dh action dks djus okys O;fä / oLrq dks naming word ls lacksf/kr fd;k tkrk gSA

 Ac  on Words

og ”kCn tks gekjh voLFkk vFkok xfr fof/k dk o.kZu djrs gSa] mUgsa ge action word cksyrs gSaA ;g xfr fof/k 
”kkjhfjd ¼pyuk] [kkuk½ ;k ekufld ¼lkspuk] lius ns[kuk½ gks ldrh gSA tc ge action vkSj naming word dks 
feyk nsrs gSa] rc gesa ckr dk iwjk vFkZ le> vk tkrk gSA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

Action words

run

to do to have to be

has be
listen

speak
read

write

connect
dance

work been

being
were

are

was
had am

have is

walk

laugh

sing

write

give jump eat drink cook wash

waitclimbpullpushtalk

open close sleep throw away cut fl y

watch tv dance turn on turn off win

read play listen cry think

run ride sit down stand up fi ght

      5. fØ;kFkZd “kCn (Ac  on Words)
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1. fp=ksa dks ns[ksa] vkSj igpkusa dh bu fØ;kvksa dks fdl action word ls iqdkjk tkrk gSA vkil ist esa ls lgh 
action word pqu ldrs gSaA

 (fl ow, play, teach, burn, fl y, jog, install, dance, build, service, drive, weld, sow, liŌ , sƟ ch, plant, calculate, fall, 
skate, repair)

2- ;g ‘kCn bl igsyh esa fNis gSaA bUgsa <wa< fudkysaA

BORE CONNECT FILE MEASURE

CLEAN DRILL FIX FIT

CUT ERECT CORRECT POSITION

JOIN LEVEL SLIDE PLUMB

SEW TILT PIERCE WORK
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 3- okD;ksa esa action word dks <wa<dj] mu ij fu”kku yxk;saA
a. The instructor operates the machine.
b. Raghav gave me a giŌ .
c. The workshop is clean.
d. Jenny has good communicaƟ on skills.
e. Michael appreciated the workers in the factory.
f. My dad delivered the parcel in Ɵ me.
g. Mohammed drove to the beach yesterday morning.
h. The dog barked at the strangers.
i. They found a treasure in the garden.
j. It is good to eat an apple every day. 
k. She is an effi  cient worker.
l. Everyone worked towards development.

 4- fp=ksa esa fn, x, action dks igpkusa] vkSj mi;qä action word fy[ksaA

H L J W C F G H W I A U I T R

K U B L I O L K F H F M I L B
O A E X U N N E R W U E U I I
D R I L L G L N V O S A J T D
P O S I T I O N E E W S C U T
S A K H N P C G E C L U E N L
E I B A G O T P L J T R A E C
W X E M R N I O J Q O E F D A
F L W R U S E T A B N I W S T
C I E P A L V C L Y L K Z L J
D C T S K J P E X E O Q Q I F
T R K E A B K R O Y Z P G D P
L J U Q S V R E D R L N A E F
E C R E I P R M E T I E L E Q
P J C A K O B T K A J F M X S
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;fn naming word singular gS] rks mlls tksM+k action word Hkh singular gksxkA vkSj] ;fn naming word plural 
gS rks action word Hkh oSlk gh gksxkA

5. fjä LFkku Hkjsa
a. The plumber _____________ (is/are) repairing the motor.
b. Electricians ____________ (help/helps) to fi x electrical problems.
c. The carpenter ____________ (are/is) a very good craŌ sman.
d. The mason _____________ (assist/assists) the site engineer.
e. Assistant Surveyors ______________ (do/does) not work independently.
f. Zardosi work ______________ (looks/look) beauƟ ful.
g. Skilled craŌ smen ______________ (are/is) in great demand across the world.
h. Knowledge and skill _____________ (are/is) the two important areas to focus on.
i. Sachin Tendulkar _______________ (has/have) many world records in cricket.
j. India _____________ (are/is) the largest democracy in the world.

6. fjä LFkku Hkjsa  (ac  on or state of being).
 (helps, apply, erects, blows, repair, are, install, complained, cuts, are, is, work, is, grows, recruits)

a. Service mechanics _________________ washing machines.
b. Plumbers help to ________________ pipe lines and motors.
c. Tailors _______ in demand in the exports sector.
d. Automobile service technicians ____________ in automobile companies in the manufacturing and 

servicing departments.
e. Surface Mount Technology ________ to mount components in electronic devices.
f. The carpenter ___________ wooden planks with a circular saw. 

fi nd
water

need

needs

roots

leaves green

yellowsunlight

has

has

can be

plant

fl owers

has
are

is
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g. ITI trainees ________ for internship in industries.
h. BHEL _____________ ITI trainees for apprenƟ ce training. 
i. The pipe fi Ʃ er ______________ scaff olds in the work site. 
j. Hard hat _______ a head protecƟ on equipment.
k. There ____________ plenty of job opportuniƟ es for ITI trainees.
l. In the current day scenario, knowledge of computers _________ essenƟ al for any job.
m. The conductor _______________ the whistle.
n. The farmer ____________ rice and sugarcane.
o. Joseph and Margaret _______________ to the police about the theŌ  in their house.

7. fjä LFkku Hkjsa
a. The instructor ______________ the trainee to wear the appropriate PPE.
b. The electrician ____________ the motor.
c. The trainee ____________ the screw in the machine.
d. ITI trainees ______________ safety guidelines in the workshop.
e. There ______ many short-term courses in the HandicraŌ s sector.
f. NCVT cerƟ fi cate _________ important to get good jobs.
g. Welders __________ safety goggles to protect their eyes.
h. Scaff olds _____________ supporƟ ve to prevent accidents.
i. Tool box talks in worksites _____________ safe work environments.
j. Entrepreneurs _______ to create more jobs.

8. fjä LFkku Hkjsa
 Nadia, a customer ______________ (comes/come) to a mobile showroom. She __________ (looks/look) 

at various models. She ____________(like/likes) Samsung 8. She ___________(ask/asks) the sales person 
the cost of the phone. The sales person ______________ (tell/tells) her that the phone costs Rs. 10000. 
Nadia ____________ (asks/ask) for models below Rs. 8000. The sales person ________ (show/shows) Nokia 
series and other basic models. The models _______ (is/are) not aƩ racƟ ve. They __________(are/is) very 
ordinary. Nadia ____________(request/requests) the salesperson the best price for Samsung 8. She also 
____________ (asks/ask) for any off ers available. The sales person ____________ (inform/informs) her that 
there ___________(are/is) no discount. The shop __________(give/gives) a discount of 10 per cent for cash 
purchases. Nadia ________ (ask/asks) for a fresh piece. The sales person _________(give/gives) her a fresh 
piece.

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

 • action word voLFkk ;k xfr fof/k dk fooj.k djrs gSa

• ;fn naming word singular gS] rks mlls tksM+k action word Hkh singular gksxk

 • ;fn naming word plural gS] rks action word Hkh plural gksxkA

 vius vkl&ikl gksus okys vke action words dks fyf[k,

 https://www.khanacademy.org/humanities/grammar/parts-of-speech-the-verb/introduction-to-verbs/v/
introducƟ on-to-verbs-the-parts-of-speech-grammar

 hƩ ps://www.youtube.com/watch?v=d41RaIZEsfo
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs

 • tkusa fd dSls “kCn gesa crk ldrs gSa dh action fdl le; ?kfVr gqvk
• ns[ksaxs dSls Hkfo’; ¼present½] Hkwr ¼past½ vkSj Hkfor ¼progressive½ çdkjksa es action word dk :i cnyrk 

gS
 • present ds action word dks past esa ifjofrZr djsaxs

Tense n”kkZrk gS fd okD; esa ftl ?kVuk dh ppkZ gks jgh gS] og dc ?kfVr gqbZ & Hkfo’; esa] Hkwr esa ;k orZeku esa! 
dqN ”kCn vHkh ?kV jgh ?kVukvksa dh ckr djrs gSa] vkSj dqN mudh tks ?kfVr gks pqdh gSaa vHkh ?kfVr gks jgk gS rks 
present gS vkSj gks pqdk gS rks past gSA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

AcƟ on that is happening now and 
acƟ on in progress − Present Tense

AcƟ on completed − Past Tense

I eat the apple.
Happening now

I ate the apple.

Happened in the past

I am ea  ng the apple.

 6. fØ;kFkZd 'kCn – dky (Ac  on Words − Tenses)
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a. Simple Present Tense

Simple Present Tense Ac  on Words
I like fruits. like
A plumber fi xes the broken pipes. fi xes
I agree with the boss. agree
Metals conduct electricity. conduct

b. Simple Past Tense

i. dqN action words dks ^ed^ tksM+dj present ls past esa ifjofrZr fd;k tk ldrk gSA

Generally True

Uses of theSimple PresentTense

Habits
I brush my teeth in the

morning.

Future Timetables
The train leaves at  10

a.m.

The sun sets in the west. She works at a hospital.

Permanent situa  ons

Spelling Rules
Most ac  on words

ac  on words ending in−e

ac  on words ending in−y

ac  on words ending in a 
vowel + consonant

+ ed

+ d

Drop y + ied

Double the last
le  er + ed

repair     repaired

Increase     increased

Apply     applied

Transmit     transmi  ed

Regular or Irregular acƟ on words
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ii.  dqN ”kCnks aesa ed ugha yxrk] cfYd mudh iwjh 
spelling gh cny tkrh gSA

Present Tense Past Tense
build built
rise rose
give gave
drive drove

Present Tense Past Tense
fi t fi t
put put
shed shed
spread spread
bet bet
hit hit
shut shut
broadcast broadcast
set set

Present Tense Past Tense
do did 
buy bought 
go went 

iii.  dqN ”kCnksa ds past esa cnyus dk vankt dqN  
vyx gh gS

4- dqN ,sls Hkh ”kCn gS tks cnyrs gh ugha & muds past vkSj present ds çdkj ,d gh gSa

AcƟ on

Present Tense exƟ nguish sweep climb cut clean
Past Tense exƟ nguished swept climbed cut cleaned

 1.  uhps fn, x, present tense ds “kCnksa dks muds mi;qä past tense ls feykb,A

Present tense (happening now) Past tense (completed some  me ago)

load hunted

come soldered

fi t kept

solder cut

keep fi Ʃ ed

hunt loaded

cut came
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 2. ;s Ø‚l oMZ lqy>kb,A

Progressive tenses% tks ?kVuk dqN le; rd bl ?kV jgh gksrh gS mldk o.kZu action word ds 
Progressive tense :i ls fd;k tkrk gSA fdlh Hkh ”kCn dks ;s :i nsus ds fy,] dsoy -ing yxkuk gksrk gSA

Ac  on

Ac  on Word repair fi x cook solder

Ac  on in 
progress
(-ing)

repairing fi xing cooking soldering

a. Present progressive tense

tks ?kVuk,a orZeku esa ?kV jgh gSa & mUgsa present progressive tense 
esa O;ä fd;k tkrk gSA fdlh Hkh ”kCn ls igys am / is / are vkSj ckn esa 
-ing tksM+ nsus ls & og present progressive dk :i ys ysrk gSA

I am studying for my exam.
I am fi xing the broken chair.
The AC Mechanic is cleaning the Air CondiƟ oner.
The clerk is typing a leƩ er.
The soŌ ware engineers are working on the new soŌ ware.
The fi re fi ghters are spraying water on the building.

1

2

43

6

87

9

10

5

Down Across

2. I _______to my friend this morning

4. Past tense of shut

7. The room is _____against cold.

9. My friend _____me a giŌ  yesterday

10. Past tense of make

1. Present tense of inspected.

3. The electrician____the wires to the plug.

5. The carpenter____the nail with a hammer

6. Past tense of supply

8. Present tense of applied

“He is walking.”

... means right now,
he is walking, as we
speak.

Past Now Future
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B. PAST PROGRESSIVE TENSE

 os ?kVuk,a tks past esa dqN le; rd ?kVrh jgha Fkha mUgs Past progressive dh enn ls O;ä djrs gSaA bldh 
jpuk was/were + ing ls gksrh gSA

When my mother called, I was playing in the garden.
I was mending the punctured tyre, when it rained.
The electrician was checking the fuse, when the power went off .
When the principal came, the teacher was wriƟ ng on the board.
When I went, they were packing their bags.
The builders were waiƟ ng for the blueprint of the building.

3. uhps fn, okD; if<+,A tks “kCn present progressive gSa muds uhps js[kk [khafp,] o tks “kCn past 
progressive gSa & muds Åij xksyk dhft;sA

Ac  on Ac  on words in Present 
Progressive

Ac  on words in Past Progressive

a. I am installing Windows 10 in my 
laptop.

b. Jothi is installing an app in her 
mobile.

c. They are installing anƟ virus in all 
the computers.

d. I was installing new soŌ ware in 
my laptop yesterday.

e. They were installing fi refox in 
the offi  ce systems.

4. lksfp, dh vkids firk] ?kj ij cYc cny jgs gSaA vius nks Lrj ghedks crkb, dh vkids firk D;k dj jgs 
gSaA mnkgj.k ns[kdj] le>saA

Turn off  the power. My father is turning off  the power.

Allow the bulb to cool. He is allowing the bulb to cool.

Twist the old bulb in the anƟ clockwise direcƟ on. He is _____________ the old bulb in the 
anƟ clockwise direcƟ on.

Remove the bulb from the socket. He _______________ the bulb from the socket.

Push the new bulb gently into the socket. He ________________________________________

Turn the bulb in the clockwise direcƟ on. He ________________________________________

Switch on the power. He ________________________________________

Dispose the old bulb. He ________________________________________

Past Con  nuous
(was/were) + (acƟ on word + ing)

Past Present Future

INSTALL
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5. vc bUgha okD;ksa dks past progressive esa cnfy,A

My father _____turning off  the power.

He  _____  allowing the bulb to cool.

He was ________________ the old bulb in the anƟ clockwise direcƟ on.

He _______________ the bulb from the socket.

He _________________________________________________________________________________

He _________________________________________________________________________________

He  _________________________________________________________________________________

He _________________________________________________________________________________

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• Tense }kjk ge action word ds ?kfVr gksus dk le; le> ldrs gSa present o past oks tense gksrs gSa] tks 
fQygky ?kVjgs gSa vkSj ?kV pqds gSaA

• Progressive tense mu ?kVukvksa dks O;ä djrs gSa tks orZeku ;k Hkwrdky esa ?kVrs jgsA

hƩ ps://youtu.be/faUvT7zfsyk
hƩ ps://youtu.be/-PhyqbvnoCg
hƩ ps://www.youtube.com/watch?v=-PhyqbvnoCg
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7. [kqn dks ij[ksa (Recall )

1. Sending emails to communicate informaƟ on is a form of 
 a. spoken communicaƟ on  b. wriƩ en communicaƟ on  c. oral communicaƟ on   d. voice communicaƟ on
2. Which one of the following is not a challenge in learning a language?

a. lack of vocabulary    b. lack of confi dence         c. lack of moƟ vaƟ on       d. lack of companion
3. Which of the following statements is true?
 a. Using mother-tongue to learn English can be helpful. 
 b. Mother-tongue interference is bad.
 c.  English cannot be learnt through one’s mother-tongue.
 d. You should not use mother tongue while learning English.
4. Of the strategies listed below, which one can help you in seƫ  ng a goal to learn English?
 a. planning short-term for a week               b. planning short-term for a month  
 c. planning short-term for a week, a month and a year    d. you can do it without any planning
5. What is the fi rst step in learning a language?
 a. planning  b. seƫ  ng a goal   c. sƟ cking to the plan  d. buying books
6. What can one do to overcome shyness? 
 a. Try to talk to friends oŌ en.      b. Share feelings.  
 c. IdenƟ fy strengths and be confi dent.   d. Avoid meeƟ ng friends.
7. We read and type in English whenever we 
 a. book Ɵ ckets for trains or movies    b. go out to the beach    c. work in lathe    d. measure objects
8. Developing one’s vocabulary can be done through
 a. reading newspapers  b. watching related videos  c. listening to talks  d. all of the above
9. ______________________ words state the name of a person, place, thing or an idea. 
 a. Naming words   b. AcƟ on words    c. Describing words    d. Pronouns
10. Which words describe a state, an acƟ on and when it happened?
 a. Naming words  b. AcƟ on words  c. Describing words  d. Pronouns
11. Which words describe naming words according to colour, shape, size, quanƟ ty, feel, sound?
 a. Naming words  b. AcƟ on words  c. Describing words  d. Pronouns
12. ______________________ are words used in the place of naming words.
 a. Naming words  b. AcƟ on words  c. Describing words  d. Pronouns
13. Choose the describing word in the sentence “The instrument has a smooth fi nish”.
 a. the    b. instrument    c. smooth     d. fi nish
14. ‘Kumar is pasƟ ng sƟ ckers on the box. He is busy.’ The pronoun here is
 a. Kumar    b. pasƟ ng     c. box      d. He 
15. Find the odd word in the following opƟ ons.
 a. Plumber    b. Welder     c. Fixing     d. FiƩ er
16. ‘Round, many, blue, rough, brown’ are examples of 
 a. naming words    b. acƟ on words    c. describing words    d. pronouns
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17. ‘Sara is late today. ____ must have missed the bus.’ Which word will complete the sentence?
 a. He     b. Her     c. She     d. It
18.  ‘OrganizaƟ onal, hazardous, sanitary, skilled’ are examples of
 a. naming words    b. acƟ on words   c. describing words   d. pronouns
19. ______words are used to refer persons, places, things or ideas.
 a. Naming    b. Describing    c. AcƟ on    d. Pronouns 
20. Pick the naming word that refers to a place.
 a. Truth     b. Gujarat    c. Feel     d. They
21. Pick the naming word that refers to an idea.
 a. Harry     b. Tester    c. Honesty    d. Chennai
22. Pick the naming word that refers to a thing.
 a. Screw-driver    b. Swim   c. Susan    d. Switzerland
23. Which word is an odd one in the given list?
 a. Delhi     b. Mumbai    c. Kolkata   d. Experiment
24. Which word is an odd one in the given list?
 a. Equality    b. Mumbai   c. GraƟ tude    d. Friendship
25. Which word is an odd one in the given list?
 a. Mahatma Gandhi   b. Vallabhai Patel  c. Kolkata   d. Pandit Nehru
26. Which word refers to both ‘a tree’s outer layer and the sound a dog makes’?
 a. park     b. bark    c. barn     d. bite
27. I help to insert or remove screws. Who am I? 
 a. Hammer    b. Screw-driver   c. Ammeter    d. PipeƩ e 
28. Screen, popcorn, projector, air condiƟ oning are all words related to
 a. cinema theatre   b. school    c. bus-stand    d. police-staƟ on
29. To convert a singular noun into plural, which of the following rule cannot be used?
 a. Singular noun +s   b. Singular noun +es   c. Singular noun +ez   d. Singular noun +ies
30. The plural noun for ‘furniture’ is
 a. furnitures    b. furnituries    c. furniturez    d. furniture
31. The plural form for ‘equipment’ is
 a. equipment    b. equipments    c. equipmentes   d. equipmenƟ es
32. The singular form of ‘lenses’ is 
 a. lens     b. len     c. lense    d. lenses
33. The plural form of ‘quiz’ is
 a. quizzez    b. quizes    c. quizzes    d. quiziz
34. The plural form of ‘lady’ is
 a. ladys     b. ladies    c. lady     d. ladiez
35. The plural form of ‘tool’ is
 a. tool     b. tooles    c. tools    d. toolls
36. The singular form of ‘devices’ is
 a. devic     b. device    c. devices   d. devicies
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37. The plural for ‘apparatus’ is
 a. apparatus   b. apparatuses    c. apparatusses   d. apparatusies
38. The plural form of ‘laboratory’ is 
 a. laboratorys   b. lab     c. laboratories    d. laboratores
39. IdenƟ fy the acƟ on word in this sentence − ‘They wrote the exam.’
 a. wrote    b. exam    c. they     d. the
40. Which is the acƟ on word in the sentence − ‘The buildings are tall.’
 a. the    b. buildings    c. are     d. tall
41. Complete the sentence with the appropriate acƟ on word. ‘The plumber is ____________ the tap.’
 a. fi ghƟ ng   b. fi ƫ  ng    c. fl owing    d. freeing 
42. Complete the sentence with the appropriate acƟ on word. ‘The metal ____________ too hot to handle.’
 a. is    b. are     c. were    d. be
43. Complete the sentence with the appropriate acƟ on word. ‘The screw _________ by him.’
 a. was fi xed   b. are fi xed    c. were fi xed    d. was fi xing
44. Complete the sentence with the appropriate acƟ on word. ‘The company __________ him for his talent.’
 a. recruit   b. recruited    c. was recruited   d. are recruiƟ ng
45. Complete the sentence with the appropriate acƟ on word. ‘Surface Mount Technology _____ used to mount 

components in electronic devices.’
 a.  is    b.  are     c. were    d. none of the above
46. Complete the sentence with the appropriate acƟ on word. ‘The instructor ______________ the trainees to 

wear appropriate PPE.’
 a. pleased   b. warned    c. said     d. warning
47. Complete the sentence with the appropriate acƟ on word. ‘Where _____ the tools?’
 a.  is    b.  are     c. have    d. has
48. Complete the sentence with the appropriate acƟ on word. ‘The trainees ______________ to aƩ end the 

seminar without fail.’

 a. are said   b. were said    c. were asked    d. is asked
49. The announcement _______ yesterday was unnecessary.

a.make  b. is making  c. made   d. was making
50. The electrical wires ___________ and it is dangerous.

 a. is hanging b. are hanging  c. hanged  d. hang
51. The watchman ______ all the laboratories every day.

 a. lock  b. is locking  c. locked  d. was locking
52. PlasƟ cs _______ to be processed before its industrial use.

 a. need  b. is needing  c. needed  d. was needing
53. The new apprenƟ ces ________ for the training last week.

 a. join  b. joined  c. was joining  d. are joining
54. The new machine __________ well when compared to the old.

 a. is working b. will worked  c. was working  d. work
55. The trainees ___________ useful industry-specifi c skills.

 a. learned  b. was learning  c. learning  d. learns
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56. The trainees ____________ their course successfully last month.
 a. complete     b. completed       c. are compleƟ ng  d. was compleƟ ng

57. Experts ___________ new techniques in welding metals for construcƟ on these days.
 a. recommends     b. recommending c. are recommending  d. will recommended

58. The plumber ______ the taps only now. 
 a. fi t      b. are fi ƫ  ng       c. is fi ƫ  ng   d. was fi ƫ  ng
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eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs 

 • vkdkj] jax vkSj :i dk o.kZu djus okys “kCnksa dks tkusaxs

 • vkdkj] jax vkSj :i ds vk/kkj ij “kCnksa dk o.kZu djsaxs

 • lgh lUnHkZ esa fofHkUu describing ¼fo”ks’k.k½ “kCnksa dk mi;ksx djsaxsA

Describing word gesa naming words ds ckjs esa vkSj tkudkjh ¼:i] jax] vkdkj] vkfn½ nsrs gSaA

1. fp=ksa dks ns[kdj] lgh o.kZu ls feykb,A nsf[k;s fd describing words dks vkids fy, vaMj ykbu fd;k 
x;k gSA

Yellow HelmetCROSS PEEN
HAMMER

STRAIGHT PEEN
HAMMER

Colour
Blue, Red

Shape
Round,
Square

Size
Small

Medium
QuanƟ ty

CenƟ metre,
Grams

Feel
Sharp,

Smooth

Sound
Low, High

AdjecƟ ve

BALL-PEEN
HAMMER

a. wet fl oor b. electrical shock c. safety signs d. refl ecƟ ve jacket e.sharp tools

refl ecƟ ve jacket

Danger
construcƟ on work

in progress

No
unauthorised

access

No
smoking
on site

    8. “kCnksa dk o.kZus (Describing Words)
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a. He put the 
_____________ 
____________________  
plug in the socket. 
(small/big)

d. The plumber has fi xed 
________________ 
pumps. (blue/white)

b. He is Ɵ ghtening 
the screw with 
a _________ 
screwdriver. (big/
small)

e. Wires of 
_____________ 
colours are seen in the 
picture. (many/one)

c. The ______________ 
rings are on the pink 
cloth. (round/square)

f. The young man was 
walking on the 
______________ 
pavement. (smooth/
broken)

 __________________________________________________________________________________ 
__________________________________________________________________________________

 __________________________________________________________________________________
 __________________________________________________________________________________

2. uhps nh x;h Vscy dks nsf[k;s! fp=ksa dks ns[kdj] lgh describing word dk p;u dhft;s vkSj fjä LFkku 
Hkfj;sA

3. nhid us [kqn ds ckjs esa crkus ds fy, describing words dk mi;ksx fd;k gSA bu ‘kCnksa dks igpku dj] fn, 
x, LFkku esa fyf[k,A

trainee red cap brilliant smart Deepak

straight black
hair

oval face

small
blue eyes

glasses

elegant

handsome

casual clothes

frailslim
tallyoung

bicycle

friend

sociable

helpful

popular

extroverted

easy-going

op  mis  c
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4. vki ,d daLVªD”ku lkbZV ij esustj gSa vkSj vkidk uke nhik gSA fp= esa fn, x, lqj{kk midj.k dh 
tkudkjh vius deZpkfj;ksa dks nhft;sA 

 (personal protecƟ ve equipment, gloves, hard hat, head protecƟ on, ear protecƟ on equipment, nose mask, 
loud noises, refl ecƟ ve jacket, goggles, leather shoes, safety, injury, accidents,)

The man in the picture is wearing a yellow _____________________
He is wearing green ______________________
His hands are protected with green _____________________
His head is protected from injury with a __________________________ 

__________________
The man in the green shirt has arrived for work at the construcƟ on site. 
He is wearing a yellow ________________ _______________________
His ________________ shoes are _______________ in colour.
His ears are protected with the help of __________ ___________________ 

____________________
His hands are protected with _________________
He is wearing __________ _______________ for nose protecƟ on.
His eyes are protected by the ______________ he wears.
The ________ __________ protects his head from ______________

5.  [kqn dk o.kZu djus ds fy, dqN describing words pqfu,A ;g ‘kCn vkidh dn&dkBh] jax&:i] ;k 
O;ogkj dks n’kkZ ldrs gSaA
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6.   fp=ksa esa fn, x, describing words dks le>dj & mUgsa Vscy esa fyf[k,! gj ‘kCn dks fy[krs le; mls 
tksj ls cksydj nksgjk;saA

alive    X     dead X

X X

X X

X X

X X

X X

X X

X X

 __________________________________________________________________________________ 
__________________________________________________________________________________

 __________________________________________________________________________________
 __________________________________________________________________________________

 7.  mu describing words dks vafdr djsa tks vkids fy, mfpr gSaA

I am not lazy
at all

I am extrermely
talka  ve

not at all not very a bit quite very extremely

Hard-working

Generous Selfi sh
Bossy Quiet

TalkaƟ ve

Intelligent
Clever

StubbornMean
Kind

Caring
HelpfulRudePoliteBad-temperedGood-tempered

Easy-going
Flexible

lazy Tidy Messy Sociable Shy Vuinerable
Touchy

alive

dead

bright dark
cold

correct 
right

wet

healthy
well

new

young old

open

sweet
sour

shut

ill
sick

loud
quiet

damp
before aŌ er

hard
curly

soŌ 
straight

dry

incorrect 
wrong clean dirty slow fast

hot
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8.  uhps dqN ,sls describing words fn, x, gSa] tks fofHkUu çdkj ds vehicles dk o.kZu djrs gSaA gj xkM+h 
ds fp= ds uhps mi;qä describing word fy[ksaA

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

Describing words gesa naming words ds ckjs esa tkudkjh nsrs gSaA mudk ç;ksx vkdkj] jax] :i] xq.koÙkk bR;kfn ds 
fy, fd;k tkrk gSA

çklafxd fooj.k ds lkFk oLrqvksa dk o.kZu djuk mi;ksxh gSA

S  I  Z  E S H A P E C O L O U R S P E E D
heavy, light, big, small,

liƩ le, Ɵ ny, tall, short, fat,
thin, skeletal, giant, long,

underweight, wide

round, square, straight,
triangular, oval, sleek,
blobby, fl at, ellipƟ cal,

crooked, wavy

pink, red, orange, black,
yellowish, blue, dark,
green, purple, white,

grey, brown

quick, fast, slow, swiŌ ,
speeding, rushing, hasty,
bustling, rapid, snappy,

brief, springy 

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1. _____________________
2. _____________________
3. _____________________
4. _____________________
5. _____________________

1

5 6 7 8

1211109

2 3 4

vius vkl&ikl vkidks ftrus Hkh vkStkj fn[krs gSa mudh list cukb;s] describing words dh enn ls viuh Dykl 
dks mUgsa igpkuus dk ftEek nhft;sA
hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-

 001&hspart=trp&p=khan+academy+adjecƟ ves+youtube#id=1&vid=2c0aeda5122336be056eeeb996a
 c8bdc&acƟ on=click
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eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs :

• jax vkSj vkdkjksa dk o.kZu djus ds fy, fofHkUu “kCnksa dk ç;ksx djsaxs

• mu “kCnksa dks tkusaxs tks okD; ds nks Hkkxksa dks tksM+us dk dke djrs gSa & linking words 

• linking words dh enn ls ,d çfØ;k dk o.kZu djsaxsA 

Describe djus dk vFkZ gksrk gS fd ge dsoy ”kCnksa dh enn ls fdlh O;fä] oLrq ;k txg dk iwjk o.kZu dj 
Mkysa! bl dkS”ky ij egkjr gkfly djus ds fy, vkidks ”kCnksa dk HkaMkj Hkh pkfg,] vkSj ,d ikj[kh utj HkhA

 çfØ;k D;k gksrh gS\ çfØ;k mu steps dh Ja[kyk gksrh gS] ftl dkBh dls vuqlj.k djus ij dksbZ dke iwjk gks 
tkrk gSA lgh ”kCnksa dh enn ls gh ge fdlh çfØ;k dk lVhd o lgh o.kZu dj ldrs gSaA

Words/phrases used for
Describing objects Describing surroundings
cylindrical, fl at, long, short, big, small, sharp, 
blunt, circular, spiral, square, rectangular, 
triangular, round, narrow, broad, green, 
red, rough, smooth, tough, ripe, adjustable, 
horizontal, verƟ cal, heavy, light, tall, colourful, 
soŌ , thick, thin …

opposite, near, far, in front of, behind, 
straight, at the end of, at the crossroads, cold, 
hot, unsafe, dark, nearby, close, busy, safe, 
dangerous, at half a kilometre …

Linking words are one or more words that are 
used to show some logical connecƟ on between 
the steps in a process or descripƟ on. 
Firstly, secondly, thirdly, next, later, then, aŌ er 
that, aŌ er a while, fi nally, lastly, in the end, at 
last, in the beginning, now, …  
‘And’ and ‘then’ are common linking 
words. They are useful to give a series of 
instrucƟ ons.

Pa  ern of descrip  ve sentences

There is/are …
They are …
It is …
It has …
It consists of …
It is made of …
It is used for …

  9. oLrqvksa dk o.kZu ifjos”k vkSj çfØ;ks
   (Describing  Objects, Surroundings and Processes)
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 a. Describing objects

Your Friend You
Is this a 31 inch large rain shower set?
It looks amazing! Describe its features.

Yes, it is.

It is made of 304 stainless steel. It has an LED rectangle recessed 
ceiling-mount with 600x800 mm.
It also has four adjustable jet nozzles for power mist massage. 
The LED overhead shower and temperature display help to select 
the best water temperature. 
It is operated with a remote.

Inspector You

Did you see any car pass this way? Yes. There were many cars.

Did any orange car leave your service 
centre fi Ō een minutes ago?

Yes, there was one! It was a Solaris Orange 
Mini Cooper! A four seater converƟ ble! It 
stopped here to check air pressure in its 
tyres.

How many people were there in the car? There was only one person. It was the 
driver.

Can you give any other details like the car 
number?

Sorry. I didn’t note it down, but the car 
was from Pondicherry. I saw PY on the 
number plate. 

 b. Describing surroundings
 My factory is situated opposite to a wharf. A wharf is a structure built on the shore of a stream or harbour. The 

vessels lie at rest and load or unload things there. There is a hospital near the factory. There is a petrol staƟ on in 
the area at half a kilometer distance. It is a busy place. There are many traffi  c signals on the way.

 This is a warehouse where goods are stored. There are fi ve workers who are busy with their jobs. There are 
pallets, machines, loads and a forkliŌ . The surrounding is unsafe. There are eight hazards listed in the picture. 
First, there is rubbish on the ground. Second, there are unsecured chemicals in cylindrical containers. Then, 
the machine guard is open. The next hazard is the water leak from the drain. A worker carrying load is walking 
towards it. Then, the pallets with loads are blocking the exit. The loads are not stacked properly. The forkliŌ  is 
stacked in such a way that the driver cannot see anything. 

1

3

4

5
stacked material
unevenly

Pallets blocking
fi re exit

Person walking in
front of forkliŌ 

Unsecured
chemicals

Rubbish
on ground

Water on fl oor
(slips/trips)

Maching
guarding li  ed

ForkliŌ  stacked
too high and driver
can’t see 

6

7

2

8

WAREHOUSE
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 c. Describing Processes
 Process of making Mango Milkshake

First, take a blending jar or a juice jar. 
 Then, put the ripe mango slices into the jar. 
 Next, add some ice cubes and sugar. 
 A  er that, pour boiled chilled milk into it. 
 Finally, close the lid and blend it well for 2-3 minutes.
 Now, pour it into serving glasses.

1. fn, x, o.kZu dks if<+, vkSj mls mi;qä vk—fr ls tksfM+;sA fn, x, mngkj.k dks ns[kdj] le>sa

Help Box
spade, shovel, plumb bob, fan, wrench, wheel barrow, rake, wrench, 
speed square                 

Sl.No. Descrip  on Object

1 an agricultural implement with teeth for 
gathering cut grass or hay

2 an implement with a long handle with a grip 
at the top and a fl at iron blade narrower 
than a shovel for digging

3 a box for conveying a load, supported at one 
end by wheels and liŌ ed and pushed at the 
other by two horizontal shaŌ s

4 a device consisƟ ng of a series of vanes or 
blades aƩ ached to it and revolving with a 
central hub to produce a current of air

5 a tool has a bar of metal with fi xed or 
adjustable jaws for gripping and turning or 
twisƟ ng the head of a bolt, a nut or a pipe

6 an implement consisƟ ng of a broad iron 
blade or scoop aƩ ached to a long handle 
for taking up, removing or throwing loose 
maƩ er like earth, snow or coal

7 a triangular shaped metal square with 1/4” 
spaced notches to facilitate scribing lines 
and plain gradaƟ ons for reading

8 a weight, usually with a pointed Ɵ p at the 
boƩ om, suspended from a string and used 
as a verƟ cal reference line or plumb-line
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 2. describing words vkSj describing okD;ksa ds pattern dks le>dj & fjä LFkku HkjsaA

Objects Descrip  on

a.  It is a Tile Saw. It ________of a wire, a tough blade or chain with a 
hard toothed edge. It is _____ for cuƫ  ng materials like wood and 
ceramic.

b.  There are ______ blade shapes in the picture. The fi rst one is a 
_______shaped blade. It is used for making a square trench. The 
next one is a ________ shaped blade which is ______ for making 
a round trench. The ______ one has a tapering form. While the 
fi rst two are used for digging, the last one is ______ for various 
purposes. The blades are _______ of iron.

 3. gj d‚ye esa oLrq ls tqM+s describing word dks fyf[k,A

Object Shape Size Colour Material Use

Doughnut round Small brown Maida Snack

TV

Mud pot

Bed

Water boƩ le

Tool box

Speed square

Water heater

Hammer

Washing 
machine

Microwave 
oven

InducƟ on 
stove

Needle

Bobbin

Typical blade shaped

Square Round point Taper
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 4.  gj oLrq dk foLr`r o.kZu ¼describing okD;½ fyf[k,A mngkj.k i<+dj] le>sa

Object Descrip  on
Doughnut Example: It is round in shape and small in size. It is brown in colour. It is made 

of fl our. It is used as a snack.
TV
Mud pot
Bed It is rectangular in shape and big in size. It is white in colour. It is made of 

coƩ on. It is used for sleeping.
Water boƩ le
Tool box
Speed square
water heater
Hammer
Washing machine
Microwave oven
InducƟ on stove
Needle
Bobbin

 5. fp=ksa esa fn, x, ‘kCnksa dh enn ls] fjä LFkku Hkfj;sA
 I am working in a hotel as ____________. It is at the centre of the city. It is situated on the main road near 

the _________.  The hotel is in a tall building. It ________ of _______ fl oors. There are important places 
around the hotel. There is an __________ near the hotel, where planes oŌ en take off  and land. __________ 
__________ many pine trees behind the hotel.  There is a _______ at the end of the crossroads. _______ is 
a railway staƟ on located at 1 km distance. There _____ a big ______ at a walkable distance from the traffi  c 
signal. My friend is working as a store keeper in the warehouse which is ____________ my hotel. 

BANK

AIRPORT

WAREHOUSE

CITY CENTRE

HOUSE

PARK

BRIDGE

PETROL
STATION HOSPITAL

FACTORY

TRAIN STATION

WHARF

CHURCH

POLICE STATION

STADUM

SKYSCRAPER

HOTEL

TRAFFIC LIGHTS

WOOD

SCHOOL

SHOPPING CENTRE

FIRE
STATION

APARTMENT
HOUSE
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 6. fn, x, fp= dks ns[kdj] city dsaæ dk fooj.k dhft;sA

AIRPORT

BANK
WAREHOUSE

HOTEL
WOOD

TRAIN STATION

SCHOOL

TRAFFIC LIGHTS

The female moth lays 
many tiny eggs.

The caterpillar eats 
mulberry leaves 
and grows bigger 
and bigger. It goes 
through 4 molts.

The caterpillar 
spins a cocoon or 
silk threads around 
itself.

Inside the cocoon, the 
caterpillar changes 
into a pupa.

People unwind the silk 
thread from the cocoons 
to weave into silk cloth.

The adult moths 
mate with 
each other.

A tiny black
caterpillar hatches 
out of its egg.

ADULT

EGG

SILKWORM
LIFE CYCLE

LARVA

PUPA

The pupa changes 
into a moth. The 
moth comes out 
of the cocoon.

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

 The city centre is surrounded by many ________________________________________. There is a 
____________ opposite the _________________________________________. There is a _____________ 
behind the _____________. There is a ___________ near the signal. The Police staƟ on is ________________
__________________________________. The house is just opposite the __________._________________
_______________________________________________________________________________________

 _______________________________________________________________________________________

 7.  linking words dk mi;ksx dj silk worms thou dke dk fooj.k fyf[k,A
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First, the ________ lays many _______. AŌ er some Ɵ me, _________ comes out of it.  ______, they feed on 
_______ leaves for about 3 to 4 weeks. __________, each of them then spins a _________ around itself. During 
that Ɵ me, the ______ changes in to a _______ inside the cocoon. ________, an adult moth appears.

 9. Apple feYd “ksd cukus dh fof/k fyf[k,A  vkidks fn;s x;s 
Milk shake  ds mnkgj.k dks mYys[k dhft, A
Ingredients
Apple (peeled and cut into small pieces)
Milk (boiled and chilled)
Sugar
Ice cubes
First, _____________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• fdlh Hkh oLrq dk fooj.k mlds vkdkj vkSj jax ls gksrk gSA

• fofHkUu çdkj ds fooj.k fy[kus ds fy, gesa oLrqvksa dks ckjh dh ls voyksdu djuk gksrk gS] o fdlh dk;Z djus 
dh çfØ;k dks Li’V :i ls le>uk gksrk gSA

• linking words dh enn ls ge fdlh Hkh çfØ;k vFkok funsZ”k dh rdZ laxr O;k[;k dj ldrs gSA

 8. fp= dks nsf[k;s vkSj linking words ds mi;ksx ls ,d moth ds thoudky dk fooj.k fyf[k,A

Adult Moth

Female moth 
lays many  ny 
eggs.

Caterpillars feed on mulberry leaves for about 3 to 4 weeks. Each of 
them then spins a cocoon around itself.

The catepillar 
changes into a 
pupa inside the 
cocoon.

Cocoon
Eggs

Larva

 Visit hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=process+of
+installing+solar+panels+videos&guccounter=1#id=4&vid=8a3002f62e6715bd254f858659552fa2&acƟ on=click

 hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=process+of+inst
alling+solar+panels+videos#id=1&vid=48cca5151093ce361c5059a9583f14cc&acƟ on=click
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eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

Pronoun Noun

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs :

• Pronouns ¼loZuke½ ds mi;ksx vkSj vko”;drk dks le>saxs

• Pronouns dk vH;kl djsaxs

• Pronouns dk mi;qä mi;ksx igpkusaxsA

Pronouns dh enn ls ge naming words dks ckj&ckj nksgjkus ls cprs gSaA

  10. loZuke (Pronouns)
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Descrip  on Singular Plural

The person speaking

The person spoken to

The person or things being spoken 
about

 Raghu and Rahim are school friends. Raghu met Rahim in the bus stop yesterday.
 Raghu and Rahim are school friends. He met Rahim in the bus stop yesterday.
 We use pronouns to make clear whom or what we are talking about. 
 a. Singular, Plural

When the acƟ on is 
done to the person

Singular Plural

me us

you you

him/her/it them

The falling brick hit me.
The falling bricks hit us.
The falling bricks hit him/her.
The falling bricks hit them.

 c. Examples

HERE

THIS IS A HAMMER. THAT IS A WRENCH.

THESE ARE TOOLS. THOSE ARE TOOLS.

O
N

E
TW

O
 +

THERE

 b. Diff erent pronouns
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This is my hammer. This hammer is mine.
This is her hammer. This hammer is hers.

Is this your hammer? Is this hammer yours?
Is this their hammer? Is this hammer theirs?

it you I they

he we you she

Tenali wants a samosa. I know Nancy. I know Virat Kohli.
Tenali wants it. I know ______. I know ____.

Vimal sold the bike. The cream is on her face. Kishore has a spare tyre.
Vimal sold ____. _____is on her face. Kishore has ___.

Treat others well. This is a family. All work together happily.
Treat others the way ___want to 
be treated.

______are all one family. ____work together happily.

The trainees had a teacher. The 
teacher was Mr. Karim.

____had a teacher. ____ was Mr. 
Karim.

 1.  fp= dks lgh pronoun ls feykb,A

 2.  js[kkafdr fd;s x, naming word dks mi;qä pronoun ls cny nsaA mnkgj.k ns[kdj] le>sa
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a.

_________________ is a

b.

____________________________ 

c.

_________________ is a

d.

____________________________ 

3. This / that / these / those  dk mi;ksx dj] fjä LFkku Hkfj;s

I me ___know Ramesh.
Ramesh knows___.

we us ___ know Ramesh.
Ramesh knows ___.

you you
____ know Ramesh.
Ramesh knows ___.

he him ___ knows Ramesh.
Ramesh knows ___.

she her ___ knows Ramesh.
Ramesh knows ____.

they them ____ know Ramesh.
Ramesh knows ____.

4.  mi;qä pronoun ls fjä LFkku HkjsaA tgk¡ vko”;drk gks] ogka capital v{kj dk ç;ksx djsaA
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5. lgh mÙkj pqusaA 
a. Is that table the Supervisor’s? ( Yes, it is he. / Yes, it is his. / Yes, it is him.)
b. Those toolkits belong to the company. (They are them. / They are their. / They are theirs.)
c. Is that Prem and Kumar’s package? (No, it  isn’t theirs. / No, it isn’t their. / No, it isn’t them.)
d. The equipment belong to us. (They are us. / They are our. / They are ours.)
e. Is that Krishna’s helmet. (Yes, it is he. / Yes, it is his. / Yes, it is him.)

6.  lgh pronoun ls fjä LFkku Hkjsa
a. This is my spanner, not your spanner.
This spanner is mine, not yours.
b. I didn’t have my manual so Sanjay lent me his book.
I didn’t have my manual, so Sanjay lent me _____.
c. Your car is a lot faster than my car.
Your car is a lot faster than _____.
d. You have borrowed my toolkit. Please return it.
Please return ____toolkit at once.
e. This wrench belongs to me. You can use it. 
This wrench is ____but you can use it.
f. This bike belongs to me. That bike belongs to you.
This bike is ______.
g. This shop is owned by Rahul and Raja.
This shop is _______.
h. This is my pen. Where is your pen?
This is my pen. Where is ______?
i. The shoes are on the table. The shoes belong to Mohan. 
The shoes belong to Mohan. It is ______.

 7. lgh pronoun ls fjä LFkku HkjsaA
 Lakshmi and Abitha are siblings. One day ______returned from school. _____ were very hungry. ____ wanted 

to eat something. ____ saw a cat in the kitchen. _____ was drinking the milk mother had kept for _____.  
Lakshmi ran out screaming. ____ was scared. ____ was always afraid of cats. Abitha was a brave girl.  ____ 
was not afraid of anything. ___ shooed the cat away. ___ ran out. Lakshmi saw the cat running out. ___ came 
back into the kitchen. ___ praised Abitha for ____ courage. Lakshmi thanked ____.

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

 • Pronouns dks naming words ds LFkku ij ç;ksx fd;k tk ldrk gS
 • Pronouns ds Hkh naming words dh rjg singular or plural form gksrs gSa
 • mudk mi;ksx naming words dks nksgjkus ls cpus ds fy, fd;k tkrk gS

 Look at the objects around you at home or in the ITI. Make a list of the objects. Describe them. Remember to use 
pronouns when you refer to the object the second Ɵ me.
hƩ ps://youtu.be/nkjKPhleQ5E
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs

• ewy Punctuation ¼fojke fpà½ dks igpkusaxs ¼capital v{kj] iw.kZfojke] v/kZfojke vkfn ½ 

• Punctuation ds egRo dks tkusa

• tgk¡ Hkh vko”;drk gks] ogka lgh Punctuation dk ç;ksx djuk lh[ksaxsA

Punctuation] og fpà gksrs gSa tks fdlh okD; ds var esa] vFkok mlds nks fHkUu Hkkxksa ds e/; esa yxk;s tkrs gSaA 
Capital letter ¼v{kj½] full stop ¼iw.kZfojke½] question mark ¼loky fpà½ o comm ¼v/kZfojke½ punctuation ds 
dqN vke mnkgj.k gSaA

Capital letter fdlh Hkh okD; dh ”kq#vkr esa yxrk gSA Full stop or question mark okD; ds var esa yxrk gSA 
Comma okD; ds nks Hkkxksa ;k ,d gh lwph dh nks oLrqvksa ds uke ds chps yxrk gSA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

What are
you guys talking

about?

I think we should
stop all together.

I think we
should take a
break, for just

a second.

  11. fojke fpUg dk ifjp; (Introduc  on to Punctua  on)
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Punctua  on mark Use Example

Capital leƩ er A − Z
used to begin a sentence
used for names of persons, 
places, things, idea

Rain destroyed the crops.
Rahim, Bengaluru, 
Computer, Welding

Full Stop or Period used at the end of a complete 
sentence He completed all his work.

Comma

used to separate parts of a 
date or a sentence
It can also be used to separate 
items in a list.

June 26, 2019.

We bought nuts, bolts, 
screws and nails.

QuesƟ on Mark used to end a sentence that 
asks a quesƟ on What is the date today?

Capital leƩ er
begins a sentence, names 
of persons, places, things, 
idea

The race was won by Rahul in Mumbai. He 
received a car for winning.

Full Stop ends sentences
Do not use water on electrical equipment.
Workplace safety is very important.

QuesƟ on Mark ends quesƟ ons How should the ladder be posiƟ oned?
When is it safe to climb on the ladder?

Comma separates parts of a 
sentence or items in a list

Use switches, sockets and plugs only when they 
are in good condiƟ on.
Keep the workshop fl oor, staircases and other 
surfaces clean.

I begin a sentence.
I am called the _______________________.

I complete the sentence. 
I am called the _______________________.

I ask quesƟ ons.
I am called the _______________________.

I am used to make a list.
I am called the _______________________.

 1. ewy punctuation fpàksa dks igpkudj] fjä LFkku Hkfj;s

I think we 
should 

stop 
altogether.

What
are you

guys
talking
about?

I think 
we 

should 
take a 
break. 
for a 

second.
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 2. ftu okD;ksa ds var esa full stop ugha gS] ogka mls yxkb,A
a. Ploƫ  ng work is started aŌ er the fi eld work is over.
b. The survey is ploƩ ed on the drawing sheet with a suitable scale
c.  It should be ploƩ ed always in the North direcƟ on, so that the top of the drawing sheet represents North
d. The base line is drawn fi rst
e. Intermediate staƟ ons are marked on the base line. 
f. The triangles are checked by check lines. 
g. For ploƫ  ng off sets, mark the changes of the points along the chain.
h. The ploƫ  ng of off sets should be conƟ nued according to the fi eld book.
i. The heading should be wriƩ en at the top of the drawing sheet
j. The map should not have any dimensions

 3. okD;ksa dks if<+, o lgh punctuation dk p;u dhft;sA
 Do you know what happened in the meeƟ ng yesterday ( . ? ) All the workers were called for a meeƟ ng (. , ) 

The chief engineer Ramesh convened the meeƟ ng ( , . ) He spoke about the safety measures that have to be 
followed in the factory ( ? . ) The employees gave their suggesƟ ons to improve safety in the company   ( , .) 
The chief engineer stated the problems ( ,  . ) analysed them ( , . ) heard employee’s suggesƟ ons and gave 
recommendaƟ ons ( ?  . ) He also distributed goggles, masks ( ,  . ) gloves and shoes to the workers ( .  , )Will 
you come for the next meeƟ ng ( ?  , ) It is on August 29, 2019.

 4. okD;ksa dks if<+, o lgh punctuation dk p;u dhft;sA
a. The welder used goggles to protect his eyes      
b. The mason wears a helmet for head protecƟ on in the construcƟ on site  
c. There are various hazards that can cause injury and accidents    
d. How does one protect the feet from injury in the worksite    
e. Is there any site engineer here         
f.  A skilled electrician should always strive to culƟ vate safe working habits   
g. Are safety guidelines followed to avoid accidents     
h. Why should you stand on a wooden stool      
i.  What kind of footwear should Kumar wear to the mechanical workshop  
j. It was a terrible accident        

 5. if<+, vkSj full stop dks js[kkafdr dhft;s o comma ij xksyk yxkb,A
 It is very important to be aware of condiƟ ons that may cause a fi re emergency. It may endanger the safety of 

occupants in the workplace. The major causes of fi re in the workplace include overloaded electrical outlets 
and extension cords, misuse of space heaters, mishandling of fl ammables, improper storage of combusƟ bles 
and improper disposal of smoking materials. ImplemenƟ ng fi re prevenƟ on measures is important to ensure 
one’s personal safety and the safety of others. The most important thing to remember is that fi re occurs 
when three things come together at the same Ɵ me – fuel, oxygen and an igniƟ on source. One of the methods 
to prevent fi res is to keep these elements safely stored in diff erent locaƟ ons. This will ensure that they do not 
come into contact.

 6. okD;ksa dks if<+, o muds var esa lgh punctuation dk ç;ksx dhft;sA
a. Did the manager replace the damaged tools yesterday
b. The inspector checked the electrical connecƟ ons
c. The engine was stopped by Mahesh
d. Does Rahim always wear safety shoes
e. All must keep the fl oor clean and clear
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f. Can the craŌ smen clear the work area
g. Who repaired the machine 
h. Have they started the machine aŌ er mounƟ ng the workpiece securely
i. The workmen follow safety procedures
j. Where has the plumber gone

 7. okD;ksa dks if<+, o lgh punctuation dk ç;ksx djrs gq,] mUgsa nksckjk fyf[k,A
a. I can write simple sentences
_______________________________________________________________________________ 
b. Can I go to the classroom
_______________________________________________________________________________
c. It is safe to wear goggles during welding
_______________________________________________________________________________
d. Are you coming to the workshop
_______________________________________________________________________________
e. What is the name of your company
_______________________________________________________________________________
f. Please repair the engine
_______________________________________________________________________________
g. How much money do you want
_______________________________________________________________________________
h. Does it happen today
_______________________________________________________________________________
i. It was a useful programme
_______________________________________________________________________________
j. All the trainees completed their training in Ahmedabad
_______________________________________________________________________________

 8. tgk¡ vko”;drk gks ogka full stop vFkok comma dk ç;ksx dhft;sA
a. I bought apples mangoes and grapes from the shop.
b. The box is full of nuts bolts screws and nails
c. She has pens papers manuals and a few tools.
d. The job got over on June 16 2019
e. Welders plumbers fi Ʃ ers and engineers were called for a meeƟ ng.
f. The company will work on 6th 7th 11th and 12th of this month
g. The exam is on December 7 2019
h. There are ten days leŌ  for the conference
i. Keep away from acids gas cylinders and fi re.
j. They are off ering training in embroidery skills

9. okD;ksa dks if<+, o lgh punctuation dk ç;ksx djrs gq,] mUgsa nksckjk fyf[k,A
 a. unsafe working pracƟ ces result in loss of life material and money.
 _______________________________________________________________________________
 Unsafe working pracƟ ces result in loss of life material and money.

_______________________________________________________________________________
 b. when is it safe to remove or replace fuse

_______________________________________________________________________________
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 c. what is the use of a micrometer

 _______________________________________________________________________________
d. what will happen when kerosene comes into contact with fi re

_______________________________________________________________________________
e. the company has opened its branch offi  ces in mumbai kolkata bangalore and Shimla

_______________________________________________________________________________
f. remove fuse grips while working on dead circuits 

_______________________________________________________________________________
g. turn an adjustable wrench towards the movable jaw.

_______________________________________________________________________________
h. don’t you have shoes to wear in the workshop

_______________________________________________________________________________
i. the training was conducted on February 24 2019 in delhi

_______________________________________________________________________________
j. the chest has cuƫ  ng pliers screwdrivers drilling machine hammer and nails in it

_______________________________________________________________________________

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• punctuation fdlh Hkh okD; dks Li’V cukrh gS

• Capital letter dk ç;ksx okD; ”kq: djus ds fy, fd;k tkrk gS

• full stop oquestion mark & okD; ds var esa ç;ksx gksrs gSa vkSj comma & okD; ds fofHkUu Hkkxksa dks foHkkftr 
djrk gSA 

  Punctuation dh dqN vkSj etsnkj activities ds fy, fuEu websites ij tkb;s:
hƩ p://www.mcpshs.net/ourpages/auto/2014/5/28/30055908/Dear%20John%20Grammar%20AcƟ vity.doc
hƩ ps://www.youtube.com/watch?v=B9bJaoIHRp4
hƩ ps://www.youtube.com/watch?v=Wk0k2FLjM1c
hƩ ps://dicƟ onary.cambridge.org/grammar/briƟ sh-grammar/wriƟ ng/punctuaƟ on
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs :

• pkj çdkj ds okD;ksa dks igpkfu,

• Declarative ¼?kks’k.kk½] interrogative ¼loky½] imperative ¼funsZ”k / psrkouh½ o exclamatory ¼vk”p;Z½ 
okD;ksa dk vH;kl djsaxs

• fofHkUu çdkj okD;ksa dk mi;qä lUnHkZ esa ç;ksx djsaxsA

Kinds of Sentences

 Sentence ¼okD;½ “kCnksa dk ,slk ladyu gksrk gS ftls i<+dj ;k lqudj ge ckr dk iwjk meaning le> ikrs 
gSaA Sentence }kjk ge dFku] funsZ”k] vk”p;Z o loky O;ä dj ldrs gSaA blfy,] ;g vko”;d gS fd ge lgh 
çdkj ds okD; dk ç;ksx djsaA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

Four Kinds of Sentences
Declara  ve Sentence − Makes a statement.

Impera  ve Sentence − Gives a command.

Interroga  ve Sentence − Asks a ques  on.

Exclamatory Sentence − Shows sudden or 
strong feeling.
It ends with an exclama  on mark.

  It ends with a ques  on mark.

It ends with a period or exclama  on point.

It ends with a period.1

2

3

4

12. okD;ksa ds çdkj – ifjp; 
 (Kinds of Sentences - Introduc  on)
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a. DeclaraƟ ve (Affi  rmaƟ ve) – A declaraƟ ve sentence makes a statement. 
It is necessary to be qualifi ed to do electrical work. 

b. InterrogaƟ ve – An interrogaƟ ve sentence asks a quesƟ on. 
There are 2 types of quesƟ ons – Yes/No quesƟ ons and Wh- quesƟ ons
Yes/ No quesƟ ons – The acƟ on word is brought to the beginning of the sentence.
It is necessary to be qualifi ed to do electrical work.
Is it necessary to be qualifi ed to do electrical work?  
Wh- quesƟ ons – The sentence begins with a quesƟ on word.
Who can do electrical work?

c. Exclamatory – An exclamatory sentence shows strong feeling. 
Oh! how well qualifi ed he is to do the work!

d. ImperaƟ ve – An imperaƟ ve sentence gives a command.
Qualify yourselves to do electrical work.

AsserƟ ve sentences state 
facts and beliefs.

InterrogaƟ ve sentences 
ask quesƟ ons.

ImperaƟ ve sentences 
give commands or 
instrucƟ ons.

Exclamatory sentences 
show strong feelings.

Welders use goggles and 
gloves to protect their 
eyes and hands.

Why should welders use 
goggles and gloves?

Use goggles and gloves 
to protect your eyes and 
hands.

How safe the welders 
work using goggles and 
gloves for eyes and 
hands protecƟ on!

YES

Where?

Who?

What?

How?

Which?

When?

Why?

NO

Who
is a person

What
is a thing or an

action

When
is a time

Where
is a place

Why
is a reason

something happened

How
is a number or the

way something is done
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InterrogaƟ ve DeclaraƟ ve ImperaƟ ve Exclamatory

Use goggles and gloves 
while doing welding 
work.

It is necessary to be 
qualifi ed to do electrical 
work. 

What a great height the 
electrician is working at!

Is it necessary to be 
qualifi ed to do electrical 
work?

 1. fp= dks lgh okD; ls feykb,A

a. Choose the correct soldering 
iron.
   ________________________

b. Know the diff erent types of AC 
motors.
___________________________

c. Have you seen a metal tester?
__________________________

d. Electrical wires used for 
all electrical connecƟ ons are 
available in three colours.
_______________________

e. How useful it is to have so 
many types of screwdrivers!
________________

f. What is the purpose of a face 
shield?
______________________

 2.  fp= dks lgh okD; ls feykb,] o lgh okD; dks [kkyh LFkku esa fyf[k,

DeclaraƟ ve ImperaƟ ve Exclamatory InterrogaƟ ve

a.

Green & Yellow

Single Phase
InducƟ on Motor

Three Phase
InducƟ on Motor

synchronous Motor
Earth

Brown

Blue
Neutral

Live

 3.  okD;ksa dks if<+, vkSj lgh Js.kh esa Mkfy,A
a. Extension cords with lamp guards should be used to protect against breakage. 
b. Use extension cords with lamp guards to protect against breakage. 
c. Can extension cords with lamp guards be used to protect against breakage?
d. What kind of extension cords help to protect against breakage? 
e. How useful extension cords are!
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4. okD;ksa dks if<+,] o nsf[k;s fd D;k mUgsa lgh Js.kh esa j[kk x;k gSA ;fn ugha] rks mUgsa lgh Js.kh esa 
Mkfy,A
a. Place the hot soldering irons in their stand. – DeclaraƟ ve 
b. What kind of screwdrivers should be used when working on electrical circuits? – Exclamatory
c. Is it alright to leave a switched ‘ON’ or heated soldering iron on a bench? – InterrogaƟ ve
d. It is important to discharge staƟ c voltage in HV lines/ equipment and capacitors before working on them.           

– ImperaƟ ve
e. Keep the tools in good condiƟ on. – DeclaraƟ ve

 5. okD;ksa dh Js.kh igpkusa
a. You must avoid contact with energized electrical circuits. 
_______________________________________________________________________________________
b. Will you treat all electrical devices as if they are live or energized? 
_______________________________________________________________________________________
c. The power source is disconnected before servicing or repairing electrical equipment.
_______________________________________________________________________________________
d. The electrician uses only tools and equipment with non-conducƟ ng handles when working on electrical 

devices.
_______________________________________________________________________________________
e. Never use metallic pencils when you work with electrical equipment. 
_______________________________________________________________________________________
f. Why should you minimize the use of electrical equipment in cold rooms?
_______________________________________________________________________________________
g. Pratap’s hands are dry whenever he handles equipment that is plugged in. 
_______________________________________________________________________________________
h. Wear non-conducƟ ve gloves, protecƟ ve clothes and shoes with insulated soles.
_______________________________________________________________________________________
i. How effi  cient an electrician he is in fi xing faults!
_______________________________________________________________________________________
j. What will you do if water or a chemical is spilled on the equipment?
_______________________________________________________________________________________

 6. “kCnksa dks lgh Ja`[kyk esa Mkydj] lgh okD; cukb;s
a. fuses / in the circuit / Use only / correct capacity (ImperaƟ ve)
_______________________________________________________________________________________
b. manage machines / we / how to / don’t know / our (DeclaraƟ ve)
_______________________________________________________________________________________
c. kind of a / what / machines is this? (InterrogaƟ ve)
_______________________________________________________________________________________
d. to know / Is it important / how to / switch off  / a circuit (InterrogaƟ ve)
_______________________________________________________________________________________
e. all plugs/correctly wired/make sure/are (ImperaƟ ve)
_______________________________________________________________________________________
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7.  dke djrs le; ;fn gesa dksbZ “kadk gks rks mldk fuokj.k vo”; djuk pkfg,A mi;qä “kCn ¼How, where, 
what, which, when½ ds ç;ksx ls “kadk O;ä dhft;s/loky iwfN,A
a. Open the brake fl uid reservoir in your bike.
______is the brake fl uid reservoir in the bike?
b. Check whether you have a safe level of hydraulic fl uid.
______to check the safe level of hydraulic fl uid?
c. Check the chain wear, correct tension and rear wheel alignment.
______are the things to be checked on the chain of this bike?
d. Show me what checks you would make on the steering movement before using the bike.
______do you want me to show you steering movement on this bike?
e. Show me how you would check that the brake lights are working.
______lights do you want me to check?

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• dFku / ?kks’k.kk ¼declarative½ okD; lcls vke gksrs gSa] ijUrq viuh ckrsa j[kus ds fy, gesa lHkh çdkj ds okD;ksa 
dk ç;ksx djuk gksrk gSA

• Interrogative okD;ksa dh enn ls ge loky iwN ldrs gSaA

• Imperative okD;ksa dh enn ls ge funsZ”k ns ldrs gSaA

hƩ ps://www.youtube.com/watch?v=ld8r6NGXRts&t=34s
hƩ ps://www.youtube.com/watch?v=kZkfZwTCed8&t=2s
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eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• ewy çdkj ds okD;ksa dk vH;kl djsaxs

• okD;ksa dh jpuk ds fy, “kCnksa dh lgh Ja[kyk dks lh[ksaxs

• “kCnksa dks lgh Ja[kyk esa Mkyus dk vH;kl djsaxsA

Sentence ¼okD;½ “kCnksa dk ,d ,slk ladyu gksrk gS] ftlls ge fdlh Hkh ckr dks iwjh rjg le> ikrs gSaA okD;ksa 
ds ,d ls vf/kd çdkj gksrs gSa & dFku] ç”u] funsZ”k bR;kfnA okD;ksa ds mfpr mi;ksx ds fy, ”kCnksa dk lgh J`a[kyk 
esa gksuk vko”;d gSA

13. okD;ksa dks ys[kus esa vH;kl djuk      
        (Prac  ce in Framing Sentences )
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Naming word AcƟ on Word (Verb) addiƟ onal informaƟ on
Peter worked in BHEL as supervisor.

him /call
it / try
quiet / be
out / watch
straight / standup
move / don’t
don’t trip / be careful
the phone / answer / somebody
aŌ er / drive / don’t / drinking
small pieces / into / cut / the onions

 1.  “kCnksa dks lgh J`a[kyk esa yxk;saA mnkgj.k ns[kdj] le>sa
a.  speak / English / I
 I speak English
b.  the parcel / received / we
____________________________________________________________________________________
c.  welding gun / welder / uses
____________________________________________________________________________________
d. love / I / homemade food
____________________________________________________________________________________
e.  the work / fi nished / I
____________________________________________________________________________________

2.  “kCnksa dks lgh J`a[kyk esa yxk;saA okD;ksa dks uhps nh x;h Vscy esa fy[ksaA mnkgj.k ns[kdj] le>sa

a. as supervisor / worked / in BHEL / Peter
____________________________________________________________________________________
b. happy New Year / we / you / wish
____________________________________________________________________________________
c.  gave / the Principal / the medal
____________________________________________________________________________________
d.  immediately / want / money / they
____________________________________________________________________________________
e.  yesterday / Sam / I / at the theatre / met
____________________________________________________________________________________

 3. “kCnksa dks lgh J`a[kyk esa yxk;sa vkSj okD; cuk,aA
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I walked to   the door
 touched   the window
 opened   the book
 pointed to   the table
 picked up   the casse  e
 wrote on   the board
 put down   the pen
 sat on    the fl oor
 stood on   the chair
 closed
 moved

I
we
he
she
it

they

am
is

are
was

were
like
ate
eat

walk
walked
work

worked

tall
lazy

smart
lunch

friendly
idlies
roƟ es
cakes
fast
slow
hard

beauƟ ful
naughty

at work
in the canteen
in the factory

boy
girl

people
manager

 4.  fuEu “kCnksa dk ç;ksx dj] vf/kd ls vf/kd okD; cuk,a

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

5.  fuEu “kCnksa dk ç;ksx dj] vf/kd ls vf/kd okD; cuk,aA /;ku jgs fd gj sentence esa vki mfpr 
punctuation dk mi;ksx djsaA ;fn vko’;drk gks rks vki & a/ an/ the  / some / a few dk mi;ksx dj 
ldrs gSaA
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 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

 6.  fiNyh activity esa fy[ksa okD;ksa esa naming words/action words dks js[kkafdr djsaA

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

  “kCnksa dks lgh Ja[kyk esa yxkdj okD;ksa dh jpuk gksrh gSA okD;ksa dk lgh erycr Hkh Li’V gksrk gS] tc ;g ”kCn 
lgh çdkj ls ladfyr fd;s tk,¡A viuh ckr Bhd ls j[kus ds fy, lgh naming action words dk ç;ksx vfuok;Z 
gSA

  https://www.khanacademy.org/humanities/grammar/syntax-sentences-and-clauses/introduction-to-
sentences/e/declaraƟ ve--interrogaƟ ve--and-imperaƟ ve-sentences
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1. Her hair is long and _________.
a. curly  b. happy  c. slim  d. late

2. He drives a bright red sports car. It’s very _________.
a. wild  b. shallow  c. fast  d. tall

3. Today, the weather’s going to be ___________.
a. hopeful  b. warm  c. blue  d. urgent

4. This house is _________ and old.
a. young  b. electric  c. large  d. fat

5. I’m feeling really ________ today.
a. late  b. long   c. happy d. round

6. The food at this supermarket is always _________.
a. gentle  b. hopeful  c. empty d. fresh

7. Which word is an adjecƟ ve?
a. aŌ er  b. preƩ y  c. taste  d. bank

8. Which word is an adjecƟ ve?
a. dirty  b. ran   c. away  d. boy

9. Which word is an adjecƟ ve? 
a. eat  b. hot   c. mend  d. soup

10. Which word is an adjecƟ ve?
a. beauƟ ful b. park   c. wave  d. sea 

11. Which of the following expressions can be used to make requests?
 a. I hope    b. Please repeat   c. I believe   d. Maybe

12. Which of the following expressions can be used to make an enquiry?
 a. I’m sorry   b. Can you tell me …?   c. Is it so?   d. Thank you

13. Which one of the following is a short response?
 a. Oh, I see         b. I have never thought about it this way      c. Please repeat       d. Sorry

14. Which of the following phrases can be used to share informaƟ on? 
 a. Thanks   b. It is about …    c. Sorry   d. I see

15. The phrase ‘Could you give me some idea of …’ is used for
 a. Thanking someone  b. Introducing someone  c. Asking for informaƟ on  d. Giving informaƟ on

16. What will be the response to the statement ‘How was class today?’
 a. It was fi ne. We learned many new things   b. Oh, I see   c. Thank you   d. Is it so?

17. What will you say if someone asks ‘How do you go to the library from here?’
 a. Not coming      b. Please take the next right and go straight. 
 c. I think I borrowed the book last week     d. Yes, the library is open.

18. What will be the apt response for ‘I’ve got some news for you’?
 a. What is it?    b. I don’t know    c. I’m thankful for this    d. Where is it?

14. [kqn dks ij[ksa (Recall)
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19. Your friend wants you to accompany him for a job fair but you can’t go. How will you decline politely?
 a. I am not coming.   b. I don’t want to come.   c. I’m sorry I can’t come.   d. I will come.

20.  Your instructor has asked you to inform the class to assemble in the workshop at 9 a.m. How will you share  
this informaƟ on with your class?

 a. We all must go at 9 a.m.      b. We need to assemble in the workshop
 c. We need to assemble in the workshop at 9 a.m.   d. We must go at 10 a.m.

21. Which of the following is used to begin a sentence?
 a. Lower case leƩ ers      b. Full stop       c. Capital leƩ ers       d. Comma 

22. What punctuaƟ on marks can end a sentence?
 a. Full stop and comma   b. Comma and quesƟ on mark    c. Comma   d. Full stop and quesƟ on mark

23. The punctuaƟ on mark used to make a list is 
 a. period            b. comma         c. quesƟ on mark     d. none of the above

24. Which punctuaƟ on mark is always curious and wants to know something?
 a. Comma        b. QuesƟ on mark       c. Full stop       d. Capital LeƩ er

25. Pick the correctly punctuated sentence.
 a. The wrench is a useful instrument          b. the wrench is a useful instrument
 c. The wrench is a useful instrument.         d. the wrench is a useful, instrument.

26. Pick the correctly punctuated sentence.
 a. Where is the generator?        b. where is the generator?  
 c. Where is the generator.     d. where is the Generator.

27. Pick the correctly punctuated sentence.
 a. We need some more screws, nuts and bolts      b. We need some more screws nuts and bolts 
 c. We need some more screws, nuts and bolts.       d. We need some more screws, nuts and bolts?

28. Pick the correctly punctuated sentence.
 a. The Ganges is a holy river         b. the Ganges is a holy river  
 c. The Ganges is a holy river,        d. The Ganges is a holy river.

29. Pick the correctly punctuated sentence.
 a. Who is the new instructor        b. who is the new instructor
 c. Who is the new instructor?      d. who is the new instructor?

30. Pick the correctly punctuated sentence.
 a. The United States of America is near Canada      b. The United States of America is near Canada.
 c. The United States of america is near Canada      d. The united states of america is near Canada

31. A pencil is a
 a. thin, long, wooden object used to write   b. thick, fl at, wooden thing used to write
 c. thin, long, glass thing object to write   d. thick, short, metallic thing used to write

32. A college is a 
 a. ground with small buildings for playing
 b. campus containing many buildings and big playgrounds where trainees learn
 c. campus with many hospitals treaƟ ng paƟ ents
 d. ground with open spaces for birds and animals
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33. A SIM card is 
a. A big, heavy, round object inserted in mobile phones 
b. A small, thin, rectangular object inserted in mobile phones
c. A small, round, thick object used in television
d. A small, thin, rectangular object inserted in transistors

34. A needle is a 
a. thin, small object with a sharp point   b. thick, big object with a blunt point
c. thin, small object with a blunt point   d. thin, big object with a sharp point

35. A container truck is a 
a. small, industrial vehicle used to carry goods  b. large, industrial vehicle used to carry goods
c. large, passenger vehicle used to carry people  d. small, industrial vehicle used to carry water

36. A helmet is a 
a. hard, round protecƟ ve gear    b. soŌ , long gear for motorists
c. hard, rectangular protecƟ on wear   d. soŌ , triangular protecƟ ve gear for motorists 

37. A godown is a 
a. small, narrow space for walking    b. large, open space for playing
c. large, empty space for storing goods   d. small, busy place for selling goods

38. An email is a 
a. chaƫ  ng feature on phones without internet 
b. virtual message exchanged between people using the internet
c. mail posted in a post offi  ce
d. speed post sent through the post offi  ce

39. A computer keyboard is a 
a. fl at, square-shaped board with black and white keys         b. circular board with numeric keys
c. fl at, rectangular board with alphanumeric and special keys     d. spherical object with colourful keys

40. Rearrange the words to form a sentence. 
a. its best   b. is simply    c. science  d. common sense at 
i. abdc   ii. dbac    iii. bcda   iv. cbda

41. Rearrange the words to form a sentence. 
a. he came  b. some sugar    c. from her house d. to borrow 
i. bcda   ii. bcad    iii. adbc   iv. abcd

42. Rearrange the words to form a sentence. 
a. I wanted   b. to tell her    c. to listen   d. to me.
i. abcd   ii. abdc    iii. adbc   iv. bcad

43. Rearrange the words to form a sentence. 
a. The CEO  b. made    c. right decision  d. the 
i. abcd   ii. abdc    iii. acbd   iv. bcda

44. Rearrange the words to form a sentence. 
a. She wondered  b. how    c. was so rich  d. he 
i. abcd   ii. abdc    iii. acbd   iv. bcda
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45. Rearrange the words to form a sentence. 
a. She danced with joy b. that she had topped  c. when she found out   d. the board examinaƟ on
i. abcd   ii. abdc        iii. acbd       iv. bcda

46. Rearrange the words to form a sentence. 
a. She was   b. looking for jobs  c. browsing  d. a website 
i. abcd   ii. abdc    iii. acdb   iv. bcda

47. Rearrange the words to form a sentence. 
a. I was certain      b. the management meeƟ ng 
c. be allowed to aƩ end     d. that subordinates would not
i. abcd          ii. abdc    iii. adcb   iv. bcda

48. Rearrange the words to form a sentence. 
a. The managing director b. in listening to her  c. was not interested d. explanaƟ on 
i. abcd   ii. abdc    iii. acbd   iv. bcda

49. Rearrange the words to form a sentence. 
a. We were   b. on an excursion  c. to Goa  d. going 
i. adbc   ii. abdc    iii. acbd   iv. bcda

50. IdenƟ fy the correct sentence type. AC mechanics are in great demand now.
a. ImperaƟ ve  b. DeclaraƟ ve   c. InterrogaƟ ve  d. Exclamatory

51. IdenƟ fy the correct sentence type. Wear your safety gear while welding.
a. ImperaƟ ve  b. DeclaraƟ ve       c. InterrogaƟ ve     d. Exclamatory

52. IdenƟ fy the correct sentence type. You are hired.
a. ImperaƟ ve  b. DeclaraƟ ve   c. InterrogaƟ ve  d. Exclamatory

53. IdenƟ fy the correct sentence type. Did you apply for the apprenƟ ceship program?
a. ImperaƟ ve  b. DeclaraƟ ve        c. InterrogaƟ ve  d. Exclamatory

e. IdenƟ fy the correct sentence type. Can I accompany you to the job fair?
a. ImperaƟ ve  b. DeclaraƟ ve   c. InterrogaƟ ve  d. Exclamatory

54. IdenƟ fy the correct sentence type. Leave the room immediately.
a. ImperaƟ ve  b. DeclaraƟ ve   c. InterrogaƟ ve  d. Exclamatory

55. IdenƟ fy the correct sentence type. Is it safe to conduct the experiment here?
a. ImperaƟ ve  b. DeclaraƟ ve   c. InterrogaƟ ve  d. Exclamatory

56. IdenƟ fy the correct sentence type. Chennai is an upcoming technology hub.
a. ImperaƟ ve  b. DeclaraƟ ve   c. InterrogaƟ ve  d. Exclamatory

57. IdenƟ fy the correct sentence type. Use the appropriate machine tools for the job.
a. ImperaƟ ve  b. DeclaraƟ ve   c. InterrogaƟ ve  d. Exclamatory

58. IdenƟ fy the correct sentence type. The results are out.
a. ImperaƟ ve  b. DeclaraƟ ve   c. InterrogaƟ ve  d. Exclamatory
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15. vfHkuanu vkSj ifjp;  (GreeƟ ngs and Self-IntroducƟ on)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• mu “kCnksa dh igpku djsa ftudk mi;ksx dj ge yksxksa dk vfHkuUnu (greet) djrs gSa A

• formal ¼vkSipkfjd½ informal ¼vukSipkfjd½ greetings dk varj tkusaxs

• Lo;a ifjp; nsuk lh[ksaxs A

 a. GreeƟ ngs ¼vfHkuanu½

 Greet ¼vfHkuanu½ djuk] ckr&phr ”kq: djus dk ,d fouez rjhdk gksrk gS A ge tc Hkh fdlh ls feyrs gSa]  rks 
mUgsa greet djrs gSa A Greeting ds vkSipkfjd o vukSipkfjd & nksuksa gh çdkj gksrs gSa A

 b. Self-IntroducƟ on  ¼ifjp;½

 ge tc Hkh u, yksxksa ls feyrs gSa]  gesa mUgsa viuk ifjp; nsuk gksrk gS A lUnHkZ vuqlkj] Lo;a ds ckjs esa mi;qä 
tkudkjh nsuk gh ifjp; dh dyk gS A

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

a. vkSipkfjd greeting dk ç;ksx rc 
gksrk gS] tc vki fdlh u, O;fä] 
cqtqxZ O;fä vFkok lhfu;j ls feyrs 
gS aA vkidh ckr&phr fuEu lUnHkZ esa 
gks ldrh gS%

• ehfVax ;k baVjO;w

• vf/kdkfj;ksa ls ckr djuk

• cqtqxksaZ dk lEeku djuk

• mu yksxksa ls feyuk ftuls ge 
Hkyh&Hkkafr ifjfpr ugha gSa

• u, lg&dfeZ;ksa ls feyuk 

GREETINGS IN ENGLISH
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Expressions When to use For whom to use

Good morning/Good aŌ ernoon/
Good evening

in a formal situaƟ on • colleagues
• business clients
• formal relaƟ onships
• new neighbours
• superiors at offi  ce
• members of offi  cial team
• meeƟ ng for the fi rst Ɵ me

Good Morning/aŌ ernoon/
evening Mr. ______ or Ms. 
______

in a formal situaƟ on, if you know 
the person already

Good morning/aŌ ernoon/
evening everyone

with a group of people at a 
formal meeƟ ng

Hello. How do you do? while meeƟ ng someone for the 
fi rst Ɵ me, business meeƟ ng.

Nice to meet you. / Pleased to 
meet you.

in a formal situaƟ on when you 
meet someone for the fi rst Ɵ me

How are you? to start a conversaƟ on in a formal 
meeƟ ng

b. vukSipkfjd greeting dk mi;ksx rc gksrk gS tc ge fe=ksa ls] ge&mez yksxksa ls vFkok fç;&tuksa ls feyrs gSaA 
bl vfHkuUnu esa vkSipkfjdrk ugha gksrh] vkSj ,sl greeting mÙkj fofHkUu çdkj ls fn;k tk ldrk gSA

c.  Self-IntroducƟ on (ifjp;)

tc ge fdlh ls feyrs gSa] rc mUgsa vius ckjs esa fuEu çdkj dh tkudkjh nsrs gSa & 

gekjk uke]  gekjk ftyk&oru] gekjs course dk uke] gekjs v‚fQl dk uke] gekjh #fp;k¡ vkfn!

 My name is George. 
 I am from Goa.
 I am a residenƟ al electrician.
 I inspect electrical components for safety.
 I like installing wiring and lighƟ ng at home.
 I fi nd my job exciƟ ng and interesƟ ng.

Hello, John!
How are you? Hi, Kelly!

I’m fi ne thanks!

Great, thank you!

I’m very well,
thank you!

Not too bad, 
thanks!

Not very well,
thanks!

How are you?

How are you?

How are you?

How are you?
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1.   Greeting dks lgh Js.kh esa Mkfy, vkSj crkbZ dh bldk ç;ksx o mi;qä mÙkj D;k gksxkA

Expressions Formal / informal Used to greet … Response
Hi, how are you?
Good morning.
Hello!
How have you been?
How are things?
How do you do?

2. Greeting dks lgh Js.kh esa Mkfy,A 

Expressions Formal Informal

Hi, how’s life?

How are you?

Good evening, Jerry.

Hey, come and join us.

I am SaƟ sh from Ranchi.

Hello, this is Janaki from Nagpur.

Hey, it’s long Ɵ me since we met.

My name is Ranjith.

3. activity dks ,d fe= ds lkFk dfj,A Lo;a dk ifjp; nhft;s] o vius fe= dk ifjp; lqfu,A [kkyh LFkku esa 
vius fe= dk ifjp; Hkh fyf[k, A

I am ________________________   (name)
I come from __________________  (village/town/city)
My father is a _________________  (father’s job)
My mother is _________________  (mother’s job)
I have _______________________  (brothers and sisters)
I like ________________________  (actor, food, game, music)
I want to become _____________   (businessman, fi Ʃ er, welder)
My aim is ____________________

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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4. mnkgj.k i<+dj] ifjp; dk vH;kl dhft;sA vkSj fQj mlh çdkj ls fjäLFkku Hkjdj] vius ifjp; fyf[k,A

Hi. My name is 
Deepak I come  from    
a  big  family. I am  
the only child in 
the  family. I have 3 
aunts, 6 cousins.  My 
mother is not tall. She has short 
hair  and  green  ���s. 
My mother is a typist. She is 
very kind. I like her.

I am Thara.I am 17 years old. I live with my family. 
Our family has four persons. I have 
a younger brother. My mother is a 
teacher in a primary school. My father 
is a government employee. My brother 
is a trainee reading in class 7. We live 
in Baroda. I am also a trainee. I am 
training in welding in ITI. I just passed 
from my school.

Let me introduce about my family fi rst. I live in a small 
but nice village with my family. In 
my family, there fi ve members, my 
two brothers, my parents and me. 
My father is a farmer. My mother 
is a housewife. My elder brother 
works for a company. My younger 
brother is a motor mechanic. I am 
Shekar training in secretarial pracƟ ce in Pusa ITI in 
Delhi. 

My name is Kirana. 
Let me introduce 
my  family  fi rst.    l 
live with my dad, 
my mother and 
my elder sister. We 
live in  Chhaƫ  sgarh.  My  dad is  self-
employed.  My  mother  is a housewife. 
My sister is  20 years old and works in 
a bank.

Hi. My name is 
Deepak. I come 
from a big family. 
I am the only child 
in the family. I 
have 3 aunts, 6 
cousins. She is very kind and I like 
her. I miss my mother when we 
are not together.

(father, mother, brother, sister, work, study, like, tall, short, happy, small)
My name is __________________________________
I live with my family in _________________________
There are __________________ members in my _____________
I have _______________________________________________
My _____________________________ in __________________
My brother __________________________________________

(chocolates, ice-cream, movies, colour, bike, car, city, food, games)
I am  _____________________________________
I like to eat __________________ during summer.
I like watching/playing  ____________________________
My favourite colour is _____________________________
I like driving _________________________________
I like to visit _____________________________
I like to eat ________________ for lunch/dinner.

5.  vius fe= dks viuk ifjp; nhft;s & bl ckj vkids ifjp; esa vkidks viuh #fp;ksa ds ckjs esa Hkh ckr djuh 
gSA
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6. ;g activity ,d fe= ds lkFk djuh gSA vki esa ls ,d tuk ^vjfoUn^ cusxk vkSj ,d ^jghe^ & vc vki vjfoUn 
vkSj jghe ds :i esa ,d nqljs dks viuk ifjp; nhft;sA
a. Choose a partner. 
    Read the details of the person in the fi rst column.
    Imagine that you are the person.  
    Introduce yourself to your partner. 
    Ask your partner to make notes in the space provided.
b. Your partner will read the details of the person in the second column.
    Your partner will imagine to be the person in the second column and introduce himself.
    Ask your partner to make notes in the space provided.

Column 1 Column 2

Arvind is a welder. 
He is 24 years old and is unmarried. 
He completed his diploma from CuƩ ack.
He is working in a furniture manufacturing company.
He has a younger sister.
He is also geƫ  ng training in pipe welding.
He is planning to go abroad aŌ er the training.

Rahim is a carpenter. 
He is 30 years old.
He is married and has 2 children.
He learnt carpentry from his uncle.
He designs furniture for a dealer in Pune.
He runs his own fi rm and supplies to the dealer.
He is planning to start his own furniture showroom in 
the future.

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• Greetings & vkSipkfjd Hkh gksrs gSa] vkSj vukSipkfjd HkhA

• ifjp; dh enn ls ge nwljksa ds ckjs esa tkurs gSaA

• vkSipkfjd o vukSipkfjd ifjfLFkfr;ks aesa mi;qä greeting dk ç;ksx djuk vfuok;Z gS A

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

vU; yksxksa dks greet djus esa] ftu greetings dk ç;ksx gksrk gS & mldh ,d lwph cukb;s A vc lksfp, fd muesa 
ls dkSu ls greetings vkSipkfjd vFkok vukSipkfjd gSa] vkSj Hkyk D;w¡A
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16. ç”uksa dks iwNuk vkSj tokc nsuk 
        (Asking and Responding to QuesƟ ons)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• ç”u o mÙkj ds varj dks le>saxs

• ç”u o mÙkj dks O;ä djus ds vkerjh ds tkusaxs 

• ç”u o mÙkj dk vH;kl djsaxs

Question ¼ç”u½ dk mi;ksx tkudkjh ikus ds fy,] ‘k’ dk nwj djus ds fy, o enn ekaxus ds fy, fd;k tkrk gSA 
Response ¼mÙkj½ ml loky / ç”u ds tokc esa fn;k x;k dFku gksrk gSA Response tkudkjh nsrk gS] Question 
tkudkjh ekaxrk gSA 

 gk¡ ‘yes’ o uk ‘no’ dk mi;ksxrk response esa gksrk gSA

QuesƟ on

Am
Do
Have
Can
Will  

I?

Are
Do
Have
Can
Will

you?
we?
they?

Is
Does
Has
Can

he?
she?
it?

Will

Response 
(answer)

I am
do
have
can
will

You
We
They

are
do
have
can
will

He
She
It

is
does
has
can
will

Responses
Common words/expressions

     PosiƟ ve              NegaƟ ve                         
    Oh Sure. 
    I’m sure.
    OK. 
    Yes.
    Of course.
    Certainly.
    Defi nitely.
    It’s possible.

Set Phrases

in the train, on the phone, on the fi rst fl oor, at the 
offi  ce, in the workshop, to the factory, on Friday, in 
2019, at 8:00 a.m., from 1 to 1:30 p.m., for two years, 
for one hour, in the morning, last week, last year…

a. QuesƟ ons and responses b. Common words and phrases used as responses

I’m not sure. I’m doubƞ ul.
Never. I’m sorry. Not oK.
None, rarely.
No use.  None.
It’s not true.
It’s not possible.
It’s impossible.
Nobody. No, not yet.

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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PosiƟ ve (yes) NegaƟ ve (no)
is 
are
was
were
do
does
did
have
can
will

c. A negaƟ ve response is formed by adding ‘not’ with the “to do/to be” form of the verb.

is not = isn’t
are not   = aren’t
was not = wasn’t
were not = weren’t
do not     = don’t
does not = doesn’t
did not    = didn’t
have not = haven’t
can not    = can’t
will not   = won’t

d. Types of quesƟ ons and responses
a. QuesƟ ons checking/confi rming the present 
situaƟ on (what is happening or going to 
happen and what has just happened )

Responses (answers)

PosiƟ ve (yes) NegaƟ ve (no)

Am I safe now?
Are you a mechanic?
Are we going to work tonight?
Are they engineers?

Yes, you are.
Yes, I am.
Yes, we are.
Yes, they are.

No, you’re not.
No, I’m not.
No, we’re not.
No, they’re not.

Is he a supervisor?
Is she a clerk?
Is it working well?

Yes, he is.
Yes, she is.
Yes, it is.

No, he’s not.
No, she’s not.
No, it’s not.

Do you know him?               
Do we work on Sundays?
Do they work every day?

Yes, I know.
Yes, we work.
Yes, they work.

No, I don’t.
No, we don’t.
No, they don’t.

Does he work in the weekend?
Does she know the job?
Does it take more Ɵ me to do?

Yes, he works.
Yes, she knows.
Yes, it takes.

No, he doesn’t.
No, she doesn’t.
No, it doesn’t.

Have you reported the accident to the engineer?
Have we complained about the damage to him?
Have they lost their tools?

Yes, I have.
Yes, we have.
Yes they have.

No, I haven’t.
No, we haven’t.
No, they haven’t.

Has he come today?
Has she fi nished her job?
Has the engine stopped working?

Yes, he has.
Yes, she has.
Yes, it has.

No, he hasn’t.
No, she hasn’t.
No, it hasn’t.

b. QuesƟ ons checking/confi rming situaƟ ons 
of the past (what happened yesterday/ last 
week/last year or before)

Responses

PosiƟ ve (yes) NegaƟ ve (no)

Were you at the offi  ce yesterday?
Were we doing the welding work last Sunday?
Were they angry about the delay?

Yes, I was.
Yes, we were.
Yes, they were.

No, I wasn’t.
No, we weren’t.
No, they weren’t.

Was the supervisor late yesterday?
Was she working in the insƟ tute last year?
Was the motor in a good condiƟ on last week?

Yes, he was.
Yes, she was. 
Yes, it was.

No, he wasn’t.
No, she wasn’t.
No, it wasn’t.

Did you use the wrench yesterday?
Did we bring those tools last week?
Did they gauge the object with micrometer?
Did he meet the site engineer last evening?
Did she connect the wires yesterday?
Did it work properly yesterday?

Yes, I did.
Yes, we did.
Yes, they did.
Yes, he did.
Yes, she did.
Yes, it did.

No, I didn’t.
No, we didn’t.
No, they didn’t.
No, he didn’t.
No, she didn’t.
No, it didn’t.
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c. QuesƟ ons (asking for help/clarifying doubts) Responses

PosiƟ ve (yes) NegaƟ ve (no)

Will you give the pipe connecƟ on tomorrow?
Can she hold the ladder?
Will you help her measure the object?
Should we operate the machine?
Will he cut all the wires?

Yes, I will.
Yes, she can.
Yes, I will.
Yes, we should.
Yes,he will.

No, I won’t.
No, she can’t.
No, I won’t.
No, we shouldn’t.
No, he won’t.

d. QuesƟ ons that come with a choice                                                     Responses (words)

Are you a fi Ʃ er or a plumber?                                                                   FiƩ er

Would you like coff ee or tea?                                                                  Tea

Are they coming on the 5th or the 6th June?                                     5th

Is the meeƟ ng today or tomorrow?                                                   Today

Do you want a hammer or a screw?                                                   Screw only

Is the training over or not?                                                                  Not over/not yet

e. QuesƟ ons that are open/direct Responses (phrases)

What is he doing?  talking on the phone

Who is he?  Anil, the mechanic

Where were you?  in the lab

Why are you late?  train was late

When is the lunch break?  12.30 to 1.00 p.m.

How should the engine be stopped?  press the red buƩ on

When did he reach the head offi  ce?                 this morning  

How long will you work?  for six hours

How much money will it cost? ten thousand rupees

1.  okD; if<+, vkSj igpkfu, dh oks Question ‘Q’ gS] Response ‘R’- mnkgj.k ns[kdj] le>saA 
a. Are you a trainee? Q
b.  Am I late?  _____
c. I’m fi ne.   _____
d. Is he a draughtsman? _____
e. Will you?   _____
f. No, I’m not.  _____
g. Is it raining?  _____
h. Are they ok?  _____
i. We are ok.  _____
j. Good morning!  _____
k. Certainly.   _____ 

2. bl ist esa dsoy response gSaA positive ¼ldkjkRed½   ds vkxs lgh dk fpà yxk;sa] negative ¼udkjkRed½ 
response dks xyr ds fpà ls vafdr djsaA
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 Responses       / X
Yes, he is.
No, we are not.
Not possible.

She hasn’t come.
I won’t.
You can.

I don’t know.

Yes, I am.

No, he is not a fi Ʃ er.
Never.
Good!
None.
Of course.
Sure.
She hasn’t.

No. QuesƟ ons Yes No
1 Is the class interesƟ ng?
2 Did you read the concept?
3 Do you like the training?
4 Are the acƟ viƟ es useful?
5 Are you learning to ask quesƟ ons?
6 Can you respond confi dently?
7 Are you familiar with all the responses?
8 Will you complete all the acƟ viƟ es?
9 Are the acƟ viƟ es easy?
10 Have you fi nished reading all the quesƟ ons?

Are you safe? Yes, I am.
Are you an engineer?
Can you check the fuse?
Do you know how to use a Vernier Caliper?
Can you measure the height of an object?
Does your friend know swimming?
Did you read the newspaper?
Can you ride bikes?
Did you pay the examinaƟ on fee?
Will you aƩ end the training in your insƟ tute?
Have you fi nished reading all the quesƟ ons?

3. fuEu Questions dk mi;qär response pqfu,

4. Yes ;k No dk mi;qä ç;ksx dj] mÙkj nhft;s
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d

5.  Response dks if<+,] vkSj fjä LFkku esa mi;qä question word fyf[k,- Question words gSa & what, when, who, 
where, why, how, mnkgj.k i<+dj] le>sa A 

 Responses   QuesƟ ons   
 a. I’m fi ne.   How are you?
 b. John    ______ is the plumber?
 c. Tomorrow   ______ is the training?
 d. Hyderabad   ______ is the training?
 e. Five     ______ many spanners do you need?
 f. Tools    ______ do you want?
 g. To Ɵ ghten the nuts  ______ do you want the cuƫ  ng plier now?

6. question dks lgh response ls feykb, A mnkgj.k ls le>saA

A. Q      R
a. How do you go to your ITI?  Bus broke down.  
b. What colour is the car?   It’s on the fi rst fl oor.  
c. How was the programme?   In 2021.   
d. Why are you late?    By walk.   
e. When will you pass the ITI exam?  Excellent!   
f. Where is the lab?    Blue.    

B. Q       R

a. Who is he?     It wasn’t over.   
b. Was the job over or not?    No, never.   
c. Have you ever taken leave?   Not sure.   
d. How many wrote the test?    He is a fi Ʃ er.   
e. Are you sure about the examinaƟ on dates? Mumbai.   
f. Where were you born?    None.

7. fp= ds vk/kkj ij] question dk lgh response pqusaA
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Who is talking in the picture? __________________ (the lady/the mechanic).
Is the lady complaining about the car? __________________ (yes/no).
What is the mechanic doing in the picture? __________________ (talking/listening).
Is the mechanic responding to the lady? __________________ (yes/no).
Is there a conversaƟ on between them? __________________ (yes/no).

QuesƟ ons Responses
Is he a plumber?
What tool is he holding?
Does he fi x pipes with this tool?
What does he do?
Can you do his work?

QuesƟ ons Responses
Can you see the electrician?
What tool is he holding?
Is he busy?
Does he check electric supply?
Is the bulb on or off ?

QuesƟ ons Responses
Who is he?
What tool is he holding?
Can you see his face?
How many cylinders are there?
Have you done any welding work?

QuesƟ ons Responses
What is the man doing?
Is he happy or upset?
What is wrong with the car?
Can you repair cars?
Do you know a good mechanic?

Do you know a good 
mechanic?

A: _____________ fi x the pipe?
B: Yes, I can.
A: ________ is your ITI?
B: My ITI is near the park.
A: When does your class start?
B: ________________.

8. fp= ds vk/kkj ij] question dk lgh response fy[ksaA
a.

b.

c.

d.

9. fjä LFkku Hkjsa] o vius fe= ds lkFk bl Mk;ykx dk vH;kl djsaA
A: Hi! How are you?
B: I’m____________. How about you?
A: Is it raining?
B: _______________. 
A: Then, take the umbrella.
A: Do you want to read the manual?
B:  ______________.
A: Do you have the lunch break?
B: Yes, it is from _______ to _________.
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QuesƟ ons Responses

What is your name?

How do you go 
to work?

How old are you?

Where  do you live?

Whose car is this?

I’m eighteen.

Mary.

In London.

On foot.

It’s my mom’s.

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• Questions ds ç;ksx gSa & tkudkjh iwNuk] “kadk dk fuokj.k ek¡xuk o enn ek¡xukA

• Response & question dk mÙkj gksrk gSA

• Response tkudkjh] lwpuk o enn nsus esa lgk;d gksrk gSA Response gk¡ ;k uk & nksuksa esa ls dksbZ Hkh ckr 
O;ä dj ldrk gSA

dksbZ Hkh 5&6 loky pqusa vkSj mUgsa vius fe= ls iwNsaA vius question vkSj vius fe= response [kkyh LFkku es 
aHkjsaA

hƩ ps://www.youtube.com/watch?v=t4yWEt0OSpg
 hƩ ps://eslvideo.com/quiz.php?id=28363
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• tkudkjh nsus esa mi;ksx vkusokys dqN phras es ¼okD;k”kksa½ dks tkusaxs

• tkudkjh ekaxus vkSj nsus dh çfØ;k dk vH;kl djsaxs

• tkudkjh nsus ds fy, mi;qä Hkki&Hk¡fxek dh jpuk djsaxs

Sharing information ¼tkudkjh ck¡Vuk½% fofHkUu lUnHkksaZ esa ge vDlj ,d nqljs ls tkudkjh ck¡Vrs gSaA bl dk;Z ds 
gsrq dqN vkephras es ¼okD;ka”kksa½ gekjs cgqr dke vk ldrs gSa ! tkudkjh & vkadM+ksa] funsZ”k] enn bR;kfn & ds :i 
esa gks ldrh gSA

17. nwljksa ds lkFk tkudkjh lk>k djuk                                               
      (Sharing InformaƟ on with Others)

Making request Sharing informaƟ on Making enquiry Giving opinion Short responses / comments
Please repeat.
Please listen.
Once more 
please. 
Tell me.
Please share.
Please explain.
Check whether…
Tell me about …

It is about …
It is on …
It is at …
It is about …

Can you …?
Will you …?
Would you …?
Is it?
When is it?
What is it?
Who is it?
How to do it?
What if …?
Why not?
Really?
Where is it from?

I hope …
I believe …
I think …
I’m sure that …
It is because 
of …
(reason)
That’s why …
(reason)

It’s simple. 
It’s clear.
It’s useful.
It’s great!
It’s wonderful!
It’s nice.
It’s interesƟ ng.
It’s right/wrong.
Oh, I see. 
Fine. 
Good. 
Well, …
Possibly.
Probably. 
Maybe. 
I got it.
I know.
Sure.
I understand.
Thanks for sharing.

 a.

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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Sam Ram
Hi! Hi!
What are you looking at? AdverƟ sement? No, an infographic.
What is it? It is a visual presentaƟ on of informaƟ on.
Oh! I see. It is usually in the form of a graph, image or 

chart like this. Have a look at it.
It’s nice! It looks colourful! Also, see that it has less words.
Yes, less words and more images. It’s 
interesƟ ng!

It’s informaƟ ve too. I can see fi ve Ɵ ps for a 
healthy life.

Well, it shows how to manage Ɵ me. I believe it 
is an important Ɵ p.

Yes, but I’m not good at that. That’s why, I feel 
stressed someƟ mes.

Oh! You must learn to manage Ɵ me. Yes, I will.
Thanks for sharing. You’re welcome.

Step
awayGet

moving

Build
healthy

habits

Manage
your Ɵ me

Talk through
your problems

1. Can you tell me ...?
2. Could you tll me ...?
3. I’d like to know ...?
4. Do you know ...
5. Do you have any idea ...?
6. Could anyone tell me ...?
(use this phrase when asking 
a group of people)
7. Would you happen to 
know ...?
8. I don’t suppose you
(would) know ...?
9. I was wondering ...?
10. I’m calling to fi nd out ...
(use this phrase on the 
telephone)

11. Do you happen to know ...?
12. Could you fi nd out ...?
13. Could you give me some 
idea of...?
14. I’m interested in ...
15. I’m looking for ...?
16. Have you got an idea of ...?
17. Don’t suppose you 
(would) know ...?
18. I wonder if you could tell  
me ...?
19. I wonder if someone could 
tell me ...?

b. ConversaƟ ons/dialogues sharing informaƟ on
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Suren Thanu

Hi! I received an email from our site engineer. Is it?

Yes. Did you receive any mail? No, I didn’t! What is it about?

It is about the safety of workers in the factory. Well, please forward it to me.

Sure. I’ll do. Thanks.

Hi Ajay! Hi Rani!

Hope you are preparing for the semester exam. Yes, I am.

Can you please lend me your trade theory book 
for a day?

Why not? 

Thanks! What about your book? 

I think I lost it. Oh!

I’ll photocopy your book and return it soon. I don’t think it is necessary.

What do you mean, Ajay? I mean, you can download it from our offi  cial 
website.

Really? Yes, Rani.

Just tell me how to do it. Well, go to the directorate general of training 
website, that is, dgt.gov.in.

Ok. You will fi nd “useful links” on the home page. 
Click on it.

Fine. A list of links will appear. Click on “Bharat Skills.”

Ok, then … Click on CTS icon and choose your course for 
course materials.

Oh, I see! It sounds easy! Yes. You can download the eBook in your 
smartphone itself.

Wow! It will be very useful for me to prepare for 
the exam.

Yes, and it’ll save some paper and money too!

Oh, yes! I don’t have to photocopy it! You got it!

But, I don’t have a smartphone or any device to 
read it online or download it!

Don’t worry. I’ll lend my book then. I shall read 
it in my smartphone.

Thanks, Ajay! It’s alright. Prepare well for the examinaƟ on.

Sure, I will. All the best, Ajay! All the best, Rani!

Bye. Bye. See you tomorrow.

1.  nks nksLrksa ds chp dh ckr dks if<+,] vkSj ,d fe= ds lkFk bldk :ikarj.k ‘role play’ dfj,
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Eswar Kevin

Are you staying in the hostel? _______________________.

I hope the food in the hostel is good? Yes, but I like to cook my food.

Really? You know cooking! Yes, ____________ and I’m good at it.

Oh great! What else do ______ know? I know ___________ and ___________ too.

Good! Now, tell me what you _______ and what you 
are _______ at?

I know swimming and I’m good at painƟ ng and 
________.

Excellent! That’s why you have joined this trade!

Yes I like _______very much. I can create things! Wonderful Eswar. AŌ er fi nishing our course we 
should apply for apprenƟ ceship training.

Defi nitely. Any idea about how to apply. Yes. Go to home page of DGT offi  cial website.

That’s www.dget.nic.in. Am I right? Yes. __________!

Ok then, … Click on __________

__________ ________________________.

Thanks Kevin for sharing the informaƟ on. My pleasure.

All the best! All the best, Eswar!

Is your ITI situated in Karnataka? No, It is in _____________.

How long is it from the central railway staƟ on? It is ________ kms.

Oh! It is too far from the railway staƟ on. Yes, but transport is available. 

I heard there are more than _______ trainees in 
your ITI.

Yes, we have diff erent trades.

I hope there are many trades available in your 
ITI.

_______, trades such as FiƩ er, electrician, 
__________________.

Fine. Which trade are you in?

When did you join this ITI?

Oh, then you will be compleƟ ng this course in 
two years.

I hope your ITI has a campus placement drive.

2. fjä LFkku Hkjsa

3. vius ITI ls tqM+h lwpuk] fjä LFkku esa Hkjsa
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Your Friend You

Hi! Hi, look at the __________.

Yes, I saw it. It is about the 
__________ work going on there.

Is it? I think it has warning signals.

Yes, there are three signs. No, _________________ signs. You 
have a look at it now.

Oh yes! I was wrong! It’s four. What 
are they?

The yellow one is a danger sign. The 
two ________ ones warn us about 
________ & _________.

And the blue one? It is for _______. It tells that they 
_______ report to recepƟ on.

Please repeat. You want me to _______. Ok. The 
______ one is for visitors. It tells 
them to report to ________.

So, does it mean we should not go to 
the site directly?

Yes, you’re _________.

You Your Friend

Hi ________! Look at this message. I have seen it already.

I don’t get this message. Can you tell 
me  what it is about?

It is about the ______ of _________ 
skills in our graduates.

‘Lack’ means? ________ means ‘no’ or ‘absence’.

You mean our ________ don’t have 
_________ skills.

Yes. The message means that.

Ok, I got it. Then, what can be done 
for employability?

More skill based training can be given. 

Danger
construcƟ on work

in progress
No

unauthorised
access

No
smoking
on site

All visitors
must report
to recepƟ on

4. iksLVj esa nh x;h tkudkjh] fjä LFkku esa Hkjsa

5.  dFku ds vk/kkj ij vkidks uhps fn, x, Mk;ykx dks iwjk djuk gSA
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Your Friend You

Hi! How was the class today? Fine. I learned the applicaƟ on of tools today.

What tools? Well, tools like Vernier Caliper, micrometer, 
wrench, hammer, and so on.

Are Vernier Calipers and micrometer tools? I think 
they are instruments!

Are they? What’s the diff erence?

Instruments in our workshop are used to measure 
something.

Yes, like ______ and _______.

You are right. Did you measure anything today? ___________________________________.

Fine. Can you guess the diff erence between 
_____________ and tools now?

Yes, tools are simpler than instruments.

Good. They are used to move or repair something.

Now, tell me about the tools that you used at the 
workshop.

Hammer, axe, ________ and _________.

Well, any new tool today? Yes, I learned to use a wrench.

Is wrench a spanner? ______________. It is a _______________.

I have never used a wrench. Tell me how to turn it. Oh, sure. Always_____________________.

Ok. Never turn __________________________.

Why? If you turn the jaw ______ from the wrench, it 
will strain the wrench.

Oh, ok. Hope you got the point.

Yes. Now, I understand. Thanks for sharing. I thank you too for ________________.

6. fp= ds vk/kkj ij vkidks uhps fn, x, Mk;ykx dks iwjk djuk gSA
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You Friend 1 Friend 2
Hi all! I’ve got some news for you. What _______? What _______?
It’s about the _______ workshop 
for our trade trainees.

We had it ________ year too. (last/
this)

Did we?

Yes, we had, but this Ɵ me it is on a 
_______ (same/diff erent) topic.

Please tell me the topic of the 
workshop.

Is it on Weaving?

No, It’s _____________ So. We will be given training on 
embroidery___________.

Well.

Yes. Date and Ɵ me please. And the venue?
It’s on _______ at ________ Ok. Fine. Any other details?
You should _______ on or before 
________, and for further _______ 
contact ________.

Can you _____ this message through 
WhatsApp?

Please do. It would be useful.

________, I’ll do. Thanks________! Thanks _______!
You’re welcome.

JOB MELA
For ITI passed trainees

All trades 
on

21.08.2019
at 10.00 a.m

in
Government ITI Guindy, Chennai 

GOVERNMENT INDUSTRIAL TRAINNING
INSTITUTE (ITI)

Himachal Pradesh

CRAFTS WORKSHOP
on

Surface Ornamental (Embroidery)
Techniques

for
SEWING TECHNOLOGY TRADE

STUDENTS
on

05.09.2019
at 9.00 a.m in Main auditotrium

Register on or before 03.09.2019. For
details contact ganesh@gmail.com

7. fuEu tkudkjh dks i<+sa vkSj A, B & C ds chp dh okrkZ esa fjä LFkku HkjsaA bl okrkZ dk vius nksLrksa ds lkFk 
role Iys djsa

8.  nh gqbZ tkudkjh ds vk/kkj ij]  vkidks Mk;ykx iwjk djuk gS
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You Friend 1 Friend 2
Hi friends! There is a ___________ ___________ ? Really?
Yes, it is on ___________ ___________  ? Oh, in our campus!
Yes, ___________ At what Ɵ me? Fine.
It’s at ___________ Ok. Are you all aƩ ending?
Yes, ___________ No, ___________ Why ___________?
Tell us why? I’m going to Bangalore to aƩ end an 

interview.
Oh, Ok.

All the best! Thanks friends! All the best for you 
too!

All the best!

HINDUSTAN COPPER LIMITED
Indian Copper Complex, Ghatsila

Ref:- HCL/ICC/HR/R&E/TA/2018

ApplicaƟ ons invited for Trade ApprenƟ ceship (Training)

WEB HoisƟ ng

Date : 14/08/2018

Item DescripƟ on
Trade ApprenƟ ce
52  (fi Ō y two)
1.  FiƩ er (ex ITI)  - 20
2.  Electrician”    -  18
3.  Welder (G&E)” -  03
4.  Machinist” -  01
5. Turner”  -  02
6. Crane Operator” -  08
     Total :-     52

Name of the post
No. of post

Place of posƟ ng Moubhandar Works
Training (only for one Year)Type of Employment (i.e. 

Engagement)
Method of Recruitment WriƩ en Test
Training

Eligibility

Qualifi caƟ ons High School or equivalent + ITI with 60% Marks in
respecƟ ve Trade (for SC/ST/OBC/PWD-50% Marks).
The ITI passout should be not before the year 2015

One year (As per Govt. Guidelines)
SƟ pend Money (at present)
Rs. 6008/- (Those who have completed two

Years course of ITI.)

2

3
4

5
6

7

:

:
:

:
:

:

1

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• gesa lkekftd] O;kolkf;d o i<kbZ ds lanHkZ esa yksxksa ds lkFk tkudkjh ck¡Vuh gksrh gSA
• tkudkjh nsus ds fy, dqN fof”k’V phras es dk mi;ksx gksrk gSA 
• dq”ky communication ¼lapkj½ ds fy,] mi;qä phras es dk vH;kl vko”;d gS 

 1. uhps fn, gq, ukSdjh ds b”rgkj tSls vU; b”rgkj <wa<sa]  o bl tkudkjh dks vius fe=ksa ds lkFk vaxzsth esa 
ckaVsaA

2. Visit Bharat Skills at hƩ ps://bharatskills.gov.in and share the informaƟ on available related to your fi eld 
with your friends.

 hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-
 001&hspart=trp&p=sharing+informaƟ on+ESL+videos#id=5&vid=461c56981884ab4c25844452e10
 4a4df&acƟ on=click
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18. [kqn dks ij[ksa (Recall)
1. Saran: “I’d like to __________ you to Mary. Mary this is Helen.” Helen: “How do you __________.”

a. point...do  b. introduce...do c. show...go  d. give...be

2. Helen: “It’s __________ to meet you.” Mary: “It’s my __________.”
a. nice...pleasure  b. good...pleasure  c. great...pleasure        d. All of the answers are correct

3. Jamal: “I’m going home now. See you __________.” Paul: “__________!”
a. tomorrow...ok     b. later...ok     c. soon...sounds good!   d. All of the answers are correct

4. Rani: “Hey Mala. What’s __________?” Mala: “Not much. I’m __________ watching TV.”
a. on...trying  b. home...siƫ  ng c. going...not  d. up...just

5. Hey there, Jai, What’s __________?
a. going on  b. in the way  c. on   d. Hi, how’s life?

6. Hey, come and join us. To whom will you say this?
a. Teacher  b. Friend  c. Parent  d. Superior

7. Hello, this is Janaki from Nagpur. This sentence can be used for
a. apologising  b. welcoming  c. thanking  d. introducing

8. Can I please fi nish the job tomorrow, Sir?  To whom will you say this?
a. Father   b. Friend  c. Parent  d. Supervisor

9. Hello Ms. Anita. How are you today? To whom will you say this?
a. Teacher  b. Colleague  c. Postman  d. Classmate

10. It was a pleasure seeing you. This statement is a 
a. formal welcome b. informal welcome c. formal deparƟ ng d. informal deparƟ ng

11. What will be the best response to the quesƟ on ‘Are you coming to the picnic tomorrow? 
a. Yes   b. I wrote it well. c. It was good.  d. Great

12. When are you going to London, then?
a. Yes   b. On Tuesday  c. No   d. Maybe

13. Will you be doing some shopping? 
a. Last week  b. CongratulaƟ ons  c. I certainly will. d. Yes, I’d submiƩ ed.

14. Has Malliga called us for the party? 
a. She will go.  b. Yes, she has.  c. I will certainly. d. On Monday

15. Was Ajay crying? 
a. No, he wasn’t.  b. Yes, they were. c. I leŌ  it.  d. CongratulaƟ ons

16. Can we leave early? 
a. We’ll go tomorrow. b. Yes, you can.  c. He’s okay now. d. I met him.

17. Should I be doing this diff erently? 
a. Please don’t sit. b. Yes, you should. c. He’s not here. d. Thank you

18. The date is wrong on the leƩ er.
a. I wrote it.  b. Oh, yes it is.  c. I told the teacher. d. I did not inform him.

19. So we have to be here by eight o’clock, not nine o’clock.
a. Who’s that?  b. Okay, fi ne.  c. Yes, yesterday. d. I met him.
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20. I’ve had a headache all day.
a. Poor you! I hate headaches. b. That’s fantasƟ c. c. CongratulaƟ ons d. Thank you

21. The statement ‘Can you please take me to the lathe?’ can be used for
a. making request   b. sharing informaƟ on c. none    d. giving opinion

22. The statement ‘Do you know about the seminar?’ can be used for
a. none    b. sharing informaƟ on c. making enquiry  d. giving opinion

23.  The statement ‘I think this job is very easy’ can be used for
a. making request   b. none   c. making enquiry  d. giving opinion

24. The statement ‘Is this the way to the library?’ can be used for
a. none    b. sharing informaƟ on c. making enquiry  d. giving opinion

25. The statement ‘I feel we need to help him’ can be used for
a. making request   b. none   c. making enquiry  d. giving opinion

26. The statement ‘Are you going to the workshop?’ can be used for
a. making request   b. none   c. making enquiry  d. giving opinion

27. The statement ‘Please help me fi nish this’ can be used for
a. making request   b. none   c. making enquiry  d. giving opinion

28. The statement ‘May I know your mobile number please?’ can be used for
a. making request   b. none   c. making enquiry d. giving opinion

29. The statement ‘This is the schedule for tomorrow’s conference’ can be used for
a. making request   b. sharing informaƟ on c. none   d. giving opinion

30. The statement ‘I feel you shouldn’t have spoken so harshly’ can be used for
a. making request   b. none   c. making enquiry  d. giving opinion

Copyright Free. Under CC BY License



vaxzsth lk{kjrk

115

19. vkSipkfjd vkSj vukSipkfjd lapkj   
   (Formal and Informal CommunicaƟ on)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• tkusaxs dh communication dk D;k vFkZ gksrk gS

• communication ds D;k çdkj gksrs gSa

• communication ds fy, mi;qä Hkki&Hk¡fxek dk vH;kl djsaxsA 

Communication & nks O;fä;ksa ds chp tkudkjh dk vknku&çnku gSA ,d O;fä sender ¼Hkstusokyk½ gksrk gS] o 
nwljk O;fä receiver ¼tkudkjh ikusokyk½ gksrk gSA 

 tc nksuksa O;fä ,d nwljh dh ckr le> tkrs gSa] rc ge communication dks lQy ekurs gSaA ;g ckr ge fy[kdj] 
cksydj] fp=ksa ls ;k ladsrksa / gko&Hkko ls dg ldrs gSaA Communication dk mi;qä ek/;e] mlds lanHkZ ls 
fu/kkZfjr gksrk gSA

Sender Reciever

Telling:

Sender

Sender

Receiver

Receiver

Message

Message

Feedback

CommunicaƟ on:

w
w

w.
Bu

sin
es

s-O
nl

in
e-

Le
ar

ni
ng

.co
m

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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 Communication ds mís”; o ”kSyh ds vuqlkj] blds nks çdkj gksrs gSa%

a.  vkSipkfjd communication  çksQs”kuy ykbQ esa vDlj ge bl ”kSyh dk gh ç;ksx djrs gSaA ekSf[kd / lkadsfrd 
/ fyf[kr & bu lHkh çdkjksa ls ge vkSipkfjd communication dj ldrs gSaA

b.  vukSipkfjd communication çksQs”kuy thou ds ckgj ge vukSipkfjd communication dj ldrs gSaA

Verbal – WriƩ en/Oral

Talking to your friends, 
family or work colleagues on 
the phone about personal 
maƩ ers.

Hi Jenny! I am going out for shopping this 
weekend.

Talking around the dinner 
table with family/friends.

Don’t spill the food, Priya!

Sending a friendly email to 
friends or colleagues.

Chaƫ  ng casually with 
people.

This coff ee is too good.

Waving to friends as you 
walk by them.

Bye! See you tomorrow.

Paƫ  ng someone on the back 
to show that you support 
them.

That was a good presentaƟ on, Mr. Vikram.

Sending wishes/
congratulaƟ ng on 
achievements.

My best wishes for your future endeavours!

New Message
seema123@yahoo.com 

Dear Seema,
Hope this mail fi nds you in the best of your health.
I had a wonderful Ɵ me at your home in Kerala last week.
I wanted to thank you for showing me around. Thanks to your 
mother for cooking yummy food for me. This was the best 
vacaƟ on i have over had:-)
Please do plan to visit us in Hyderabad next vacaƟ on. Would be 
glad to return the favour.
Keep in touch.
Regards to uncle and aunty.

Love 
Raji

Subject
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1.  fn, gq, fodYiksa dks i<+sa & vkSj fyf[kr vkSipkfjd communication ds fy, mi;qä / lgh fodYi dk p;u 
djsa

Non-verbal
Facial Expression,
Body Language,
Gestures

Answer
a.  Addressing your boss in an email.
i.   Dear Manickam
ii.  Hey, Manickam
iii. Dear Sir 
b.  Introducing oneself
i.   This is with regard to …
ii.  This is with reference to …
iii. I want to tell you that …
c.  Closing the leƩ er/email
i.   Lots of love
ii.  Warm regards
iii. Many thanks
d.  Thanking someone.
i.   Thanks a million for that.
ii.  Many thanks for that.
iii. Thank you very much for that.
e.  Saying sorry for your mistake.
i.   I’m sorry about that.
ii.  I wish to apologize for that.
iii  I sincerely apologize for that.

2. fuEu dks vkSipkfjd o vukSipkfjd ds vuqlkj lgh Js.kh esa Mkysa
Verbal CommunicaƟ on Formal Informal
What’s up?
Thank you, sir!
With reference to your email, …
I wish to bring to your kind noƟ ce …
Listen, I wanted to tell you something.
You are requested to complete the 
given assignment by Monday.
No problem.
I look forward to …
Guess what?
Let me congratulate you on …

ANGER FEAR

JOY SADNESS

DISGUST

SURPRISE

This one ... Hello ... Hmm ...

Calm down ...
Yes!!! Oh no ...

Woo hooo ...
God, please ...

f
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Look at the following non-verbal methods of informal communicaƟ on. 

Gesture is non-verbal communicaƟ on in which visible body acƟ ons communicate a parƟ cular 
message. Gestures include movement of the hands, face or other parts of the body.

Facial Expressions
 The human face is extremely expressive, able 

to express countless emoƟ ons without saying 
a word. And unlike some forms of non-verbal 
communicaƟ on, facial expressions are universal.

 The facial expressions for happiness, sadness, 
anger, surprise, fear and disgust are the same 
across cultures.

Hand
movement

(e.g.waving)

Closeness
(e.g. ‘Invading

someone’s
space’)

Body contact
(e.g Shaking

Hands)

Facial
expression
(e.g. frown) Eye

movements
(e.g. winking)

Head
movements

(e.g. nodding)

Appearance
(e.g. unƟ diness)

Posture
(e.g.

slouching)

Sound
(e.g. Laughing)

Ways of talking
(e.g. pauses,

stress on
words)

Non-verbal
communicaƟ on
/Body language

Poor Posture
Forward

head

Flat
back

Balanced
upright
posture

Rounded
shoulders

Weak
abdominal

musdes

Forward
head

Sway
back

Good Posture Poor Posture
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worried

Happy

sleepy

Angry

Scared

Wink

Thinking

Crying

unwell

Confused

sleepy

exhausted

Thinking

Crying

unwell

Confused

sleepy

exhausted

3.  psgjs ds Hkko dks mi;qä ”kCn ls feyk,a

4. fp=ksa dks ns[ksa vkSj vkSipkfjd o vukSipkfjd dh Js.kh esa MkysaA Js.kh dk uke [kyh LFkku esa fy[ksa
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Phrases for WriƟ ng a Formal LeƩ er
Dear Sir/Madam, Dear Mr/Mrs (surname)

Beginnings

Making a request

Apologising

Complaining

Endings

Signing off 

With reference to our telephone conversaƟ on yesterday (about)
Thank you for your email regarding
I am wriƟ ng on behalf of
I am wriƟ ng to draw your aƩ enƟ on to

I would appreciate if you could
I would be most grateful if you would
Would you be so kind and
I was wondering if you could

We apologise for any inconvenience caused
Please accept our sincere apologies

I am wriƟ ng to express my dissaƟ sfacƟ on with
I fi nd it most unsaƟ sfactory that
I’d like to complain about

I look forward to hearing from you
If you require any further informaƟ on, please don’t hesitate to contact me
Please feel free to contact me if you have further quesƟ ons

Yours sincerely (Dear + name)
Yours faithfully (Dear Sir/Madam)

5. ;g ,d vkSipkfjd [kr dk mngkj.k gSaA okD;ka”kksa dks i<+sa

6. mi;qä okD;ka”kksa dks pqudj & BHEL esaa apprenticeship ds fy, apply djsa
From
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
To
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Dear Sir/Madam,
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• communication ekSf[kd ;k lkadsfrd gks ldrk gS

• communication dk mís”; fu/kkZfjr djrk gS fd mls vkSipkfjd gksus pkfg, ;k ugh

• vkSipkfjd communication ds dqN fu;e gSaA vuvkSipkfjd communication ds dksbZ dM+s fu;e ugha gS & ;g 
LokHkkfod :i ls gksrk gSA

,sls ”kCnksa dh lwph cuk,a ftUgsa ge vukSipkfjd ckr&phr esa bLrseky djrs gSa] ijUrq vkSipkfjd ckr esa ugha dj 
ldrs A
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20. dk;ZLFky ds ckjs cksyuk vkSj tkudkjh lk>k djuk              
          (Speak and Share InformaƟ on about Workplace)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• ukSdjh ls tqM+s “kCnksa dks igpkusaxs

• ukSdjh vkSj dk;ZLFky ‘workplace / offi ce’ ds o.kZu dk vH;kl djsaxs

• Workplace ls tqM+h fof”k’V tkudkjh ck¡Vus dk vH;kl djsaxs

Workplace dk vFkZ gS oks txg] tgk¡ yksx dke djrs gSaA Workplace ls tqM+h dksbZ u dksbZ tkudkjh ,d deZpkjh 
dks vius eSustj ;k lqijokbtj ls lk>k djuh gksrh gSA dHkh&dHkh gesa xzkgdksa dks Hkh ;g tkudkjh nsuh gksrh gSA 
Workplace ij Li’Vrk o fouezrk ls cksyuk vko”;d gSA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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1. fooj.k dks lgh ”kCn ls feyk,aA mnkgj.k ns[kdj] le>sa

Sl.No. A 
Job DescripƟ on

B
Who?

C
Where?

a. Install, maintain, and repair electrical wiring, equipment, 
and fi xtures. May install or service street lights, intercom 
systems, or electrical control systems.

FiƩ er Electrical unit/
workshop

b. Format typescript and graphic elements using computer 
soŌ ware to produce publicaƟ on-ready material.
Operate desktop publishing soŌ ware and equipment to 
design layout.

Electrician Machine workshop

c. Cut or drill holes in walls or fl oors to accommodate the 
passage of pipes. Measure, cut, thread and assemble 
new pipe, placing the assembled pipe in hangers or other 
supports.

Customer 
RepresentaƟ ve Buildings/plumbing 

unit
d. Workers align parts, use jack, turnbuckles, wedges, driŌ  

pins, pry bars, hammer, move parts into posiƟ on, manually 
or using crane.

Desktop 
Publisher Front Offi  ce

e. Interact with customers in order to provide informaƟ on 
about products and services, to take orders or cancel 
accounts, or to obtain details of complaints. Understand 
people with diff erent cultural backgrounds.

Plumber DTP Centre

2. mijksä fooj.k dh enn ls fuEu Mk; ykx iwjs djsa
You You friend
Which job do you think is diffi  cult? Please wait. Let me read the job descripƟ ons given.

OK I think the job of a plumber is diffi  cult.
Why Plumber! A plumber has to __________________

__________________________________
__________________________________
__________________________________.

He has helpers to work with him. Right, but if anything goes wrong, it is not easy to fi nd 
the fault and the job has to start all over again.

Yes. A plumber needs good skills and some paƟ ence too! Certainly! Now tell me which job you think is 
_________________.

I will say the job of _____________________________. Is a Customer RepresentaƟ ve job that diffi  cult?

____________________________. Tell me how.

A Customer RepresentaƟ ve has to 
______________________________
______________________________
______________________________

__________________________________
__________________________________
__________________________________

He has to listen carefully and understand 
_____________________
______________________________

Yes, one has to be customer friendly. A customer 
may speak diff erent _________, and may come from 
_________ places
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3. igyha Activity esa fn;s x, t‚c fooj.k ds vk/kkj ij] vius fe= ds lkFk dksbZ Hkh nks ukSdfj;ksa ds ckjs esa ppkZ 
djsaA fjä LFkku HkjsaA

You You friend
Which job do you think is diffi  cult? I think the job of a plumber is diffi  cult.

Why ___________! A _________ has to __________________
__________________________________
__________________________________
__________________________________.

______________________________ __________________________________

Yes. A ________ needs good skills 
_____________________________.

Certainly! Now tell me which job you think is 
_________________.

I will say the job of 
_____________________________.

__________________________________
__________________________________

____________________________. __________________________________

A _______________________ has to 
______________________________
______________________________
______________________________
______________________________

__________________________________
__________________________________
__________________________________
__________________________________

4. bl Mk;ykx dk vius fe= ds lkFk] vH;kl djsa

You Your friend

What do you do? I am a desktop publisher at ABC soŌ ware soluƟ ons.

Where is your offi  ce located? It is at Kumaran Nagar, Chennai. It is on the third fl oor in a 
building.

How do you commute to your workplace? I go by train.

Tell me about the nature of your job. I enter data and process informaƟ on using computers.

Fine. How do you process informaƟ on? I compile, codify, categorize, and verify informaƟ on or data.

What else do you do? I also proof-read documents and correct the errors.

How do you interact with your customers? We connect with our customers through email or phone. My 
offi  ce is customer-friendly. We also meet them in person.

Oh I see. Do you do graphic designing and 
ediƟ ng?

Of course. We edit graphics using pixel or bitmap ediƟ ng.

Can you give me your offi  ce contact 
informaƟ on?

Yes. Here it is.

Thanks! It’s my pleasure.
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5. fjä LFkku Hkjsa] o Qhj ls vius fe= ds lkFk bl Mk;ykx dks cksyus dk vH;kl djsa

You Your friend

What do you do? I am a ____________ at _____________ .

Where is your offi  ce located? It is at _____________________________________
__________________________________________

How do you commute to your workplace? __________________________________________
__________________________________________

Tell me about the nature of your job. I _________________________________________
__________________________________________
__________________________________________

Fine. How do you __________________? I_________________________________________
__________________________________________
__________________________________________  

What else do you do? I _________________________________________
__________________________________________
__________________________________________

How do you interact with your customers? I contact my customers through ________________
__________________________________________
__________________________________________

Oh I see. Can you ___________________
__________________________________?

Of course.

Can you give me your offi  ce contact informaƟ on? __________________________________________

Thanks! __________________________________________

6. fp= esa fn, x, v‚fQl ds ckjs esa tkudkjh tqVk,a]  o fQj mls fjä LFkku esa Hkjdj] Mk;ykx dks iwjk djsaA

Printer placed on fl oor 
instead of on table6

3

10

4

7

1

5

11

8

9

2

Person carrying
too much at once

Rocking
on chair

Siƫ  ng at desk
(repeƟ Ɵ ve movements)

Overloading 
trolley to 
move fi les

Boxes and fi les
stacked too high

Boxes blocking
fi re exit

Work staƟ on 
ergonomics 
(layout of dest)

Cord on 
groundFiles on fl oor

OFFICE

My Workplace

How many hazards do you fi nd?Uneven fl oor, carpeƟ ng 
(trip hazard)
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Supervisor Worker

I have received complaints about our workplace 
safety. Please check them immediately and share 
the details with me.

Madam, I have already checked our offi  ce.

Ok, tell me about it. There are many hazards like _________________
____________________
_____________________________________
____________________________________
____________________________________
____________________________________
____________________________________
____________________________________
____________________________________

What about the workers in the offi  ce? Some have poor work habits which may aff ect 
their health. An awareness programme on 
occupaƟ onal hazards can be conducted.

Any other ___________? There is no fi re alarm in the offi  ce.

Oh! __________ will be installed soon. Thanks ….

7. fjä LFkku Hkjsa] o cksyus dk vH;kl djsa A

Customer Customer RepresentaƟ ve

Hello! Hello! This is AB Car customer service.

I am ___________. I’m __________, how can I help you sir? 

I want to know whether my _____ is ready for use. Give me your car details please.

It’s a _____________________ PB 7767. Just a minute sir. Let me check.

Ok. It’s ________ for delivery.

Fine. Can I collect it by 7 p.m today? _________ sir. Our offi  ce ________ by 6 p.m. If you 
confi rm the address, we will deliver it ourselves 
before 6.

That’s fi ne. Please deliver it to my address. Sure ____________.

What is your work Ɵ mings? We provide service from ______a.m. to ______ p.m.  
only sir.

Ok. Thanks. ________________.

Goodbye sir.
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8. fjä LFkku Hkjsa A
Hi _____________ Hi _________, How are  you?

Fine, ____________? Fine. What do you do?

I work in a clothing company. Oh fi ne! Tell me about your workplace.
Well. It’s a small scale company with 50 people 
working in it. There is a godown aƩ ached to it.

Ok. What are you there?

I work as _____________________. Fine.

I do ___________________________
_______________________________.

Is it an ISO cerƟ fi ed company?

Yes, ______________ How many hours do you work?

I work for _________________________ Fine.

You Your Friend
Where do you work? I work in _________________________.

Tell me about your offi  ce. It is ______________________________
__________________________________

Fine. What are the faciliƟ es available? __________________________________
__________________________________

That’s good. We also have _______________________
__________________________________

That’s fi ne. I wish to work in such a place. If you are interested, you can apply for the post of AC 
Mechanic as there is a vacancy. 

Yes, I would like to. You can send your _________ to the HR.

Can you ___________________it please? ___________________________________
___________________________________ ___________________________________
___________________________________ ___________________________________

9. fp=ksa dh enn vius v‚fQl esa miyC/k lqfo/kkvksa dh tkudkjh vius fe= dks nsaA
Day care centre      Cafeteria      Gym              Library                Health centre

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

 Listen to the video and explore diff erent ideas about workplace experience.
 hƩ ps://www.khanacademy.org/college-careers-more/career-content/manage-people-and-processes/business-

offi  ce-manager/v/jay-business-offi  ce-manager-how-i-got-my-job-and-where-im-going
 hƩ ps://www.youtube.com/watch?v=OayCm263kIM

• vius lgdfeZ;ksa o eSustj ls ckr djus ds fy,] ges vius v‚fQl / workplace dh tkudkjh gksuh pkfg,A
• Workplace esa lQyrk ikus ds fy, gesa viuh ckr&phr esa mi;qä ”kCnksa/vkSipkfjdrk dk ç;ksx djuk 

pkfg,A
• v‚fQl ds ekgkSy dks vPNk cukus ds fy,] gesa fouez O;ogkj djuk pkfg,A
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21. pkyw laHkoksa ds ckjs ppkZ
      (Discussions on Current Happenings)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• vius fopkj o –f’V dks.k dks O;ä djsaxs

• vU; yksxksa ds fopkjksa ls lgerh@ vlgefr trkus dk vH;kl djsaxs

• ppkZ esa Hkkx dh dyk dks tkusaxsA

Discussion ¼ppkZ½ ds }kjk cgqr ls yksx]  fdlh ,d eqís ij ckr djrs gSaA Discussion dh lQyrk ds fy, vko”;d 
gS fdl Hkh yksx vius fopkj o –f’V dks.k dks nwljksa ls lk>k djsaA vkt ge lh[ksaxs fd fdl çdkj] ge vius 
fopkj Li’V o lVhd :i ls O;ä dj ldrs gSaA

a. ppkZ esa ç;ksx gksus okyh vke dgkorsa @ dFku

 IniƟ aƟ ng Discussion   Asking for Opinion/ExplanaƟ on/Clarifi caƟ on Ending Discussion

 Let’s talk about …  
 Let’s discuss …
 Shall we discuss …?
 Did you read/hear about …?
 Let’s begin …
 Let’s start …

Can you tell me …?
What do you think about/of …?
What’s your opinion about …?
Do you think/feel ...?
How do you feel about ...?
May I ask you …?
Tell me about …
Please explain/clarify …

Let’s conclude …
Let’s fi nish …
In conclusion …
To sum up …
To conclude …

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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b. ppkZ esa lgk;d gksus ds fy, dqN mi;ksxh hint%

In a discussion …
• maintain eye contact while speaking
• speak clearly and sensibly
• allow others to speak
• listen to others carefully
• make sure to bring the discussion on track
• have posiƟ ve aƫ  tude
• be polite.

Ganesh Peppin Aiysha
Let’s talk about the career 
opportuniƟ es for ITI trainees.

I think there are many. Is it?

I hope so. There are very good opportuniƟ es 
for ITI trades.

I disagree with you.

There was a menƟ on of 3000 
vacancies for ITI trainees in public 
sector companies.

There are opportuniƟ es in foreign 
countries too.

Really?

It is generally considered that ITI 
courses are not compeƟ Ɵ ve, but it 
is not so.

There is a shortage of skilled 
craŌ smen all over the world.

Do you mean there’s a need for 
people who fi x things and provide 
services?

Defi nitely! For example, trades like fi Ʃ ers 
have more opportuniƟ es in 
internaƟ onal oil and gas factories.

I agree, but many do not know 
how to apply for these jobs.

Personal Point of View
In my experience ...• 
As far as I’m concerned ...• 
In my opinƟ on ...• 
Personally, I think ...• 
I’d say that ...• 
I’d like to point out that ...• 
I believe that ...• 

Agreeing with an opinion 
Of course.• 
You’re absolutely right.• 
Yes, I agree.• 
I think so too.• 
That’s a good point.• 
Exactly.• 
That’s true.• 
Neither do I.• 
I couldn’t agree more.• 

General Point of View 
It is thought that ...• 
Some people say that ...• 
It is considered ...• 
It is generally accepted that ...• 

Disagreeing with an opinion• 
Yes, but ...• 
I’m sorry to disagree with you, but ...• 
That’s not enƟ rely true.• 
On the contrary ...• 
I’m not so sure about that.• 
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1. mi;qä mÙkj pqusaA mnkgj.k ns[kdj] le>sa
a. When you start a discussion on a topic, what do you say?
 i. Let’s discuss   ii. Let’s fi nish
b. To express an opinion, you say ___________
 i. My opinion is  ii. Let’s start
c. How do you ask for clarifi caƟ on?
 i. That’s true   ii. Can you please clarify …?
d. When you agree with an idea/opinion, you say ________
 i. Yes, I agree.   ii.  I’m not sure.
e. When you disagree with an idea/opinion, you say ___________
 i. Do you know …?  ii. I’m sorry, but …
f. How do you express a personal view?
 i. In my experience …  ii. I disagree …
g. How do you give a general opinion?
 i. Tell me about …  ii. Generally, it is considered …
h. What do you say when you strongly disagree?
 i. That can’t be right.  ii. I’m not sure.
i. What do you say when you politely disagree?
 i. You’re wrong.  ii. I’m afraid, I have to disagree.
j. How do you keep the discussion moving?
 i. Next, let’s talk about … ii. To summarize …

2. fp=ksa dks mi;qä response ¼mÙkj ;k çfrfØ;k½ ls feyk,aA mngkj.k ns[kdj] le>sa

The placement cell will help us to 
get the right jobs.

Yes, they have Ɵ e-ups with 
many naƟ onal and internaƟ onal 
companies.

Oh I see!

We had a good discussion. To sum up, ITI trainees have beƩ er 
opportuniƟ es if they have right 
skill sets.

It’s very informaƟ ve, thank you 
friends.
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A B

What do you see in the fi rst picture? She maintains a good eye contact. It is an 
essenƟ al skill required in discussions.

Don’t you think it’s a negaƟ ve aƫ  tude? Defi nitely! We should avoid such behaviour in 
discussions.

What do you see in the second picture? You may lose the track of discussion. You will 
not be able to speak sensibly.

How do you say that she’s listening? I think in the fi rst picture, friends walk off  
because they are unhappy or have disagreed on 
something.

Correct, but if you don’t listen …? The second one is posiƟ ve. The lady listens 
carefully to the speaker.

Exactly! What about the next picture? Yes, it will. They should sort out their 
diff erences to have a healthy discussion.

Won’t impolite behaviour aff ect discussions? The third one looks like an argument. Their 
body language seems to be aggressive.

3. MUDRA yksu ds ckjs esa nh x;h tkudkjh dks i<+sa]  vkSj Mk;ykx iwjk djsaA bl Mk;ykx dk vius fe=ksa ds lkFk 
vH;kl djsaA

MUDRA LOAN

Mudra loan is provided by the Micro Units Development & Refi nance Agency Ltd., under the Pradhan • 
Mantri MUDRA Yojana scheme. 
This loan is parƟ cularly for non-farming and non-corporate micro and small enterprises. • 
The enterprises can avail loans up to Rs.10 Lakh under this scheme.• 
The scheme was launched by the Prime Minister in 2015.• 

A B C

Do you know about MUDRA loan? Yes, I have heard of it. No, I __________________. Tell 
me what it is.

It is a loan provided by 
____________________.

It comes under the 
________________ scheme.

Who can apply for it?

Non-farming and ___________ 
enterprises can apply.

Oh, I see. Fine. How much amount one can 
get?

Up to Rs __________. Oh, that’s great. This will be helpful for micro and 
small ________.

Do you know when it was 
launched?

I think it was in ___________. A good iniƟ aƟ ve.
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4. bl tkudkjh dks i<+sa] vkSj Mk;ykx dks iwjk djsaA bl Mk;ykx dk vius fe=ksa ds lkFk vH;kl djsaA

Issues Hydraulics PneumaƟ cs

Power Hydraulic tools are powerful, because 
they use pressurized liquid (oil).

PneumaƟ c tools cannot deliver the same 
power, because they use pressurized air.

Maintenance Very liƩ le maintenance is required, as 
the internal parts are always bathed in 
oil.

More maintenance is required as it 
includes draining moisture from air tanks 
and constantly keeping tools oiled.

Noise They are quiet. They are accompanied by loud 
compressors.

Temperature It will operate in sub-zero temperatures. 
It will not freeze up.

Due to moisture in the air, they can 
freeze up.

Cost They are about twice the cost of 
pneumaƟ c tools.

PneumaƟ c tools are cheaper and easier 
to build.

John Rakesh

I am planning to buy a PneumaƟ c 
water pump for my house. What is your 
______________?

In my opinion, Hydraulic pumps are beƩ er 
than ________________.

How do you say that? Hydraulics is more powerful because ______
_________________________________.

Yes, but doesn’t it need a tank to store the 
liquid/oil?

Of course, but comparaƟ vely it has more 
advantages.

Oh I see! It requires very liƩ le 
______________________.

That’s a good point to be considered. In terms of noise, 
_____________________________
____________________________________
________.

That’s good. Another advantage is that it will operate in _
___________________________________
___.

But I think Hydraulic pumps are very costly. Yes, they are. But it’s only the iniƟ al cost. 
The running cost is very less compared to 
PneumaƟ c pumps.

Really! Now I agree. 
_______________________. Thanks for the 
___________________________.

So, have you changed your mind?

Yes, _______________________________. It’s a beƩ er opƟ on.
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5. vkius apprenticeship çksxzke ds fy, apply fd;k gS] vkSj vc vkidk fe= Hkh blds fy, apply djuk pkgrk 
gSA mldh enn djsaA fjä LFkku Hkjsa] o Mk;ykx dk vH;kl djsaA

A B

I’m interested in applying for _____________. Do you 
have any idea?

I have already _______________________.

Where do you fi nd the applicaƟ on form? Go to ___________________ website. Click the link 
________________________________.

Ok. Can you tell me ______________________? Sure. You nee d to fi ll:
1. contact details.
2. ___________________________________.
3. ___________________________________.
4. ___________________________________.
5. ___________________________________.
Then click Submit to complete the process.

Thanks a lot for _________________________. ________________________________________.

Note:  www.apprenƟ ceship.gov.in is the offi  cial website to apply for the apprenƟ ceship training.
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NSDA invites innovaƟ ve ideas/concepts.
Innovators may send proposals.
Appointed commiƩ ee reviews the proposals.
Shortlisted proposals are invited for presentaƟ ons.
Selected ideas are implemented.

6. baVuZf”ki ds vUrjk’Vªh; volj ij vius fe=ksa ls ppkZ djsaA uhps nh x;h tkudkjh o fn, gq, okD;ka”kksa dk ç;ksx 
djsaA

Overseas Internship
 India is one of the youngest naƟ ons in the world with nearly 65% of its populaƟ on in the working age group of 

15-64 years and more than 54% of its total populaƟ on below 25 years of age. India needs to equip its workforce 
with employable skills and knowledge so that they can contribute to the economic growth of the country. The 
Ministry of Skill Development and Entrepreneurship has engaged acƟ vely with several countries with the purpose 
of technology transfer in skill training, training of trainers, seƫ  ng up of model and centres of excellence. In this 
respect, Technical Intern Training Program (TITP) off ers training to the workers for a specifi c period of 3-5 years in 
Japan’s industrial society. It also promotes internaƟ onal collaboraƟ on through the transfer of skills, technology 
and knowledge among the parƟ cipaƟ ng countries. This will contribute towards human resource development.  
Do you know about ______________?
I think ___________________.
It is considered that _________________.
In my opinion, __________________.
TITP off ers ___________________.
It promotes ____________________.
It contributes ___________________.

7. vkids fe= us ,d ”kkunkj [kkst djh gS A mlus ,d ,slk midj.k cuk;k gS tks dh xVj ykbu dh plubing 
problems dk irk yxk ldrk gSA nh gqbZ tkudkjh dks i<+sa] o vius fe= dks NSDA dh buksos”ku lsy ds ckjs 
esa crk,a

 InnovaƟ on Cell
 The NaƟ onal Skill Development Agency (NSDA), invites innovaƟ ve ideas, concepts and pracƟ ces on skill 

development. A commiƩ ee has been set up to review all such innovaƟ ons and to facilitate their applicaƟ on 
on a wider scale. All the innovators who wish to bring their ideas and pracƟ ces may send their proposals and 
presentaƟ on to the NaƟ onal Skill Development Agency via email to innovaƟ ons@nsda.net.in. Shortlisted 
proposals will be invited to make presentaƟ on before the CommiƩ ee which will meet every month on the third 
Wednesday of the month at 11 a.m. in the NSDA offi  ce. Selected innovaƟ ve pracƟ ces will be facilitated and 
propagated for wider applicaƟ on. For more details, visit hƩ p://www.nsda.gov.in/
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

8.  tkudkjh dks i<+sa vkSj vius fe=ksa ds lkFk ppkZ djsa fd CAD ds mijkUr & vkids career fodYi D;k gSaA

 Computer Assisted Design (CAD)
 CAD is a process of creaƟ ng a technical diagram with the use of computer soŌ ware. It is an important technology 

in the fi eld of draŌ ing and design. It has the benefi ts of lower product development costs and a shortened design 
cycle. The ability to create diagrams and illustraƟ ons with computer soŌ ware is a useful skill that can lead to a 
variety of jobs.
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KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

Electrical draŌ ers
They create diagrams that lay out wiring setups. These 

diagrams are used by professionals who repair and 
install electrical equipment and wiring.

CA
D

Mechanical draŌ ers 
They prepare detailed assembly draŌ s for use with mechanical 

devices and machines. These drawings include methods of 
fastening, dimensions and other specifi caƟ ons.

AeronauƟ cal draŌ ers
They create plans and drawings that detail engineering 

specifi caƟ ons for use in the manufacturing of airplanes and 
missiles.

Architectural draŌ ers
They draw features of buildings, both structural and architectural, 
used in construcƟ on jobs. Diagrams may include materials needed 
to complete the job for both commercial and residenƟ al buildings.

Civil draŌ ers 
They create topography and relief maps for use in civil 

engineering projects. These projects include bridges, water and 
sewage systems, highways and fl ood control setups.

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

• ppkZ ls ge fdlh Hkh V‚fid ls tqM+h u;h ;qfä/;qfä;k¡  eas fudky ldrs gSaA

• ppkZ ds nkSjku gesa /;ku ls lquuk pkfg,] Bhd ls lkspuk pkfg, o Li’V mÙkj nsuk pkfg,A

• ;fn vki mi;qä okD;ka”k dk ç;ksx djsa rks ppkZ cM+h gh ljyrk ls vkxs c<+ ldrh gSA 

Visit hƩ ps://www.youtube.com/watch?v=nAGvLAoqmUk. dkS”ky fodkl esa NSQF dk egRo tkusa vkSj fe=ksa ls 
ml ij ppkZ djsaA
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22. VsfyQksu dkS”ky  (Telephone Skills)

Caller – og O;fä tks d‚y 
djrk gS

On hold – d‚yj dks ‘waiting’ 
ij j[kk tkrk gS 

vki ftl O;fä ls ckr djuk 
Ng jgs gSa] oks vU; d‚y ij 
O;Lr gS

Receiver – tks O;fä oks Qksu 
mBkrk gS

Hang up – Qksu j[k nsuk Hang up – Qksu j[k nsuk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• VsyhQksu ij ckr djus esa mi;ksx vkusokys vkephras es ¼okD;ka”kksa½ dks tkusaxs 

• VsyhQksu d‚y ds rhu Hkkxksa dks le>saxs

• VsyhQksu d‚y djus dk vH;kl djsaxs

 Basics of Telephone Call

vkb;s ns[krs gSa fd Qksu d‚y ds nkSjku fdl çdkj dh fofHkUu ifjfLFkfr;k¡ mRiUu gks ldrh gSaA

the (tele) phone The receiver The dial

The keypad

The key

 a. Parts of the phone

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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Answering the telephone
Pick the phone in three rings.
Greet the caller “hello, Good Morning”.
Speak clearly.
Answer by menƟ oning who you are.
Listen acƟ vely.
Keep a pen and paper handy.

Taking a call
How can I help you?
May I know where you are calling from?
May I know your name please?
Note down the informaƟ on.

Thank the caller for calling.
Say goodbye.

Phases Step What you should do Example
1 Greet the person. Good morning Sir/Madam.
2 Introduce yourself. I am Rahim from ITI, Guindy. 

I am trainee in the electrician 
trade.

3 Say why you are calling. I am calling to fi nd out if I 
may come for internship.

4 Discuss what should be 
done.

If there is a chance, please 
let me know. My contact 
number is 9999922222.

5 Thank the person. Thank you Sir/Madam. Have 
a nice day.

6 Say goodbye. Goodbye, Sir/Madam.
Speak politely. Use short sentences. Address the person using “Sir/Madam” in formal situaƟ ons.

Be
gi

nn
in

g
M

id
dl

e
En

d

 b. Receiving a call

The phone rings. I liŌ  the receiver. I answer. I hang up the phone.

I pick up the phone. I dial the phone. I talk. I hang up the phone.

d. d‚y receive djus dk vFkZ gS & caller dk vfHkuUnu djuk vkSj call ds mís”; dks tkuuk

 c. Making a call

 e. VsyhQksu d‚y ds rhu eq[; Hkkx
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When you have to pass 
on a message to someone 
immediately, what do you do?

Tell (speak) the message to him/her.

What will you do if the person is 
far away?

Tell the message over the 
_________________________
(caller, receiver, telephone)

The person who makes the call is 
called ___________________

(caller, receiver, telephone)

The person who receives the call 
is called ____________________

(caller, receiver, telephone)

Trainees can contact the ITI over 
the ______________________

(caller, receiver, telephone)

Press the numbers 
on the phone to call 
someone.

End a phone call. Caller waits for 
informaƟ on while on the 
phone.

The phone number that 
was called is busy.

1. fuEu okD;ksa dks i<+sa] o fp= dh enn ls fjä LFkku HkjsaA mnkgj.k ns[kdj] le>sa

2. fuEu ”kCnksa dks lgh fp= o fooj.k ls feyk,aA
on hold, dial, disconnect, engaged

3. VsyhQksu ij gqbZ ckr&phr dks i<+sa] o mls mi;qä Js.kh esa MkysaA Jsf.k;ka gSa & Greeting ¼vfHkuUnu½] identifying 
self ¼ifjp;nsuk½ purpose of the call ¼d‚y dk mís”;½A mngkj.k ns[kdj] le>sa
a. Hello! My name is Ramesh. I would like to speak to Anju, please. 
b. Good aŌ ernoon! This is Shanthi. May I speak to ArƟ ? 
c. Hi! I’m Ajith. Is Anu at home? 
d. Hello! My name is Rajesh and I’m calling from HSBC. I would like to speak to Mr. Chetan from the markeƟ ng 

division. 
e. Good morning! I am calling from Harsha Trading Company. Could you connect me to your accountant? 
f. Good evening! Rakesh Sharma here. I would like to speak to Ms. Rekha.
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Sl. No. GreeƟ ng IdenƟ fying Self Purpose of Call

1. Hello! My name is Ramesh. I would like to speak to Anju, please.

2.

3.

4.

5.

6.

Step What you should do
1 Greet the person.
2 Introduce yourself.
3 Say why you are calling.
4 Discuss what should be done.
5 Thank the person.
6 Say goodbye.

Step What you should do
1 Greet the person.
2 Introduce yourself.
3 Say why you are calling.
4 Discuss what should be done.
5 Thank the person.
6 Say goodbye.

4. vkidh jlksbZ dk ikbi yhd dj jgk gSA IyEcj dks Qksu dhft;s] vkSj mls crkb, dh D;k djuk gSA

5. vkidh ITI odZ”k‚i esa fctyh ugha gSA fctyh foHkkx dks Qksu dhft;s] crkb, dh vkl&ikl dh fcfYMaxksa esa 
fctyh gS] vkSj mUgsa le>kb;s fd oks vkidks enn dSls dj ldrs gSaA
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Step What you should do
1 Greet the person.
2 Introduce yourself.
3 Say why you are calling.
4 Discuss what should be done.
5 Thank the person.
6 Say goodbye.

Step What you should do
1 Greet the person.
2 Introduce yourself.
3 Say why you are calling.
4 Discuss what should be done.
5 Thank the person.
6 Say goodbye.

1 Answer the call in the fi rst ring.

2 Answer the call aŌ er ten rings. 

3 Greet by saying “Hi, how are you?”

4 Tell the caller your name.

5 Speak while the caller is saying something without listening.

6 Speak very fast and make noises.

7 Be ready to note down what the caller has to say.

8 Ask politely what the caller has to say.

9 May I know your name please?

6. vkidks daLVªD”ku lkbZV ij ldSQksYM ¼cfYy;k¡½ yxokuh gSA iath—r daiuh dks Qksudj] mUgsa blds ckjs esa crk,a 
o mUgsa viuk irk Hkh nsaA

7. vki ,d QSDVªh esa dke djrs gSaA vkidh QSDVjh esa js¶ysfDVo tSdsV curh gSA tSdsVksa dk vkMZj rS;kj gSA dwfj;j 
daiuh dks Qksu dhft;s vkSj crkb dh ;g vkMZj iSd dj] vkids y[kuÅ okys fMLVªhC;wVj ds ikl igq¡pkuk 
gSA

8. vkids v/;kid us vkidks Qksu fd;k gSA vkids ikl mudk uacj ugha gS] blfy, vki mUgsa igpku ugha ik,A 
bl d‚y ij ckr djus dk mi;qä rjhdk D;k gksxk\ fn, x, fodYiksa esa] lgh fodYiksa ij fpà yxk;saA mnkgj.k 
ns[kdj] le>sa
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10 Who is this?

11 What do you want?

12 May I know what the maƩ er is?

13 Call me later. I am watching a movie.

14 It is a holiday. Give me the details on Monday.

15 How did you get my number?

Dos for Caller Always SomeƟ mes Never

Give your name.

Greet.

Give your telephone number.

Say why you are calling.

Give your address.

Give the name of your company.

Explain your relaƟ onship to the person you are calling.

Answer with ‘Hello’.

Answer with your number.

Answer with your name.

Answer with the name of your company.

Answer with the name of your department.

9.  tc vki Qksu ij Lo;a dk ifjp; nsrs gSa] rc vkidks D;k djuk pkfg,\ lgh fodYi ij fpà yxk;saA

10.  v‚fQl esa vkidks buesa ls fdl çdkj ls Qksu vkalj djuk pkfg,\ lgh fodYi pqusa

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• Qksu d‚y ds rhu Hkkx gksrs gSa & “kq#vkr] fefMy ¼chp dh ckr½] vkSj var

• Qksu djrs le; gesa irk gksuk pkfg, dh dSls & vfHkuanu djuk gS] Lo;a dk ifjp; nsuk gS] d‚y dk mís”; 
crkuk gS] ckr djuh gS vkSj fouezrkiwoZd d‚y [kRe djuk gSA

• “to hang up”, “to hold”, “line busy”, “line engaged”, “dialling” and “disconnect” Qksu d‚y ds fooj.k ds fy, 
;g dqN eq[; ”kCn gSa !

,slh ifjfLFkfr;ksa dh lwph cuk,a ftlesa vkidks Qksu ij ckr djus dh vko”;drk iM+ ldrh gSA

hƩ ps://www.youtube.com/watch?v=6ƞ FRD0enV0
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• fouezrk ls Q+ksu ij ckr djus dk vH;kl 

• fofHkUu lanHkks± esa Q+ksu ij ckr djus dk vH;kl

• Q+ksu ij fdlh vU; O;fä ds fy, ‘message’ ysus dk vH;kl

Qksu ij Courtesy ¼fouezrk / f”k’Vrk½

 tc ge fdlh O;fä ds çfr fouezrk] vknj vkSj lEeku O;ä djrs gSa rks mls gh ‘courtesy’ dgk tkrk gSA vkt 
ge tkusaxs dh vaxzsth esa fdu ”kCn vkSj okD;ka”kksa dh enn ls ge Qksu ij fouezrk o vknj çdV dj ldrs gSaA

Unacceptable 
expressions

Acceptable 
expressions

‘You will have to wait.’ ‘Thank you, I’ll check, or I’ll see.’

‘Yeah.’ ‘Yes Madam/Sir.’

‘I do not know.’ ‘One moment please, I’ll fi nd 
out.’

‘No, we can’t.’ ‘Yes, you may.’

 a. Unacceptable and acceptable expressions

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

23. VsfyQksu dkS”ky − Hkwfedk fuHkkuk 
    (Telephone Skills − Role Plays)
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When requesƟ ng for something 
on the phone, use polite 
expressions like “may” or 
“could”.

Could you please give me your 
number?

May I take your number?

When someone is not available, 
inform the caller politely. 
Request for a message. 
Note down the message.

I am sorry. Mr Richard is 
not available. Shall I take a 
message?

Would you like to leave a 
message? Mr Richard is not in 
offi  ce now.

Ask for clarifi caƟ ons, when you 
are not sure about what they 
are saying.

Could you repeat that, please?

Could you speak a liƩ le more 
slowly, please?

If you cannot hear very well, you 
need to ask them to be louder 
very politely.

Could you please speak a bit 
louder?

Would you mind increasing the 
volume of your voice, please?

Be polite when you ask them to 
wait.

Could you wait for a moment 
please?

Hold the line for a moment 
please.

When giving negaƟ ve 
informaƟ on, be polite.

I am afraid, Mr Ramesh has leŌ  
offi  ce.

I am sorry. Mr Ramesh is on 
leave.

Sl. No. SituaƟ ons Expressions Answers

a. You are not able to hear properly. Just a moment please. Let me get ready to 
take notes.

b. The person the caller wants is not 
available.

I am afraid that the person you want is in a 
meeƟ ng now.

c. You want to take a pen and paper 
to note down the message.

Could you please tell me your name and 
where you are calling from?

d. You want to note down the details 
of the caller.

Would you like to leave a message?

e. You have not understood what the 
caller is saying.

I am, sorry. He/She is not available now.

f. You want to know if the caller 
wants to leave a message.

Would you mind speaking louder?

g. The person the caller wants is in a 
meeƟ ng.

Could you repeat what you just said, please?

b. Expressions to use

1. fdl ifjfLFkfr esa dkSu lk mÙkj mi;qä gksxk\ uhps nsa x;h lwph esa ns[ksa] vkSj lgh ifjfLFkrh rks mi;qä mÙkj 
ls feyk,aA
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a. The person is on another call.

b. The person is on leave.
c. The person is busy at the 

moment.
d. The person is not in his seat.
e. The person is in a meeƟ ng and 

will be free at 4.
f. The person is available.

I’m afraid he/ she is busy at the moment.
I’m afraid he/ she is away/ not in at the moment/ in a meeƟ ng.
I’m sorry he/ she is not available.
I’ll put you through. Hold the line, please.

Don’t Say Say

Hang on … May I put you on ------------------?

Hold on … --------- I put your call on --------------?

Who is calling? May I know ----------- is --------------?

I can’t hear you. Could you speak -------------? I am unable to hear you.

I can’t help you. I need to -------------- your call to the ------------ so that they can 
answer your quesƟ on, May I do so?

Rinki is a COPA trainee. 
She wants to apply for internship
 in ABC manufacturing company. 
She calls Manish, the recruiƟ ng offi  cer.

Manish is the recruiƟ ng offi  cer in ABC 
manufacturing company. He is receiving 
a call from Rinki. Rinki wants to do internship 
training in ABC manufacturing company.

Hello, am I talking to Mr Manish? Hello, yes this is Manish speaking.

I am Rinki, COPA trainee from ITI, Suratkal. Nice to know. May I know what I can do for you?

I wish to apply for internship in your company. I am sorry. We are currently not enrolling candidates for 
internships.

Could you tell when I may approach you 
again?

Sure. Please make a note of it.

Just a moment please. Let me take a pen and 
paper to note down.

Our normal internships off er are from January to March 
every year. 

Thank you for the informaƟ on. May I know 
the process for applicaƟ on?

Sure. You need to apply through your ITI. The applicaƟ on 
should reach the company by December.

Thank you, Mr Manish. I shall apply through 
my ITI in December. Good bye.

You are welcome. Good bye.

2. vki Qksu ij ckr dj jgs gSaA fuEu ifjfLFkfr;ksa dks i<+sa] vkSj mudk mi;qä mÙkj pqudj] fy[ksa

3. fjä LFkku HkjsaA vki bl gsrq fuEu ”kCnksa dk ç;ksx dj ldrs gSa: (transfer, hold, louder, secƟ on, who, hold, 
may, calling).

4. euh”k vkSj fjadh ds ckjs esa i<+saA vki vkSj vkids fe= euh”k o fjadh dk fdjnkj fuHkkb,] vkSj ;g Mk;ykx 
nksgjkbZA
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Shorab is a welder trainee.
 He wants to apply for 
apprenƟ ceship training. 
He calls Mathew his instructor
for advice.

Mathew is a reƟ red ITI instructor. He has been
helping trainees for apprenƟ ceship training. 
Shorab, an ITI trainee calls him seeking advice.

Hello, am I talking to Mr Mathew? Hello, yes this is Mathew speaking.

I am Shorab, trainee in welder trade from 
ITI, Trichy.

Nice to know. May I know how I can help you?

I wish to apply for apprenƟ ceship training. 
Could you guide me, please?

That’s good. Where did you complete your trade training?

I completed my training from ITI, Trichy. Okay. Have you approached BHEL which is near your ITI?

No, sir. Could you please tell me what I 
need to do?

Sure. Please make a note of the following steps.

Just a moment please. Let me take a pen 
and paper to note down.

Register in the government of India apprenƟ ceship portal. 
Choose BHEL Trichy under Establishment menu.

It is enough if I register and choose BHEL, 
Trichy?

No. That is the fi rst step. You need to apply online in the BHEL 
online portal aŌ er registering in the government portal.

Okay, sir. Is that all? No. You must take a printout of the online applicaƟ on. It must 
be submiƩ ed during verifi caƟ on.

Thank you, sir. Could you tell me if there 
any other way to apply?

Yes. BHEL noƟ fi es the employment exchange to publicize the 
informaƟ on.

Could you tell me if it is open to all 
candidates across the country?

Preference is for candidates who can speak Tamil.

Thank you, sir for the valuable informaƟ on 
and guidance. Goodbye.

Best wishes and Goodbye.

Anne is a secretarial pracƟ ce trainee. She 
wants to know job opportuniƟ es. She calls 
Sindhu, a career counsellor for advice.

Sindhu is a career counsellor. She has been helping candidates 
idenƟ fy job opportuniƟ es. Anne, a secretarial pracƟ ce ITI 
trainee calls her seeking advice. 

Hello, am I talking to Ms Sindhu? Hello, yes this is Sindhu speaking.
I am Anne, secretarial pracƟ ce trainee from 
Government ITI for Women, Firozpur.

Nice to know. May I know how I can help you?

I wish to know the job opportuniƟ es for 
me. Could you guide me, please? 

Do you know what the job role expects from you?

I am expected to maintain fi les and handle 
human resources effi  ciently. 

You are right. You also need to have the ability to plan and 
coordinate funcƟ ons in the offi  ce.

Okay, I got it. Could you please tell me the 
kind of jobs that I may apply for?

Sure. Please make a note of it. 

Just a moment please. Let me take a pen 
and paper to note down.

You may look for jobs as personal assistant, personal secretary 
in mulƟ naƟ onal companies, private offi  ces, banks and other 
insƟ tuƟ ons.

Where do I fi nd the job adverƟ sements 
other than in newspapers?

You may fi nd it in naukri.com, freshworld.com, Ɵ mesjobs.com 
and other related sites. 

5. “kksjkc vkSj eSF;w ds ckjs esa i<+saA vki vkSj vkids fe= ”kksjkc vkSj eSF;w dk fdjnkj fuHkkb,] vkSj ;g Mk;ykx 
nksgjkb, A

6. ,u vkSj flU/kq ds ckjs esa i<+saA vki vkSj vkids fe= ,u vkSj flU/kq dk fdjnkj fuHkkb,] vkSj ;g Mk; ykx 
nksgjkb,A
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Okay, madam. Is that all? No. Please do google search typing “secretarial pracƟ ce” to get 
the latest job off ers. 

I shall do it. May I call you again while 
applying for jobs, please.

Yes, you may please.

Thank you, madam for the valuable 
informaƟ on and guidance. Goodbye.

All the best and Goodbye. 

Ms. Seema RecepƟ onist

Answer the phone with a company name.

Check the company name.

Repeat the company name.

Introduce yourself and ask for someone.

Respond and check B’s name.

Clarify who you are.

Ask B to wait.

RecepƟ onist Sandeep

Answer Venkat’s phone.

Ask to speak to Venkat.

Apologise and say why Venkat isn’t 
available. Off er to take a message.

Case 1: Accept the off er.
Case 2: Say ‘No’ and that you will call later.

Case 1: Ask for Ɵ me to prepare.
Check B’s Name

7.  ICF, psUubZ dh lhek&th]  nqxkZnsoh&th ls ckr djuk pkgrh gSaA vkidks nqxkZnsoh ds fjlsI”ku ls tkudkjh feyrh 
gS dh oks fQygky miyC/k ugha gSaA ,d fe= ds lkFk bl Mk;ykx dk vH;kl dhft;s ! 

8. lanhi] osadV ls ckr djuk pkgrs gSaA osadV ds fjlsI”ku ls iwNk tk jgk gS fd D;k lanhi] osadV ds fy, dksbZ 
‘message’ ¼lans”k½ NksM+uk pkgsaxs\ vius fe= ds lkFk bl Mk;ykx dk vH;kl dhft;sA

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• Qksu ij ckr djrs le;] ldkjkRed o fouez ”kCnksa dk mi;ksx djsaA
• vius ifjp; o mi;qä fouez okD;ka”kksa dk vH;kl egRoiw.kZ gSA 
• dHkh&dHkh Qksu mBkus ij] gesa fdlh vkSj ds fy, lans”k ysdj] mls fy[kuk gksrk gSA

Qksu ij bLrseky gksusokys fouez okD;ka”kksa dh ,d lwph cukb;sA
 hƩ ps://www.youtube.com/watch?v=OWDyWLhu0FY
 hƩ ps://www.youtube.com/watch?v=Tw2r9DkL5co
 hƩ ps://www.youtube.com/watch?v=zNpmtVZFXS0
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• ikBî esa ik, tkusokys vke”kCnksa o fpàksa ls ifjfpr gks tk;saxs

• lanHkZ dks le>dj] “kCnksa dk vFkZ le>us dk vH;kl djsaxs

• funsZ”kdks i<+dj le>us dk vH;kl djsaxs

Reading ¼i<us½ }kjk ge fyf[kr ”kCnksa dks le> ikrs gSaA Reading ds fy, gesa viuk /;ku ,dkxz djuk gksrk gSA 
bldh enn ls gekjk ”kCn dks”k Hkh c<+rk gS vkSj mls ç;ksx djus dk vkRefo”okl Hkh ! 

Reading ij egkjr gkfly djus ds fy, gesa lh[kuk gksxk & eq[; ”kCnksa dh igpuku djuk] ikBî dks vius 
iwoZ&Kku ls tksM+uk] lanHkZ dks le>uk] ç”u iwNuk] fQj ls i<+uk vkSj nksgjkukA

24. i<+us ds fy,  (Let’s Read)

How to escape from a sinking car?

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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1. vkidks ”kCnksa dks lgh Js.kh esa Mkyuk gSA Jsf.k;ka gS & (N), acƟ on (A) or describing (D) words. igyk mngkj.k 
ns[kdj] le>saA
a. injury   wound   cut   hurt   injury (N) sheet   blister
b. hammer axe   micrometer   spanner   hammer (   ) wrench   fi le
c. electrician   fi Ʃ er   draughtsman  plumber  electrician (   ) surveyor
d. bobbin bobbin (   ) needle  carpenter   thread   bobbin  embroidery
e. car truck lorry van car (   ) cycle bus
f. fi nish close start end stop fi nish (   ) complete
g. please sorry thanks welcome paper alright please (   )
h. plug socket plug (   ) switch wire current shirt
i. nurse nurse (   ) doctor bank paƟ ent medicine   hospital
j. tablet laptop desktop computer engine ipad tablet (   )
k. bakery  machinery   savory   plenary   bakery (   ) berry   cookery
l. ploƫ  ng drawing   surveying   dividing   period   ploƫ  ng (   ) segmenƟ ng
m. alarm   fi re   harm   sound   ground   alarm (   ) risk
n. tool   cool   stool   wool   tool (   ) pool   
o. warehouse   warehouse (   ) penthouse   boathouse   welfare   factory
p. cauƟ on   warning  cauƟ on (   ) moƟ on   precauƟ on   naƟ on  raƟ on 

 
  

a. injury  Sheet  wound    cut  hurt  blister

b. hammer  axe  micrometer    spanner wrench  box   

c. electrician        fi Ʃ er  draughtsman plumber French  surveyor

d. sewing  needle  carpenter thread  bobbin  embroidery

e. car          truck  lorry  van  cycle  bus

f. fi nish      close  start  end  stop  complete

g.  please   sorry  thanks  welcome paper  alright

h. plug   socket  switch  wire  current  shirt

i. nurse        doctor  bank  paƟ ent  medicine hospital

j. tablet  laptop  desktop  computer engine  ipad

k. warning cauƟ on  noƟ ce  forkliŌ   alarm  signal

l. ploƫ  ng  land  survey  line  draw  ball

m. varnish  paint  brush  bake  spray  enamel 

n. chisel        hammer saw  clamp  cookery  nail 

o. mask        gloves  shoes  book  eye glasses helmet

2. ml ”kCn dks vafdr dhft;s]  tks xzqi ds vU; ”kCnksa ls vyx gS
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3. lUnHkZ vkSj ladsr dks le>dj] “kCnksa ds lgh eryc dk vanktk yxkb,A

a. Evacuate: fi ll, stay, live, empty, water.
b. Immediately: lately, fast, slowly, delay, try.
c. Warning: request, suggesƟ on, order, leƩ er, board.
d. Alarm: tool, warning bell, sleeping bell, lunch bell, sign.
e. CauƟ on: help, sign, warning, operaƟ on, vehicle.
f. Pedestrian: poliƟ cian, plumber, child, walker, worker
g. ProtecƟ ve: safe, selecƟ ve, unsafe, proper, plasƟ c
h. Visible: dull, aƩ racƟ ve, blind, dark, unseen.
i. Warehouse: a construcƟ on site, a house for workers, a building for storing goods, a factory.
j. Walkway: leŌ , right, path, factory, warehouse.

4.  fjä LFkku Hkjsa
1. There are three kinds of wires. ____ (true/false).
2. Are there fi ve diff erent colours? ____ (yes/no).
3. Green is a live wire. ____ (yes/no).
4. What is the colour of the neutral wire? ____.
5. Is there a red wire? ____ (yes/no).
6. Earth wire is in ________& _______ colour.

5. iksLVj i<+dj] mi;qä mÙkj nsa
a. What does the fi rst sign in the poster mean?
 i. Switch off  the power.   ii. call the police.   iii. press the fi re alarm.   iv. pour water.
b.  The second sign means ___________.
 i. run towards the exit.   ii. close the exit.    iii. check the building. 
 iv. run away from the exit.
c. When there is fi re in the building, you should _______ the building.
 i. stay in           ii. leave          iii. return to           iv. go to
d. If you hear the fi re bell, you should immediately report to the _______.
  i. assembly point      ii. stores room       iii. canteen                         iv. shed.
e. When you see the fourth sign, your entry to the building is ________________
 i. easy        ii. strictly not restricted         iii. strictly not allowed   iv. allowed
f. The last sign means, _______.
 i. No risk               ii. take risk                 iii. safe to enter   iv. not safe to enter.

CauƟ on
ForkliŌ  trucks operaƟ ng

No unauthorised persons
allowed beyond this point

High visibility clothing must be worn

ProtecƟ ve footwear must be worn

Pedestriand must keep to walkways

Raise the alarm

Leave building by the 
nearest available exit

Reort to assembly point

Do not return to the building 
unƟ l authorised to do so

Do not take risks

Copyright Free. Under CC BY License



vaxzsth lk{kjrk

149

6. Vwy ls¶Vh ds iksLVj i<+dj] mi;qä mÙkj nsa
A.

a. __________ maintenance of tools is important. (proper/improper).
b. Keep your tools clean and ______ (blunt/sharp).
c. Is PPE necessary when you use power tools? ______ (yes/no).
d. Can you carry a power tool by its cord? _______ (yes/no).
e. If you use power tools in wet condiƟ ons, it is _______ (safe/unsafe).
e. You should inspect all tools before use. ____ (True/False).

 B.
 a.  Hand tools are _____ operated (manually/      

     electrically).
 b. Is hammer a hand tool? ______ (yes/no).
 c. What does ‘hazard’ mean? ____ (safety/danger).
 d. If a tool is misused, it is ____ (safe/unsafe).
 e. When a tool is maintained properly, it is in ____ 

    condiƟ on. (good/bad).
 f. ________(Do/Do not) use damaged tools.

 Hand Tool Safety

C.
a. Can you use a carpenter’s hammer on metals? _____ (yes/no).
b. Can you drive nails with a Machinist’s hammer? _____ (yes/no).
c. Is it possible to use a fi le with handle? ______ (yes/no).
d. Can you use a wrench too large for nuts? ______ (yes/no).
e. Should you use improper tools for the job? ___ (yes/no).
f. Should you handle the tools with care? ___ (yes/no).

7. A o B ds ;qfä laxr dFkuksa dks feykb,A mnkgj.k ns[kdj] le>sa 
   A     B
a. There is fi re in the factory.  She is knowledgeable.    
b. He played football regularly.  The trainees listened.    
c. The pipe was repaired.   He won the match.    
d. She reads books and visits places.  Entry is restricted.   
e. The instructor started to talk.  Water problem is solved.  
   A     B
a. The surveyor measured the land.  The Mechanic arrived.   
b. The small object has to be measured. The welder is called.   
c. The car broke down.   The surface became smooth.  
d. The steel gate is broken.   Ploƫ  ng of land was done.  
e. He used the fi le on metals.  She brought the micrometer.  

d

d

Never drive nails with 
a Machinist’s hammer

Never use a wrench
too large for nut

Use proper tools
FOR THE JOB

Take care
OF THEM

Never use fi le
without a handle

Never use a 
carpenter’s
hammer on metal

Five Basic Safety Rules
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8. mu ”kCnksa dks js[kkafdr djsa tks Ja[kyk ds lgh Øe dks O;ä djrs gSaA
a. First, wipe the object clean of any debris or dust.
b. Then, place the object on a large piece of cardboard or newspaper to
 protect the surface on which you are spray painƟ ng. 
c. Next, apply the fi rst coat of spray paint.      
d. Make sure you spray at least 8 inches away from the object and rotate the object as you spray.
e. Apply two or three coats of paint for a bright look.

9. iksLVj i<+dj] lgh Øe ls çfØ;k dk o.kZu djsaA

Make notes here.

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

 Visit hƩ ps://learningenglish.briƟ shcouncil.org bl osclkbV ij tkdj ‘skills’ fyad ij fDyddjsa] o mlds ckn 
‘reading’ link dk p;u djsaA vc vius Lrj vkSj #ph vuqlkj & lgh ysoy dk p;u djsaA

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

• i<+dj ge fyf[kr ”kCnksa dk eryc le> ikrs gSa 

• i<us ds gesa rkfdZd {kerk o ,dkxzrk dh vko”;drk gS 

• nksgjkuk] lUnHkZ le>uk] fo”k; ds iwoZ&Kku dk ç;ksx djuk & reading dks csgrj djus ds dqN rjhds gSaA
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1. I work in an IT Company. I am a
a. teacher  b. soŌ ware engineer  c. doctor  d. lawyer

2. I take care of people’s need to look preƩ y or handsome. I am a 
a. beauƟ cian b. plumber   c. welder  d. typist

3. I join metal parts together. I am a 
a. plumber b. welder   c. mechanic  d. soŌ ware engineer

4. I repair vehicles and change spare parts of machines. I am a 
a. nurse  b. mechanic   c. welder  d. plumber

5. I help in designing and building houses. I am 
a. a fi Ʃ er  b. an architectural assistant c. a turner  d. a machinist

6. I work with wood designing doors and windows. I am a 
a. fi reman  b. carpenter   c. draughtsman  d. beauƟ cian

7. I specialise in the design and manufacture of shoes. I am a 
a. footwear maker  b. foot doctor  c. paediatrician  d. shoe mender

8. I am a rubber technician. I work in an industry that manufactures
a. medicines b. tyres    c. pencils  d. soŌ -drinks

9. I am a plasƟ c processing operator. I work with
a. steel  b. polymeric materials  c. laptops  d. robots

10. I use water hoses, ladders and other exƟ nguishers for my job. I am a 
a. plumber b. fi reman   c. welder  d. machinist

11. The instructor advised the trainees that they should wear their shoes compulsorily inside the workshop. This 
sentence means

a. trainees cannot enter the workshop if they do not wear shoes
b. trainees will be asked to wait outside the workshop
c. trainees can wear socks and enter the workshop
d. trainees may wear shoes if they want

12. Embroidery courses are a great opportunity for enhancing one’s employability skills. This sentence means
a. you may fi nd it diffi  cult to get a job if you learn embroidery
b. learning embroidery increases the chances of geƫ  ng a job
c. embroidery is a very diffi  cult course
d. embroidery courses are not useful

13. Maintaining tools in good condiƟ on is the duty of every worker. This sentence means
a. workers need to keep their tools with them wherever they go
b. tools must be well taken care of
c. workers should buy expensive tools
d. tools help workmen in their work

14. Fire alarms alert that the inmates should evacuate the building immediately. This sentence means
a. people can move to a diff erent room   b. you need to run out of the building
c. you must try and put off  the fi re fi rst  d. wait Ɵ ll the fi re disappears

25. [kqn dks ij[ksa (Recall)
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15. ApprenƟ ceship exposes learners to real-life situaƟ ons they can encounter in industries later. This sentence 
means

a. apprenƟ ceships teach theoreƟ cal aspects clearly
b. you can learn more pracƟ cal aspects when you are an apprenƟ ce
c. apprenƟ ceships are expensive and Ɵ me-consuming
d. apprenƟ ceship lessons are not useful in jobs

16. Hotel management is a 
a. hospitality course     b. mechanical trade         c. engineering trade    d. training to be a driver

17. Find the odd one out in the list: 
keyboard,  CPU,  mouse,  monitor, charger.

18. Find the odd one out in the list: 
helmet,   glove,   varnish,  goggles,  shoes.

19. Find the odd one out in the list: 
running,   walking,  swimming,  sƟ tching

20. Find the odd one out in the list: 
sim card,   charger,  display,   hammer

21. The phrase ‘Let’s discuss’ is used for
a. diverƟ ng from the main topic b. apologising  c. starƟ ng a discussion topic d. disagreeing

22. The phrase ‘In my opinion’ is used for
a. diverƟ ng from the main topic b. apologising  c. expressing personal view d. disagreeing

23. The phrase ‘That’s true’ is used for
a. diverƟ ng from the main topic b. agreeing c. starƟ ng a discussion topic d. disagreeing

24. The phrase ‘Can you please clarify …?’ is used for
a. elaboraƟ ng   b. apologising  c. starƟ ng a discussion topic d. disagreeing

25. The phrase ‘I’m not sure, but …?’ is used for
a. elaboraƟ ng   b. apologising  c. mild disagreeing  d. total disagreeing

26. The phrase ‘While I agree with you …?’ is used for
a. elaboraƟ ng   b. apologising     c. starƟ ng a discussion topic d. disagreeing

27. The phrase ‘Generally, it is considered …?’ is used for
a. elaboraƟ ng b. making a common statement   c.  starƟ ng a discussion topic      d.disagreeing

28. The phrase ‘Can we now summarise?’ is used for
a. summarising  b.  apologising      c. starƟ ng a discussion topic    d. disagreeing

29. The phrase ‘May I explain what I mean, …’ is used for
a. elaboraƟ ng b. apologising    c. agreeing   d. disagreeing

30. Vimla was leaning throughout the group discussion. Which aspect of discussion was she missing out on?
a. impressive beginning            b. posture c. smile           d. loud and dominaƟ ng voice

31. Rajan was looking at his shoes during the group discussion. What mistake did he do?
a. gestures    b. no proper eyecontact  c. poor dressing    d.dominaƟ ng the discussion

32. Which quesƟ on the person answering the phone may ask you when you call a company.
a. What do you want?  b. Who’s calling please?    c.   Why are you calling?    d. Who are you? 

Copyright Free. Under CC BY License



vaxzsth lk{kjrk

153

33. You say ‘hang on’, 
a. to put an end to a conversaƟ on   b. to say you are waiƟ ng. 
c. to mean you are bored    d. to keep a telephone connecƟ on open 

34. Please ... and I’ll put you through.
a. stop         b. stay          c. remain   d. hold 

35. What is the expression used to connect two people on the telephone?
 a. I’m talking you through  b. I’m puƫ  ng you through 
 c. I’m sending you through  d. I’m telling you through 

36. Hang on for ...
 a. a second   b. an hour   c. someƟ mes   d. always 

37. Just a second. I... if he is in!
 a. would see   b. should see   c. will see   d. must see 

38. Please hold and I’ll ... you through
 a.  give   b. let    c. put    d. have 

39. Who ... I say is calling?
 a. shall   b. did    c. should   d. can 

40. You ‘ve ... the Finance Department.
 a. reached  b. got    c. had    d. achieved 

41. ... I speak to Mr Lokesh?
 a. Should    b. Can    c. Must    d. Need 

42. When you answer the phone you need to say your name and …?
a. The name of the company b.  “Hello!” c.   “How are you today?”   d. Address

43. Why are telephone greeƟ ngs so important?
a. It is common.   b. It shows that you are happy. 
c.  It shows that you are polite. d. It helps in knowing who’s speaking.

44. What is important about your voice?
a. the volume b. the speed c. the tone d. all of the above

45. When puƫ  ng a caller on hold, what do you need to say or ask?
a. ask if it is ok to put the caller on hold  b. “Would you like to be put on hold?”
c. “I apologise for the inconvenience”  d. “I will put you on hold”

46. When talking to a caller aŌ er puƫ  ng him/her on hold, what should you say?
a. “Nice that you have no other work.”  b. “Thank you for holding”
c. “I told you it was not going to be long”  d. None of the above

47. Who should end the phone call fi rst?
a. the person who answered  b. the person who called   c.  it doesn’t maƩ er    d. none of the above

48. What item (s) listed below are appropriate while answering the phone?
a. chewing gum   b. listening to the low music in the background
c. smoking   d. you shouldn’t have any distracƟ ons of any kind
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49.Besides having a paper and pencil ready, why would you ask the caller for their phone number?
a. to inform the person the caller wanted to pass on the message 
b. to show the caller you are polite and considerate
c. in case the caller is rude. this way you can call him back
d. use it to draw while bored

50. When you leave a message in someone’s voicemail, what is most important?
a. say the date and Ɵ me  b. say your telephone number
c. just because it is available d. say who you are and the purpose of the call and ask to call back

51. You are having a conversaƟ on with your colleague and the phone rings. What do you do?
a. Get the caller’s phone number and tell him/her that you will call him / her back.
b. Tell your colleague to wait.
c. Answer the phone and put the caller on hold.
d. Just ignore the call
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26. ljy okD;ksa fy[kuk (WriƟ ng Simple Sentences)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• fn, gq, <k¡ps ds vuqlkj] okD;ksa dh jpuk dk vH;kl djsaxs

• “kCnksa dks lgh Øe esa yxkdj] okD;ksa dh jpuk djsaxs

• ljy okD; jpuk dk vH;kl djsaxs

vaxzsth esa fy[kuk & ,d egRoiw.kZ dkS”ky gSA fjT;w es vkSj doj ySVj gesa t‚c ikus esa enn djrs gSaA ;fn vki 
vaxzsth fy[kuk tkurs gSa] rks vki ds fy, u dsoy ns”k] cfYd fons”k esa Hkh cgqr ls ukSdjh ds volj [kqy tkrs 
gSaA

1.  fuEu ”kCnksa ds bLrseky ls ftrus eqefdu gks]  mrus okD; cukb;sA

I, we, he, she, you, they, eats, gave, goes, come, walk, is, are, an apple, the book, coming,

I gave the book. Are you coming? She eats an apple.
 __________________________________________________________________________________ 

__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________ 
__________________________________________________________________________________

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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2. fp= vkSj ”kCn dks ns[kdj] okD; cukb;sA vki bu cPpksa dks viuh ilan ds uke ns ldrs gSaA

   Ravi is talking. ______________________________________________________________________________
__________________________________________________________________________________________ 
__________________________________________________________________________________________

3. iwoZ activity esa cuk, gq, okD;ksa dks vc past tense ¼Hkwrdky½ esa fyf[k,A ¼is / am/ are dh txg was / were fy[k 
nhft;s½

 _______________________________________________________________________________________
 _______________________________________________________________________________________

4.  fp= esa fn, gq, ”kCnksa dh enn ls okD; cukb;sA

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

SCREWDRIVER

BOLT NAILS
BRADAWL

WRENCH

BACKSAW

HANDSAW

SCREWS
NUT

 Use the words/ phrases given in the box and frame sentences for the picture given.
 (next to, above, below, on top, in the middle of, in between)
 Begin the sentences with There is , There are, That is, These are, The
 There is a handsaw above the backsaw.
 The screws are below the nails.

5. fuEu ”kCnksa dh enn ls fp= esa fn, x, vkStkjksa dk fooj.k dhft;sA mngkj.k ns[kdj] le>sa 
 (blue, green, brown, yellow, red, round, square, rough, sharp, rectangle, small, big, wet, dry, colourful)
The pair of scissors is sharp.
There is a yellow brush. It has a brown handle.
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____________________________________________
____________________________________________
____________________________________________
____________________________________________
____________________________________________

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

6. fp= dks ns[ksa vkSj mlds vk/kkj ij dqN loky cuk,a A mnkgj.k i<+dj] le>sa 
Is there a white towel next to the paint Ɵ n?
 Make more quesƟ ons.

7.  fuEu ”kCnksa dk ç;ksx dj] dqN okD; cuk,aA bu okD;ksa ds }kjk vkidks & fuosnu djuk gS] ;k funsZ”k nsuk gSA 
,d mngkj.k ¼funsZ”kdk½ vkidks fn;k x;k gSA

 keep, come, close, write, say, walk
 Keep those books on the table.

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• fyf[kr communication ds }kjk ge viuk ifjp; Hkkoh daifu;ksa dks nsrs gSa

• ukSdjh esa lQyrk ds fy, gesa ewy&Hkwr okD; fy[kuk vkuk pkfg,

• fy[kus dh {kerk dks fodflr djus ds fy, gesa lkekU; okD; fy[kus dk vH;kl djuk pkfg,

vius vkl&ikl dh oLrqvksa dks nsf[k;s] vkSj vius fe=ks adks ljy okD;ksa esa mudk fooj.k fy[kdj nhft;sA
hƩ ps://www.youtube.com/watch?v=jTEATmzxdro

8. “kCnksa dks lgh Øe esa yxkdj] okD; dh jpuk dhft;s
a. beauƟ ful is fl ower the.     The fl ower is beauƟ ful.
b. run the dogs fast very.
c. came late she class to.
d. driver the lorry caught was.
e. playing were children the with ball.
f. aircraŌ  the taking is off .
g. police searching the were for the thief.
h. the woman speaking the  to was Principal.
i. many fl ying buƩ erfl ies are garden the in.
j. old man reading was newspaper the.
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27. ckrphr djuk (Speaking)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• vaxzsth cksyus esa dke vkusokys vke”kCnksa vkSj okD;ksa dk vH;kl djsaxs 

• vius fopkj O;ä djus dk vH;kl djsaxs 

• viuh ilan@uk ilan dks tkudj] mls O;ä djus dk vH;kl djsaxs

vius fopkj fuMjrk o lgtrk ls fdlh ds Hkh lkeus j[k ikuk & ,d egRoiw.kZ dkS”ky gSA vaxzsth Hkk’kk dk lgh 
bLrseky]  vkidks thou esa lQy cuk,xkA cksyuk gh rks ,d ek/;e gS & yksxksa ls feyus dk] lHkh ds fopkj le>us 
dk] vkSj viuh ckrsa lHkh ls dgus dk ! 

 

 okrkZ dk mís”; vdlj Lo;a dk vkSj vU; yksxksa dk ifjp; nsuk] fopkjksa dks lk>k djuk vkSj fopkjksa ds ckjs esa 
iwNuk gksrk gS A 

 okrkZ “kq: djus ds fy, gh gesa igys viuk ifjp; nsuk gksrk gS A vki Lo;a dk Hkh ifjp; nsrs gSa] vkSj nwljksa ds 
ckjs esa Hkh lh[krs gSa A tc dksÃ vkidk ifjp; nsrk gS] rc Hkh vkidks mÙkj nsuk gksrk gSA

Grow Your Vocabulary.
Read 10 mins/ day.

Write your thoughts down.
Then say it out loud.

Write three quesƟ ons.
Tell a friend to ask you
them.

Read a book/ magazine
arƟ cle out loud.

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

Record Yourself.
Listen back.
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.
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Here are expressions to introduce yourself: Here are expressions to introduce others:

My name is ...• 
I’m ....• 
Nice to meet you, I’m ...• 
Pleased to meet you, I’m ...• 
Let me introduce myself, I’m ...• 
I’d like to introduce myself, I’m ...• 

Jack, please meet Nicolas.• 
Jack, have you met Nicolas?• 
I’d like you to meet Jack.• 
I’d like to introduce you to Nicolas.• 
Jack, this is Nicolas. Nicolas this is Jack.• 

Useful responses when introducing yourself or other people:• 
Nice to meet you.• 
Pleased to meet you.• 
Happy to meet you.• 
How do you do?• 
Hai…Hello• 

If you ask me 
To be honest 

Honestly, I think 

The main points are

I’d say that
I’d suggest that

It seems to me
As far as I know
I feel that
I would say that
As far as I’m concerned
If I am not mistaken
I believe
I feel
In my opinion
In my view
It seems likely
The way I see it is
I agree with
Personally, I think

My point of view is that 
Well, if you ask me

 There are several ways by which you can introduce yourself and others.

 Everyone of us have opinions to share with others.
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Excuse me what’s your name?
How do you spell your name?
Where are you from?
What’s your contact number?
What’s your address?
Would you like to come to canteen?

How do you get to work? I got struck in the traffi  c.
How long is the drive? Normally, I drive.
Do I need to wear a Ɵ e? About 40 minutes.
Why are you late? It’s been repaired.
Where’s your car? You’re supposed to, but not everyone does.

Sangeeth In my opinion, a good school is one that balances between studies and fun.

Sarvesh I completely agree with you, Sangeeth. Too much focus on studies makes school like 
a jail, and excessive focus on fun makes it a children’s park. So, balance is beƩ er.

Sam I’m sorry to say this, but I totally disagree with you. What is the point of fun in a 
school? To my mind, the good school is the one where one don’t have to study such 
useless subjects as foreign languages.

Sarvesh I don’t agree with you, Sam. I think foreign languages are very important 
nowadays.

Sangeeth You are right Sarvesh. There is no good school that doesn’t teach foreign languages 
today.

Expressing Opinion Agreeing Disagreeing

1. fjä LFkku esa mi;qä mÙkj fy[ksa

2. lgh mÙkj dks feyk,a

3. uhps nh x;h ckr&phr dks /;ku ls if<+,A mu okD;ka”kksa dks js[kkafdr dhft;s] tks fdlh fopkj dks O;ä djus 
dk dke dj jgs gSaA vkSj vc mUgsa Jsf.k;ksa esa ckafV;s opinion, agree or disagree.

Fill in the chart with the expressions you have underlined.

4. pkVZ Hkjsa
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a. Two things you always do as quickly as possible.

b. Three things you always try to do well.

c. Two things you take very seriously.

d. Two things you always do badly.

e. Two things that you do easily, which other 
people fi nd hard.

f. Two situaƟ ons where you always try to be early.

a.
What is something you hate doing?

b.
What are you worried about at the 
moment?

c.
What do you hope to do next year?

d.
When was the last Ɵ me you helped 
someone to do something?

e.
What is something your parents don’t let 
you do?

f.
When was the last Ɵ me you promised to do 
something and then forgot? What was it?

g.
What are you used to doing now that you 
weren’t used to doing before?

h.
What jobs do your parent’s make you do at 
home?

5.  fuEu lokyksa dk mÙkj nhft;s

6. fuEu ifjfLFkfr;ksa ij vius fe= ds lkFk ppkZ djsa

7. vkidh Dykl dk ,d lgikBh dqN fnuks als Dykl esa ugha vk;k / vkbZ gSA vius fe= ds lkFk ckr dhft;s] vkSj 
vanktk yxkb, dh mudk Nqêh ij jgus dk dkj.k D;k gks ldrk gSA

_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
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I Agree I Disagree

8. fp=ksa dks ns[ksa vkSj mudh ,d&nwljs ls rqyuk djsaA ;s yksx D;k dke djrs gSa\ bl dke dks djus ds fy, mUgsa 
fdl çdkj ds vuqHko vkSj dkS”ky dh vko”;drk gksxh\

__________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

9. fp= dks ns[ksa & vkids fopkj esa D;k ;g gekjk Hkfo’; gS\ lgerh o vlgefr O;ä djusokys okD; fy[ksaA

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

yksxksa ls ckr djus ds fy, mi;qä ”kCnkoyh vkSj okD;ksa dk ç;ksx djuk vko”;d gSA gesa vius fopkjo ilan /uk 
ilan O;ä djus ds fy,] ekSf[kd communication dk vH;kl djuk gksxkA

fuEu phtsa djus ds fy, gesa fdl çdkj ds okD;ksa dk ç;ksx djuk pkfg,\

Giving Your Opinion• 
Introducing• 

 InformaƟ on
Giving Examples• 
Concluding &• 

 Summarizing
Showing Cause &• 

 Eff ect
Specifi c SituaƟ ons• 

Raising Points• 
Clarifying & RestaƟ ng• 
Asking for• 

 Clarifi caƟ on
Politely InterrupƟ ng• 
Generalizing• 
Keeping track of the• 

 discussion
Agreeing &• 

 Disagreeing
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28. è;ku nsuk  (Listening)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs

• lquus dh vko”;drk vkSj egRo dks le>saxs 

• fdlh dk;Z dks iwjk djus ds fy, *lquus* dh {kerk dk ç;ksx djsax

• *lquus* ds dkS”ky dk fofHkUu lanHkks± es avH;kl djsax

lquus dh dyk gesa fdlh Hkh lans”k dks le>us esa enn djrh gSA lquus l ge dkSu ls mís”; iwjs dj ikrs gSa\ 
ge tkudkjh tqVkrs gSa] ç”uksa ds mÙkj ikrs gSa] o Nk=] deZpkjh vkSj ukxfjd ds :i esa csgrj çn”kZu dj ikrs gSaA 
lquus dh {kerk ds vk/kkj ij gh gekjh Hkk’kk ls tqM+h vU; {kerk,a fodflr gksrh gSaA blfy, /;ku ls lquuk vR;ar 
vfuok;Z gSA  

 a. Listen to a High School Principal making an announcement to the trainees.
 “Children, I have a very special announcement to make. This year, not just one, but four of our trainees will be 

receiving Government awards for their academic achievements. Krishna Kumar, Harpreet Singh, Sabrina Begum 
and Sheela Rani Esther have all been chosen for their hard work and scoring of high marks. It is very unusual for 
one school to have so many trainees receive this award in a single year.”

 Now, let’s see which of the following are correct statements.
 i. The school will be adding new classes.
 ii. Four new teachers will be working at the school.
 iii. Four trainees have received an award.
 iv. The school is geƫ  ng its own newspaper.

 Here only one sentence gives informaƟ on menƟ oned in the announcement – “Four trainees have received an 
award”. All other sentences are wrong.

 Find which of the following is true? 
 i. Students have been working hard.
 ii. Two girls and two boys have passed in the test.
 iii. Four trainees receive the award in a single year.
 iv. The school is giving a new award.

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

Copyright Free. Under CC BY License



vaxzsth lk{kjrk

165

 b. Listening to a conversaƟ on and noƟ ng down the important points
 Jitu: Hi, Leena.
 Leena: Hi, Jitu!  Did you go to the art room today?
 Jitu: No, why?
 Leena: Well, Mr.Banerjee, our arts teacher has put up a noƟ ce about a big project. They are planning to paint 

the compound wall with beauƟ ful images. This is to prevent sƟ cking up of posters.
 Jitu: That’s nice! So, it will be many painƟ ngs on the enƟ re compound wall.
 Leena: Exactly!
 Jitu: But where?
 Leena: It’s that long wall on the side of the public library. And trainees from our school are going to do the 

whole thing. We can create a design, and paint it. I want to be part of this team.
 Jitu: I too want to. Come let’s go meet Mr. Banerjee.

 We can note the important points:
• Girl’s name – Leena
• Boy’s name – Jitu
• Teacher’s name – Banerjee
• Project on painƟ ng compound wall
• To prevent poster sƟ cking
• On the side of the public library
• This school trainee creates his/her own design
• Both want to join.

 Let’s see which of the following statements is true.
i. A new art project in the city.
ii. An assignment for their art class.
iii. An art display inside the public library
iv. A painƟ ng that the girl saw on the compound.

1.  fuEu ?kks’k.kk dks /;ku ls lqusa vkSj eq[; lwpuk dks fy[ksa
 Remember that a team of painters is coming in tomorrow to paint the walls. There are plasƟ c sheets in my 

room on the desk. I want you to put them over your desks. Make sure you cover your desks completely so paint 
does not fall on them. When the painƟ ng is completed, the plasƟ c will be removed by the Ɵ me we return on 
Monday.
Note down points here:

 __________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
What does the teacher want the trainees to do?

a. Take everything out of their desks.
b. Cover the painƟ ng materials with plasƟ c sheets.
c. Bring paints with them to school on Monday.
d. Cover their desks so that the paint does not fall on them.
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2.  bl ckr&phr dks lqusa vkSj uhps fn, x, ç”uksa ds mÙkj nhft;s
 Leena and Jitu: Good morning, Sir.
 Banerjee:  Good morning, Leena, Good morning Jitendar.
 Jitu: Sir, we saw the noƟ ce on the project. We want to join. 
 Banerjee: Sure, write your names and other details in that red book on my table.
 Leena: Yes, Sir.
 Banerjee: What would you like to paint?
 Jitu: Animals. I will go to the zoo tomorrow and make a rough sketch of what I see. I will show it to you aŌ er 

I complete it.
 Leena: I want to paint sunrise. I will watch it from the beach and get a rough painƟ ng ready. I will meet you 

with it.
 Note down points here.
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
Say which of the following is true.
1.  What did Mr. Banerjee ask them to do?

a.  Mr. Banerjee asked them to sign up for the project in the website.
b.  Mr. Banerjee told them that they cannot join.
c.  Mr. Banerjee asked them to fi ll in their details in a note book.
d.  Mr. Banerjee suggested they go to the beach the next day.

2.  Where does Jitu want to go in the weekend?
a. to the zoo
b. to an art store
c. to main street
d. to the public library

3.  What does Leena want to paint?
a.  an animal
b.  natural scenery
c.  sunrise
d.  zoo

3.   bl lans”k dks lqfu,] vkSj mÙkj nhft;s
 In every work, accidents happen. SomeƟ mes they cause injury and even death. These accidents can be 

avoided. Some rules must be followed. Here are some dos and don’ts to be followed. Let’s listen to dos fi rst.
• Workers must not adjust equipment while it is in moƟ on.
• They must not touch the clamps, chipped tools when the equipment is switched on. 
• The equipment should be under good maintenance. 
• Tell the co-workers beforehand if there is any maintenance work has to be done. 
• Avoid touching tools, devices and equipment with bare hands.
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Say true or false. If false say/ write the correct statement.
a. Workers can adjust the equipment when it is in moƟ on.
b. They cannot touch the clamps when the equipment is switched on.
c. It is not necessary to keep the equipment in good maintenance.
d. Start doing maintenance work suddenly without telling anyone.
e. Don’t touch the equipment with bare hands.
f. Workers must check the devices before starƟ ng the work.
g. Always use gloves to protect palm/fi ngers or hands.
h. Pull up your sleeves up to the elbow.
i. Avoid watches, bangles, bracelets in your wrists.
j. Wear clothes that are comfortable while working. 
k. Use and replace the tools from the place it has been taken. 
l. Be careful while walking in the workshop where loads are suspended. 
m. Keep all safety materials handy.

4.  bl vkikrdkyhu lwpuk dks lqusa vkSj funsZ”kkuqlkj mi;qä mÙkj pqus
 “Ladies and gentlemen, may I have your aƩ enƟ on for a brief announcement. As soon as you hear the alarm 

please leave your place immediately through the emergency exit.
 The emergency exits and assembly areas are located on the right hand side of the building.
 Leave the building quickly and don’t block the way.
 Please follow the direcƟ ons of the event staff  members.
 Do not use the liŌ  to go downstairs.
 Wait outside the building unƟ l an “All-Clear” is given by event staff  members or the Fire Department.”
 Thankyou.”
Which of the following statements are true? Correct the false statements.

a. The announcement is only for men.
b. The announcer asks for their aƩ enƟ on for ten minutes.
c. They have to leave the building immediately.
d. They can block the way.
e. They should not use the liŌ  to go downstairs.
f.  They can wait inside the building.
g. They have to wait unƟ l they hear ‘All-Clear’. 
h. The ‘All-Clear’ will be given by the building staff .
i.  The announcer thanked them.

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• lquus dk vFkZ & lquuk] le>uk] vkSj tokc nsuk & rhuksa gh gksrk gSA

• ?kks’k.kk ;k lwpuk dks lqurs le;]  ge eq[; ckrsa uksV dj ldrs gSaA

• funsZ”k dks lquus ds ckn]  gesa funsZ”k dk lgh ikyu djuk gksrk gS

jsfM;ks vkSj Vh-oh ij [kcjsa lqusa & nksuksa esa D;k varj gS\
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29. dkS”ky dk mRiknd mi;ksx  (ProducƟ ve Use of Skills)

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:
• funsZ”k lqudj] dk;Z djus dk vH;kl

• fyf[kr] çnÆ”kr o ekSf[kd lwpuk ds vkèkkj ij dk;Z djus dk vH;kl 

• mfpr lUnHkZ esa mi;qä fyf[kr communication dk vH;kl

vaxzsth esa ckr j[k ikuk] o vU; yksxksa dh ckr le> ikuk ,d cgqr egRoiw.kZ dkS”ky gSA funsZ”kksa vkSj lwpukvksa 
dks i<us ls gekjk ”kCn dks”k c<+rk gSA tSls&tSls gekjh vaxzsth lquus vkSj i<+us dh {kerk esa lq/kkj gksrk gS] gekjk 
vaxzsth cksyuk vkSj fy[kuk Hkh csgrj gksus yxrk gSA ;fn vki vaxzsth cksyus vkSj fy[kus esa dq”ky gks tkrs gSa] rks 
eku yhft;s dh vkius Hkk’kk lh[kyh gS ! 

1.  vkids v/;kid fuEu phtksa dks i<saxsA vkidks bUgsa pay&in slip ds fp= esa <w<uk gSA
a.  IdenƟ fy the name of the branch.
b.  Who is the cheque to be given in favour of?
c.  What is the value of the cheque in rupees?
d.  How much is the exchange amount?
e.  MenƟ on the name of the bank.
f.  When has the applicaƟ on been made?

Spoken Word

WriƩ en Word Body Language

Visual Images

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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2.  vkids v/;kid fuEu phtksa dks i<saxsA vkidks bUgsacheque/dd ds fp= esa <w<uk gSA
a.  The cheque /DD No. is ________________________________________
b.  The cheque/DD is drawn on _____________________________________
c.  The name of the depositor is ____________________________________
d.  The name of the bank in which it is drawn is ________________________
e.  The branch name is _____________________________________
f.  The date in the challan is _________________________________
g.  The challan number is _________________________________
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3.  fp= esa nh x;h lwpuk ds vk/kkj ij]  ç”uksa ds mÙkj nhft;s
a.  What is the raw material used to make paper? ______________________________________________
b.  What is the process of cooking of the chipped wood called? ___________________________________
c.  Wood is debarked, cut into chips, screened and made into ______________ before it is put into the paper 

machine.
d.  The paper machine helps to convert ______________________  into____________________________.

4. fp= esa nh x;h lwpuk ds vk/kkj ij] isij cukus dh çfØ;k dk o.kZu djsaA vkidks okD;ksa ds dqN <k¡ps fn, x, 
gSaA

 (collect, carry, convert, take, sort, send, put)
a. First, wood from the ___________________
b. It is then ____________________________
c. It goes to the paper mill aŌ er ______________________
d. It is converted into ______________________
e. It is taken to ________________________________
f. Paper is sorted for _________________________
g. ________________________________________
h. ___________________________________________

Raw Material
(wood)

Debarking
Chipping
Screening

Cooking
(Pulping)

Pulp

Washing

Paper Machine

Finishing
ConverƟ ng

Paper Product
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 __________________________________________________________________________________________ 
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

1. PlantaƟ on

2. Harvest

3. Transport

4. Pulp mill

6. Printers

7. People

8. Paper sorƟ ng

9. Recycling

10. Landfi ll

5. Paper mill
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5.  uhps fn, x, nksuksa fp=ksa dks xkSj ls nsf[k;sA bu fp=ksa ds vk/kkj ij] pk; dh iÙkh cukus dh çfØ;k dk foLr`r 
o.kZu dhft;sA

 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________

Leaves & Buds

Steamed

Pan fried/Steamed

Withered

Dried

Dried

Rolled/Shaped Oxidized (brief) Oxidized (full)

Fired/DriedPan fi red/Dried

White Tea Green Tea Oolong Tea Black Tea

Bruised/RolledBruised
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6.  bl fp= esa deZpkfj;ksa ds d‚Qh czsd ds nkSjku ns[ks tkusokys O;ogkj dk o.kZu fd;k x;k gSA vius fe= ds lkFk] 
bl O;ogkj ds ckjs esa ppkZ djsaA

 I think it is not correct to _________________________
 We need to be ______________________________
 It is ok to relax _______________________________
 The company’s producƟ vity will _________________________
 What if I relax for a few minutes when_________________________
 Personal values _________________________________
 As an employee, I need to _________________________________

7.  vkids fe= dks ,d ljdkjh ukSdjh ds baVjO;w es acqyk;k x;k gSA bu fp=ksa ds vk/kkj ij] vius fe= dks baVjO;w 
esa lQy gksus ds fy, mi;qä lq>ko/lykg nhft;sA

 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________

Is it
break time?

Is
break time

over?

Is the
boss around?

Go to
break area.

Check clock.

Look busy.
Return to

work area.

Relax.
Yes.

No.

Yes.

Yes.

No.

No.
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8.  vki ABC eSU;qQSDpfjax daiuh esa lqijokbtj gSaA viuk ifjp;] XYZ fMLVªhC;wVj ds ekdsZfVax esustj jes”k dks 
nhft;sA vkidks mUgsa viuh daiuh ds çksMDV dh tkudkjh Hkh nsuh gS] vkSj vius ckjs esa Hkh dqN crkuk gS ¼uke] 
vuqHko] vkfn½ A

 __________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

• fdlh Hkh fn, x, dk;Z dks iwjk djus ds fy, funsZ”kksa dks /;ku ls lqusa o i<+saA 

• fofHkUu lUnHkksaZ esa ckr djus ds fy,]  mi;qä ”kCnkoyh dk vH;kl djsaA

• jkstkuk ds thou esa vaxzsth ds cgqr ls mi;ksx gksrs gSa & cSafdax] bR;kfn buesa ls ,d gSA

hƩ ps://www.youtube.com/watch?v=fYQIgzrkOK4
hƩ ps://www.youtube.com/watch?v=VuzrXLSNyyg
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1. Rahul enjoys ________ with his pet dog.
a. playing  b. wriƟ ng  c. reading  d. washing

2. The company _______ goods to Vietnam.
a. buys   b. exports  c. falls   d. goes

3. She said that she was ______in the proposal.
a. forgot   b. interested  c. wriƟ ng  d. gave

4. I was quite _______with his performance.
a. diff ered  b. given   c. wrote  d. impressed

5. Please do not _____ on the grass.
a. step   b. feel   c. cut   d. see

6. Father cooks _______ pasta every evening.
a. delicious  b. painful  c. wondering  d. hasƟ ly

7. My brother ______to be an astronaut.
a. sees   b. looks   c. wants  d. speaks

8. Maintaining tools in good condiƟ on is ______.
a. unnecessary  b. essenƟ al  c. equal   d. formal

9. ShouƟ ng at the top of his______, the man demanded admission.
a. voice   b. mouth  c. breath  d. nose

10. Where have you been all these____?
a. while   b. during  c. days   d. always

Listen to / Read the following passage on cars and answer the quesƟ ons below.
 Karl Benz invented the modern car in 1888 in Germany. Emile Roger worked for Benz in France. He made cars in 

France. By 1900, many people were building cars in France and in the U.S. The fi rst company to build only cars 
was Panhard et Levassor in France. Panhard started in 1889. The Peugeot car company started in 1891 in France. 
In the US, Frank and Charles Duryea started the Duryea Motor Wagon Company in 1893. It was the fi rst US car 
company. By 1902, Ransom E. Olds started the Olds Motor Vehicle Company. A year later, Henry Ford started 
the Ford Motor company. It produced the Cadillac. All these early modern cars burned gasoline or diesel fuel. 
Ford opened factories in France and Britain in 1911. Then, they opened a factory in Denmark in 1923. Later, they 
opened a factory in Germany in 1925. Ford was one of the fi rst manufacturers to use an assembly line. With an 
assembly line, factory workers could produce cars faster and safer than other producƟ on systems. Most modern 
cars sƟ ll burn gasoline or diesel fuel. These cars cause air polluƟ on. They get the air dirty. Now many people are 
looking for cleaner cars. And, many car companies are looking for cleaner fuels.
1. Which company fi rst built only cars?

a. Benz   b. Ford   c. Duryea  d. Panhard
2. When did the Peugeot car company start?

a. 1888   b. 1889   c. 1890   d. 1891
3. What was the fi rst U.S. car company?

a. Ford   b. Olds   c. Duryea  d. Cadillac
4. The Ford Motor Company opened a…

  a. factory in Denmark in 1911             b. factory in Germany in 1925
  c. factory in Britain in 1929                  d. factory in France in 1931

30. [kqn dks ij[ksa (Recall)
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5. Whose idea was the assembly line?
  a. Charles Duryea’s            b. Emile Roger’s   c. Henry Ford’s  d. Karl Benz’s

6. In which year did Ransom E. Olds start the Olds Motor Vehicle Company?
  a. 1903               b. 1901                  c. 1902                      d. 1904

7. Produced means…
 a. bought              b. named                      c. made                d. sold

8. Fuel is ...
 a. a car producƟ on system       b. what makes cars go        c. the price of a car d. None of the above

9. PolluƟ on in the air is .…
 a. dirty air                  b clean air                 c. a kind of fuel               d. a system of producƟ on

10. Most modern cars sƟ ll use diesel and petrol. 
  True   False
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1. dE;qfuds”ku dk egRo

bl ikB ds var esa ge fuEu mís”; iwjs djsaxsA

 • çHkkoh dE;qfuds”ku ds xq.k igpkusaxs
 • çHkkoh dE;qfuds”ku es vkus okyh ck/kkvksa dks igpkusaxs
 • dE;qfuds”ku es vkus okyh ck/kkvksa dks vH;kl dh enn ls ikj djsaxs

çHkkoh dE;qfuds”ku% ge lc viuh ekr`&Hkk’kk cksyuk tkurs gSaA ge esa ls dqN yksx bafXy”k cksyuk Hkh lh[k x, gSaA 
fQj gesa] ^dE;qfuds”ku dSls djrs gSa* lh[kus dh D;k vko”;drk gS\ dE;qfuds”ku dk eryc flQZ viuh ckr nwljksa 
rd igqapkuh gS uk\ D;k ge ;g flQZ Hkk’kk ds lkFk ugha dj ldrs\

 çHkkoh dE;qfuds”ku flQZ viuh ckr nwljksa dks crkuk ugha gksrkA blds fy, t:jh gS fd yksxksa ds lkeus vkidh 
ckr iwjh rjg çLrqr vkSj os ml ckr dks Bhd ls le> ik,A gj dk;ZLFky es ;g ,d nqyZHk vkSj ewY;oku fLdy 
gSA çHkkoh dE;qfuds”ku okys deZpkjh dks yhMj vkSj eSustj cuk;k tkrk gSA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

The message: 
What is actually 
communicated 

Encoding: The 
message that the 
sender wanted to 

Person sending a 
message 

Decoding: What is actually 
understood by the receiver 

Person receiving the 
message 

Noise

Barriers

This cannot always be 
controlled. It is also interfering 

with the message!

They are blocking the 
message − making it unclear

Person sending a 
message

Encoding: The message 
that the sender wanted 
to send!

Decoding: What is actually 
understood by the receiver
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LVsi 1

viuh Dykl ds 
fdlh Hkh LVwMsaV 
ds lkFk tksM+h 
cukb;sA

Vsi 2

,d nwljs dh vksj ihB djds cSBsaA vki 
nksuksa dks ,d fidfud dk fp= cukuk gSA 
viuk fp= ,d nwljs dks er fn[kkb;sA 
fidfud ij vki tks Hkh [kkuk pkgrs gSa] og 
Mªk dhft;sA

LVsi 3

,d vkSj [kkyh iUuk ysA bl ij vkidks 
og fp= cukuk gS tks vkids nksLr us 
cuk;k gS A ij ,d “krZ gS & vki nksuksa 
,d nwljs ds fp= dks ns[k ugha ldrsA 
vki vius fp= dk o.kZu “kCnksa esa dj 
ldrs gSaA

LVsi 4

,d&nwljs ds o.kZu 
dks lqu dj] fp= 
iwjk djsa A ,d nwljs 
ds fp= ns[ksaA

LVsi 5 

ppkZ djsa — D;k vki flQZ “kCnksa dh enn 
ls ,d nwljs ds fp= cuk ik,\ fp= dks 
flQZ “kCnksa ls le>us dh çfØ;k esa fdl 
rjg dh pqukSfr;k¡ vk;h\

LVsi 6 

ppkZ djsa — vki vius dE;qfuds”ku dks 
dSls lq/kkj ldrs gSa\ vkids tksM+hnkj 
vkSj dkSu&dkSu ls “kCnksa dk mi;ksx 
djds vius fp= dk o.kZu dj ldrs 
Fks\

2. i<+s vkSj ppkZ djsa

 10 o’khZ; jghe vkSj 7 o’khZ; #DdS;k viuh ek¡ ds fy, pk; cuk jgs gSaA os viuh ek¡ dks cgqr le; ls pk; cukrs 
gq, ns[krs vk jgs FksA os vc bl dke ds fy, vius vki dks iwjh rjg ls rS;kj ekurs gSaA mUgksaus ns[kk fd mudh 
ek¡ ges”kk lcls igys ikuh xje djrh gSaA mlds ckn] os mlesa ,d lQsn ikmMj vkSj pk; iÙkh Mkyrh gSaA fQj 
os nw/k Mkydj] bl feJ.k dks dqN nsj ds fy, mckyrh gSA viuh rlYyh ds fy,] os vius firkth dks Hkh jlksbZ 
esa pk; fl[kkus ds fy, cqykrs gSaA muds firkth ikuh ds crZu] nw/k] pk; iÙkh vkSj phuh dh vksj b”kkjk djds mUgsa 
;g lc feykdj xje djus dks cksyrs gSaA 

 nksuksa cPps pk; cukdj viuh ek¡ dks nsrs gSaA os pfdr gks tkrh gS! os pk; ds di dks Lohdkj dj igyk ?kw¡V ysrh 
gSaA irk pyk fd cPpksa us phuh dh ctk; pk; esa ued Mky fn;k A

 vius nksLrksa ds lkFk ppkZ djsa] vkSj fy[ksa fd ,slk D;ksa gqvk\ lgh rjhds ls pk; cukus ds fy, cPpsa ;k muds 
firkth dks D;k djuk pkfg, Fkk\

 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

3.  Look at the picture and respond.

 1. Mªkbax djsa] vkSj nksLrksa dks le>k,aA

“I AM DOING
GREAT, HOW

ARE YOU
DOING?”

“HI, HOW
ARE YOU?”

“I AM
DOING FINE”.

vkidks D;k yxrk gS] ;g nksLr vly esa dSlk eglwl dj jgh gS\ vkidks D;k yxrk gS] ;g nksLr vly esa dSlk eglwl dj jgh gS\ 
vkidks ,slk D;w¡ yxrk gS\ vki vius bl nksLr dks D;k dgsaxs\vkidks ,slk D;w¡ yxrk gS\ vki vius bl nksLr dks D;k dgsaxs\
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__________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

4. fuEufyf[kr çlaxksa dks i<+dj uhps fn, x, ç”uksa dk mÙkj nsa

 jhVk “kgj ds ,d cwfVd esa Vsyj dk dke djrh gS A og fiNys lIrkg chekj FkhA blhfy,] og vius dke ij /;ku 
ugha ns ik jgh FkhA cwfVd ds eSustj us ns[kk fd jhVk cgqr xyfr;k¡ dj jgh FkhA 

 mUgksaus jhVk ls dgk%

 çlax 1% ÞjhVk] rqe ,d vPNh deZpkjh gks] ij fiNys lIrkg ls rqe dqN xyfr;k¡ dj jgh gksA rqeus ,slh xyfr;k¡ 
igys dHkh ugha dh gSA D;k eSa rqEgkjh dksbZ enn dj ldrk gwa \

 ;k fQj]

 çlax 2% ßjhVk] fiNys lIrkg es rqeus yxkrkj dbZ xyfr;k¡ dh gSA ,slk dke ekQh ds ;ksX; ugha gSA rqEgsa ;k rks 
lq/kjuk gksxk ;k ukSdjh NksM+uh gksxhA 

 bl mnkgj.k ds ckjs esa fopkj djsaA 

 nksuksa çlaxksa es D;k varj gS\
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 _______________________________________________________________________________________

 KWL pkVZ es fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA

jhVk ij igys çlax dk D;k vlj iM+k\
 __________________________________________________________________________________________

 __________________________________________________________________________________________
__________________________________________________________________________________________

 __________________________________________________________________________________________

nqljs çlax dk jhVk ij D;k çHkko iM+k\
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

vki fdl communication “kSyh ij çfrfØ;k djuk pkgsaxs\
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 _______________________________________________________________________________________
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vkt dk ls”ku dSlk Fkk \

mckÅ 

etsnkj

cgqr lh[kk de lh[kk

 lksps vkSj lk>k djsa%

a.  dE;qfuds”ku D;k gS ?
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

b.  çHkkoh dE;qfud”ku gekjh D;k dke vk ldrk gS ? 
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

c.  ,slh dkSu lh phtsa gSa tks fdlh lans”k dks] vkSj mlds mís”; dks] Jksrk rd igq¡pus ls jksdrh gSa ?
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

d.  feldE;qfuds”ku ;k xyr dE;qfuds”ku ls cpus ds fy, lans”k nsusokyk/okyh O;fä D;k dj ldrk/ldrh gSa?
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

e.  YouTube ij ;g fofM;ks ns[kdj vkt gh çHkkoh dE;qfuds”ku lh[ks ?
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

 View the video on youtube to learn what can you do to become an eff ecƟ ve communicator today!
hƩ ps://www.you tube.com/watch?v=03FdGaWgp7A

 (You tube>how to talk to anyone (part 1)/ communicaƟ on skills (Hindi) – animated book summary)
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2. dE;qfuds”ku ds Hkkx

bl ikB ds var esa ge fuEu mn~ns”; iwjs djsaxsA

•  dE;qfuds”ku ds çdkj igpkusaxs 

• dE;qfuds”ku dks vklku cukus okys “kCnksa dks igpku dj mudk mi;ksx djsaxs 

• c‚Mh ySaXost dk ç;ksx djds çHkko”kkyh dE;qfuds”ku djsaxs  

dE;qfuds”ku ds çdkj% D;k vki flQZ viuh ckrksa ls [kqn dks O;ä ¼dE;wfudsV½ djrs gSa\ vius Dykl:e esa ns[ks fd 
vkids lgikBh D;k dj jgs gSa! dqN yksx viuh dqflZ;ksa ij vkjke dj jgs gSa] dqN gal jgs gSa] dqN i<+ jgs gSa] vkSj 
“kk;n dqN yksx pqi pki cSBs gSa vkSj dqN ugha dj jgsA ge bu ckrksa dk vanktk vklkuh ls mUgsa ns[kdj tku ldrs 
gSaA ;g geus dSls fd;k\ flQZ os D;k dj jgs gSa mldk voyksdu djdsA ,d vkSj mnkgj.k% vxj gekjs ekrk�firk 
ge lsuk jkt gksrs gSa] rks ge ;g muds psgjs ds Hkko ns[kdj gh le> ysrs gSa — mUgsa iwNus dh vko”;drk ugha 
gksrh! ;g lc lkadsfrd ;k O;kogkfjd dE;qfuds”ku ds mnkgj.k gSaA gekjs jkstkuk ds thou esa ge “kCnksa ls t~;knk 
c‚Mh ySaXost] vkokt dk Loj] psgjs ds Hkko tSls lkadsfrd ;k O;kogkfjd dE;qfuds”ku dk mi;ksx djrs gSaA gesa 
viuh ckr dE;qfudsV djus dh {kerk c<+kus ds fy, nksuksa çdkj ds dE;qfuds”ku dks le>uk vkSj mudk mi;ksx 
djuk gksxkA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

“kCnksa ij fu;a=.k djuk vklku gSA ijUrq] ;fn eghus çHkkoh dE;qfudsVj cukuk pkgrs gSa] rks eghus viuh c‚Mh ySaXost 
vkSj vkokt dks Hkh fu;af=r djuk lh[kuk gksxk! vxj vkidk “kjhj ?kcjk;k gqvk ;k vkØked fn[krk gS] rks dksbZ 
Hkh fouezrk vkSj vkRefo”okl ls Hkjs “kCnksa ij /;ku ugha nsxkA
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LVsi 1

viuh Dykl ds 3 LVwMsaV~l 
ds lkFk Vhe cukb,aA

LVsi 2

viuh iqLrd es jkstejkZ dh ftanxh es 
vkus okyh Hkkoukvksa dh lwph cuk,A 
viuh lwph vius nksLrksa dks er fn[kkb,aA 
dqN mnkgj.k% vkRefo”okl] nq%[k] [kq”kh] 
mRlkg] fujk”kk] ?kcjkgVA

LVsi 3

vius nksLrksa ls dgs dh os bu Hkkoukvksa 
dks igpkusaA ij vki “kCnksa dk mi;ksx 
ugha dj ldrsa! vki flQZ eqæk vkSj 
psgjs ds Hkko dk mi;ksx djds vius 
nksLrksa dh enn dj ldrs gSaA

LVsi 4

,d nwljs ds lwph ds “kCnksa 
dks xsl djus ds fy, 4.5 
ekSdsysA 

LVsi 5 

ppkZ djsa — vkRefo”okl fn[kkus ds vke 
rjhds D;k Fks\ ?kcjkgV fdl rjg ds 
Hkko ls Li’V gksrh gS\ 

LVsi 6 

ppkZ djsa — D;k ;g eqefdu gS fd 
dHkh&dHkh gekjk “kjhj ge tks ugha 
pkgrs oks dE;qfudsV djrk gS\ D;k 
gekjs bPNk ds fo#) ge Dykl:e 
esa Åcs gq, vkSj lqLr fn[k ldrs gSa\ 
ge bls dSls fu;af=r dj ldrs gSa\

LVsi 1

viuh Dykl ds 3LVwMsaV~l 
ds lkFk Vhe cukb,aA

LVsi 2

viuh iqLrd es vkids euilan fQYeh 
Mk;y‚x fyf[k,aA viuh lwph nksLrksa 
dks er crkb,aA

LVsi 3

,d-,d djds lc vius fy[ksa gq, 
Mk;y‚x i<saA Mk;y‚x mlh Loj 
vkSj vankt ls cksys tSls fQYe es 
vfHkusrkvksa us cksyk FkkA

LVsi 4

lcls cf<+;k Mk;y‚x ds 
fy, rkfy;k¡!

vki ,d nwljs ds Mk;y‚x 
dks 5 es ls uEcj Hkh ns 
ldrsa gSaA 

lkjs ^Qkbo LVkj^ 
Mk;y‚x ds fy, ,d ckj 
fQj rkfy;k¡ gks tk,!

LVsi 5 

vc bUgh Mk;y‚x dks vuks[ks <ax ls 
dgsA mUgsa foijhr Hkko ds lkFk cksysA 
mnkgj.k ds fy,] ̂ eSa bl lky Dykl es 
vOoy vk;k!* dks nq%[kh Loj es cksysaA

LVsi 6 

ppkZ djsa - geus Mk;y‚x ds “kCnksa 
cnys fcuk mles nh x;h Hkkoukvksa 
dks dSls cnyk\ bldk Mk;y‚x 
ij D;k vlj gqvk\ D;k ge dHkh 
dHkh viuh mRlqdrk ;k nq%[k 
“kCnksa es O;ä ugha dj ikrs\ gekjs 
dE;qfuds”ku ds çHkko ij bldk 
D;k vlj iM+rk gS\

2. Mk;y‚x ekjks!

1- fcu cksys] lc le>kvksA

 __________________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

 __________________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
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 3. pyks dE;qfuds”ku dk vH;kl djrs gSa!

 ^esjs thou dk lcls ;knxkj {k.k* ds fo’k; ij ,d 2 feuV dk Hkk’k.k rS;kj djsa vkSj viuh Dykl ds lkeus mls 
çLrqr djsaA mlds ckn vius çn”kZu dk ewY;kadu djsaA

ç”u gk¡ / ugha
eSaus vius Hkk’k.k ds fy, :ijs[kk vkSj uksV~l cuk, FksA 

eSaus vius uksV~l dh enn ls vius Hkk’k.k dk vH;kl de ls de 4 ckj 
fd;kA

eSaus Hkk’k.k dks jVuk VkykA 

eSaus Hkk’k.k ds “kq#vkr dk t~;knk le; rd vH;kl fd;kA

vkf[kjh iafä es cSBus okyk/okyh O;fä Hkh esjh vkokt lqu ik;k/ikbZA

 __________________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

 __________________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
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eSaus vius Loj ds mrkj p<ko dh enn ls Hkk’k.k ds vFkZ vkSj esjs Hkkoukvksa 
dks yksxksa rd igq¡pk;kA

eq>s yksxksa ds lkFk esjs –f’Vdks.k dks ckaV dj [kq”kh gqbZA

vkt dk ls”ku dSlk Fkk \

mckÅ 

etsnkj

 lksps vkSj lk>k djsa%

 dE;qfuds”ku dkSu ls çdkj ds gksrs gSa\

 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

ge vius “kjhj vkSj vkokt dk mi;ksx vius dE;qfuds”ku lq/kkjus ds fy, dSls dj ldrs gSa\
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

ge dE;qfuds”ku dk vH;kl djus vkSj vius nksLrksa rFkk esV‚j ¼ekxZn”kZd½ dh çfrfØ;k ikus ds fy, vkSj volj 
dSls çkIr dj ldrs gSa\

 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

dE;qfuds”ku Dyc — vkids baLVhVîwV ds dqN lkFkh feydj ,d ^dE;qfuds”ku* Dyc cuk ldrs gSaA bl Dyc es 
vkidh dqN xfrfof/k;k¡ gks ldrh gSa — lekpkj i<+uk ¼ftles vki [ksy dwn ;k ykbQLVkby Hkkx es ls gko&Hkko 
ds lkFk lekpkj i<+us dk vH;kl dj ldrs gSa½] lekpkj ij ppkZ djuk] ml ij viuh jk; lk>k djuk vkSj nwljksa 
dk –f’Vdks.k lquukA

KWL pkVZ es fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA
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3- [kqn dks ij[ksa
 1- uhps fn, x, dkSu ls fLFkfrvksa es lcds fy, dE;qfuds”ku egRoiw.kZ gS\

   a  d‚yst es i<kbZ djrs gq, c  nksLrksa ls ckr djrs gq,

   b  baVjO;w nsrs gq, d  Åij fn, x, lHkh

 2- js.kq ijh{kk ls igys mldh enn djus ds fy, viuh lgsyh jhVk dks /kU;okn O;ä djus ds ckjs es lksp jgh gSA 
bu es ls dkSu lk fodYi bl fLFkfr ds fy, vuqdwy gksxk\

   a  jhVk] eq>s ekQ djks c  jhVk] rqEgkjh enn ds fy, /kU;okn

   b  jhVk] fQj feyrh gwa d  Åij fn, x, lHkh 

 3- vkidk nksLr ,d xyrh djrk gS vkSj vki mlsls bl ckjs es ckr djuk pkgrs gSaA bu es ls dkSu lk fodYi 
bl fLFkfr ds fy, vuqdwy gksxk\

   a  eSa rqels dqN ckr djuk pkgrk/pkgrh gwa  c  eq>s ekQ djks

   b  rqe ,d cqjs balku gks d D;k ge dqN [kk ldrs gSa\

 4- *,DlD;wt eh lj] D;k eSa vanj vk ldrk/ldrh gwa\^] ,d

   a  ekQh ekaxus dk lgh rjhdk gS c /kU;okn nsus dk vuqdwy rjhdk gS

   b  vuqefr ekaxus dk vkSipkfjd rjhdk gS d  ekQh ek¡xus dk vkSipkfjd rjhdk gS

 5- Vhpj us dgk] ^^i`’B ds nk,a dksus es Åij ç;ksx dk fo’k; fy[ksaa^^A ;g ,d 

   a ,d Li’V :i ls lapkfjr funsZ”k c  vLi’V gS

   b ,d fe=rkiw.kZ vuqjks/k gS  d ,d nksLr dks ekQh gS

 6- dE;qfuds”ku es xyrQgeh ls

   a  vPNs fj”rs curs gSa c  le>us es leL;k, gksrh gSa

   b  çHkkoh ifj.kke fn[krs gSa  d ;kstuk, lQy gksrh gSa

 7- ,d çHkkoh dE;qfudsVj ges”kk ‘<dash >’ dk mi;ksx djsaxk/djsaxh 

   a  ljy Hkk’kk c  yacs okd;

   b  vf”k”V “kCn d  tfVy Hkk’kk

 8- çHkkoh dE;qfuds”ku ds fy, ges”kk 

   a  lqurs jgsa  c /;ku ls lquks vkSj mi;ksxh cksysa 

   b  cksyrs jgsa  d  lquks vkSj ykijokgh ls cksysa 

 9- tc fdlh dks dqN dfBu fLFkfr dk o.kZu djuk gks] rks ;g egRoiw.kZ gS fd og

   a  lc dqN Li’V :i ls crk, c  leL;k ds dqN gh igyqvksa dks crk,

   b  dqN er crk, d  tfVy “kCnksa dk ç;ksx djsa

 10- tc dE;qfudsVj dBksj “kCnksa dk mi;ksx djds xyfr;k¡ fn[krk/fn[krh djus gSa] rks ;g

   a  Hkyk ekuk tkrk gS c  leL;k,a vkSj c<+ tkrh gSa

   b  leL;k lqy>krk gS d  lquus okys/okyh dh enn djrk gS
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11- tc ge ,d nwljs ls dE;qfudsV djrs gSa] rks fuEufyf[kr es ls dkSu ls fodYi vFkZ cukus es vf/kd enn djrs 
gSa\ 

   a  “kCn c  c‚Mh ySaXost 

   b  ge ftu “kCnksa dk mi;ksx djrs gSa d  bues ls dksbZ Hkh ugha

 12- ,d Øksf/kr O;fä dh c‚Mh ySaXost dSlh gksxh\ 

   a  “kkar vkSj jfpr  c ?kcjkbZ gqbZ vkSj vkØked 

   b  nksLrkuk vkSj lqgkuh gq,  d  fjySDLM vkSj lq[knk;d

13- tc vki fdlh dh Hkk”kk tkus fcuk muls ckr djrs gSa] vki ‘<dash >’ dk mi;ksx djds muds dgus dk vFkZ 
le>rs gSaA 

   a  psgjs ds Hkko vkSj b”kkjs  c  Hkk’kk dh /ofu;k¡

   b  Hkk’kk dk O;kdj.k  d  O;fä dh vkokt

 14-  tc vki ^^eSa bl lky Dykl es vOoy vk;k/vk;h gwa!^^ dgrs gSa] vkidh vkokt ‘ ’ lqukbZ nsxh

   a  nq%[kh vkSj mnkl c  vk”kafdr vkSj fujk”k 

   b  mRlkfgr vkSj vk”oLr  d  vD[kMq vkSj vfHkekuh

 15- Hkk’k.k nsrs gq, ges”kk csgrj gS fd vki

   a ,d txg [kM+s jgs  c  rsth ls pys 

   b  >qd dj [kM+s jgs d  lh/ks [kM+s gksdj ;ksa gh eap ij FkksM+k pys

 16- TV ij lekpkj i<+us okyksa dks ‘<dash >’ lgh çek.k es cuk, j[kuk vko”;d gSA

   a  vkokt c  vklu 

   b  vk; d‚UVSDV ¼us= laidZ½  d  Åij fn, x, lHkh 

 17-  vius dE;qfuds”ku fLdYl lq/kkjus dk ,d rjhdk gS fd vki

   a  vdsys vH;kl djsa c  nksLrksa ds lkFk vH;kl djds mudk QhMcSd ys

   b  yksxksa dk fufj{k.k djrs jgs 

 18-  tc vki Hkk’k.k nsrs gq, cqncqnkrs gSa rks vkidks ‘<dash >’ le>k tk,xk

   a  Hkzfer vkSj ftles vkRefo”okl dh deh gS c  vkRe fo”oklh vkSj vkØked

   a  vD[kMq  d  tkudkj 

 19- ,d lewg ds lkeus cksyrs gq, fuEufyf[kr es ls D;k Vkyuk pkfg,\ 

   a  vka[k ls laidZ cuk, j[kuk  c  Hkk’k.k dks ;kn djuk 

   b  ÅtkZ eglwl djuk  d  tdM dj [kM+s gksuk

 20- Hkk’k.k nsus ls igys ukSflf[k;ksa ds fy, :ijs[kk vkSj uksV~l rS;kj djuk egRoiw.kZ gSA 

   a  gk¡ c “kk;n

   b  ugha  d  fo’k; ij fuHkZj djrk gS 

Copyright Free. Under CC BY License



dE;qfuds”ku dkS”ky

187

 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________ 

__________________________________________________________________________________

 vkidks viuh communication skills esa lqèkkj ykus ds fy, D;k dne mBkus gSa \ fn, x, fp= ls reference ys 
ldrs gSa  
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4. çHkkoh dE;qfuds”ku dk vH;kl

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

 • vkSipkfjd vkSj vukSipkfjd dE;qfuds“ku dks igpkuuk

 • vkSipkfjd vkSj vukSipkfjd dE;qfuds“ku ds chp dk varj tkuuk

 • Lo;a dk çHkko“kkyh :i ls ifjp; djuk A

dE;qfuds“ku ij çHkqRo% dE;qfuds“ku esa egkjr gkfly djus ds fy, igyk dne vius Lo;a ds ifjp; dk vH;kl 
djuk gS! D;k vki tkurs gSa ,slk D;ksa\ vki vius ckjs esa cgqr dqN tkurs gSaA vkidks ^eSa D;k cksyw¡* tSls loky 
ijs“kku ugÈ djsaxs! vc cl vkidks viuh tkudkjh nwljksa ds lkeus çLrqr djus dk vH;kl djuk gSA vius ifjp; 
dk vH;kl djus dk ,d vkSj dkj.k gS & vki vius Hkkoh fu;ksäk@eSustj] lg&deZpkjh vkSj nksLrksa dks igyh 
eqykdkr esa çHkkfor dj ldrs gSa!

Eye contact
look at the audience

Don’t hide

Reading from the book  (X)
Looking up/down  (X)

Volume
Speak loudly and clearly

Don’t whisper / shout

Speaking too soŌ ly (X)
Using mixed up words (X)

Body language

Stand Smartly!

Keep your arms and legs
 in control

Smile!

Don’t shake
Moving legs (X)

Playing with pen (X)

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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1. viuk ifjp; nsa

 LVsi 1: ,d vkSipkfjd vkSj ,d vukSipkfjd situation ds fy, viuk ifjp; cuk,A vius ifjp; es 4&5 Çcnq gksus 
pkfg, A

ifjp; ds Hkkx vkSipkfjd ¼baVjO;w o dk;ZLFky½ vukSipkfjd ¼u, nksLrksa ls feyuk½

vfHkoknu ueLdkj / good morning / Good 
aŌ ernoon / good evening

Hi / Hey / Hello!

esjs ckjs esa uke / qualifi caƟ on / dke ls lacafèkr 
#fp;k

Name / interests / hobbies

LVsi 2 : vc gekjs ifjp; ds ^lkadsfrd ;k O;kogkfjd* igyw dks rS;kj djsa!

vkids ifjp; ds Hkkx vkSipkfjd ¼baVjO;w vkSj dk;ZLFky½ vukSipkfjd ¼u, nksLrksa ls feyuk½

vfHkoknu gkFk feykuk gkFk feykdj ‘hi’ dguk

igukok igukok  “kVZ@iS aV@lyokj@dqrkZ@lkM+h@     
vkSipkfjd twrs

vkjkenk;d jkst+ejkZ ds diMs

psgjs ds Hkko vkRefoÜokl ds lkFk eqldqjk;sa] ij gals ugÈ eqLdqjk,a!

c‚MhySaXost laHkys gq, vkSj vkSipkfjd [kqyk vkSj eS=hiw.kZ LoHkko

2.  fuEufyf[kr baVªksMD“ku “kSfy;ksa dks lgh category esa j[ksa!

çdkj ifjp; cf<+;k vPNk cqjk

vkSipkfjd gsyks] esjk uke jkts“k gSA eSa okjk.klh] mÙkj çns“k ls gwaA eSaus viuk 
lÆVfQdsV ITI vyhxat] y[kuÅ ls iwjk fd;k gSA eSaus bysDVª‚fuDl 
dh i<+kÃ dh gSA eq>s uÃ rduhdksa ds ckjs es tkuus dk “kkSd gSA 
eq>s u, yksxksa ds lkFk ckrphr djus es cgqr et+k vkrk gSA

vukSipkfjd gk;] eSa lkbek [kkrwu gwaA eSa vgenkckn ls gwaA eq>s nkSM+us vkSj ?kweus 
dk “kkSd gS!

vkSipkfjd lqçHkkr] eSa fljkt [kku gwaA eSaus viuk bysfDVªdyVªsM lÆVfQdsV 
dkslZ xouZesV ITI psUuÃ ls iwjk dj fd;k gSA eSa lÆol baMLVªhes dke 
djus dk ekSdk <wa< jgk gwaA ;g eq>s uohure rduhd ls viMsV 
jgus vkSj vius dE;qfuds“ku fLdYl dk mi;ksx etcwr xzkgd lacaèk 
cukus ds fy, djus dk volj nsxkA

vkSipkfjd ueLrs] eSa jru gw¡A eSa fnYyh ls gw¡A esjs firk ,d ljdkjh deZpkjh 
gSa] vkSj esjh ek¡ ,d x`fg.kh gSaA eSaus ITI, xqM+xkao ls bysDVª‚fuDl 
lh[kk gSA
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vkt dk ls“ku dSlk Fkk \

mckÅ 

et+snkj

cgqr dqN lh[kuk de lh[kk

lksps vkSj lk>k djsa%

 gesa viuk ifjp; nsrs gq, D;k cksyuk pkfg,\
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

viuk vkSipkfjd ifjp; nsrs gq, vki fdu #fp;ksa vkSj xq.kksa ds ckjs esa ckr dj ldrs gSa\
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

viuk vukSipkfjd ifjp; nsrs gq, vki fdu #fp;ksa vkSj xq.kksa ds ckjs esa ckr dj ldrs gSa\
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

vki ftu DyklesV~l dks vius Ldwy@d‚yst es igyh ckj feys muls iwNs — igyh eqykdkr ds ckn mUgksaus vkids 
ckjs es D;k lkspk\ vkius vius DyklesV~l ij fdl rjg dk çHkko Mkyk\ D;k vki ogh Nfo cukuk pkgrs Fksa\ ;fn 
gk¡] rks vkius ;g dSls fd;k\ ;fn ugÈ] rks vxyh ckj u, yksxksa ls feyrs gq, vki D;k vyx dj ldrs gSa\

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA
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5. çHkkoh dE;qfuds“ku esa çHkqRo

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!:

 • viuh vkokt+ ds Loj ls Hkkouk,a O;ä dj ikuk

 •  egRoiw.kZ Çcnqvksa ij t+ksj nsus ds fy, vius speech dh xfr dks dke ;k rst+ djuk

 •  t+ksjnkj vkSj Li’V speech dk vH;kl djuk vkSj ml ij çHkqRo ikuk

 çHkkoh dE;qfuds“ku esa çHkqRo% ge viuh cksyus dh fgpfdpkgV dks nwj djus ds fy, cgqr esgur dj jgs gSaA 
geus vaxzsth Hkk’kk lh[kus esa Hkh dqN le; fcrk;k gSA vkSj] fiNys dqN sessions ls] ge ,d nwljs ds lkFk çHkkoh 
dE;qfuds“ku djus dk vH;kl dj jgs gSaA vc dqN ,slh lq>ko vkSj rjdhcsa lh[kus dk le; gS tks gesa mR—”V 
dE;qfudsVj cuus esa enn djsaxs! bl ls“ku esage lh[ksaxs fd dSls ge vfèkd Li’V vkSj çHkko“kkyh rjhds ls cksy 
ldrs gSaA

SPEAK UPtksj ls cksysa
vxj vki QqlQqlk,axs 
;k èkheh vkokt+ es 

cksysaxs] rks yksx vklkuh 
ls vkidks vuns[kk dj 

ldrk gSaA

èkheh xfr
esa cksys

cgqr tYnh cksyuk cqjh 
vknr gS ftlds dkj.k 
yksx vkidks Bhd ls 
lqu ;k le> ugÈ 

ik;saxs A

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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xgjh lkal 
ysus dk vH;klsa
xgjh lkal ysus ls
vkokt+ esa ne vkSj 
Li’Vrk vkrh gS A
vkidks lkal vkidh
Nkrh ugÈ] vkids 

Mk;kÝke ls
vkuh pkfg, A

vkokt+ dh 
pitch cnyrs 

jgs
vkidh vkokt+ dh 

pitch ls vkids Hkk”k.k 
dh xq.koÙkk ij vlj 

nky ldrk gSA

Loj dk
vH;kl djsa

viuh çk—frd cksyus 
dh vkokt+ dks fodflr 
djus ds fy, ^oksdy 

,d lj lkbt+* ;k Loj 
vH;kl dj ldrs gSaA

t+ksj ls i<+us 
dk vH;kl djsa
mPpkj] xfr vkSj 

o‚Y;we ij dke djus 
ds fy,] t+ksj ls i<+us 
dk vH;kl djuk 

ykHknk;d gks ldrk gSA

Lo;a dks 
record djsa

cgqr yksx viuh [kqn 
dh vkokt+ lquuk ilan 
ugÈ djrs gSa] ysfdu 
vius vki dks jsd‚MZ 
djuk ykHknk;d gks 

ldrk gSA

cksyrs gq, viuk eqag 
[kksys] vius gksaB <hys 
djrs gSa vkSj viuh 

thHk vkSj nkarksa dks lgh 
fLFkfr es j[ksA

Li’V
mPpkj.k djsa
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LVsi 1
viuh Dykl ds 6 LVwMsaV~l ds lkFk 
Vhe cukb,aA

LVsi 2
vkt ds v[k+ckj ls 6 [kcjksa dks 
pqfu,!

LVsi 3
pquh x;h [kcjksa ds vkèkkj ij vki lHkh dks 
,d ^rkt+k [k+cj@czsÇdxU;wt* ihl rS;kj 
djuk gSA

LVsi 4
,d nwljs ds lkeus ;g [k+cj i<+s] 
yksdfç; TV anchor ds ckjs esa ppkZ 
djsaA vki viuh rkt+k [k+cj mUgh 
ds vankt+ ¼euksjatd vkSj vkd’kZd        
i)fr½ es i<+ ldrs gSa!

LVsi 5
ppkZ djsa — fdldh U;wt+fMyhojh 
lcls T;knk vkd”kZd jgh vkSj 
D;ksa\ fdldh U;wt+fMyhojh lcls 
de vkd’kZd Fkh vkSj mls dSls 
lqèkkjk tk ldrk gS\

LVsi 6
ppkZ djsa — ge vius ladksp dks de 
djds vius Hkkoukvksa dks dSls vfèkd O;ä 
dj ldrs gSa\ ;g cnyko gekjs fy, dSls 
ykHknk;d gks ldrk gS\

LVsi 1
viuh Dykl ds fdlh ,sls O;fä ds lkFk Vhe cukb;s 
tks dHkh vkids vk;k@vk;h u gks!

LVsi 2
vkids nksLr dks vkids ?kj rd dk jkLrk le>dj mldk 
map cukuk gSA

muds ç“uksa dk iwjk tokc nsa] ij ;g u crk, fd mUgsa dkSu 
ls ç“u iwNus gSaA

LVsi 3
vius nksLr dks mÙkj es vius ?kj ds jkLrs dk foLr`r 
o.kZu djsaA ij mUgsa ;g u crk, fd mudk u{kk lgh 
gS ;k ugÈA le;% 15 feuV

LVsi 4
ppkZ djsa — D;k vkids nksLr vkids ?kj rd dk lgh u{kk 
fudkyuk ik,\ mUgsa vius funsZ“kksa dh Li’Vrk ij çfrfØ;k 
iwNsaA vki vfèkd Li’V :i ls dSls cksy ldrs Fks\ vkids 
dkSu ls “kCnksa ;k okD;ksa us mUgs lcls T;knk my>u es 
Mkyk\

SMILE AS
YOU SPEAK

People will judge 
you and the content
of your speech more
favorably if you use
an open, friendly,
encouraging tone.

cksyrs gq, 
eqLdqjk,

yksx vkidks vkSj vkids 
Hkk’k.k dk vfèkd vuqdwy 
eewY;kadudjsaxsa vxj vki 
,d [kqyk vkSj mRlkgtud 
Loj dk mi;ksx djrs gSaA

Lrks= : Wiki How 

1. fuEufyf[kr steps dk ikyu djsa vkSj vius ladksp dks nwj gVk;sa

2. Directions crkuk vkSj le>uk
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mckÅ

etsnkj

cgqr lh[kuk de lh[kk

 KWL pkVZ es fn, x, ^eSaus D;k lh[kk^ ç“u dk mÙkj fy[ksaA

vkt dk ls“ku dSlk Fkk\

lksps vkSj lk>k djsa%

vki vkids dE;qfuds“ku dks vfèkd Li’V dSls cuk ldrs gSa\

__________________________________________________________________________________________
__________________________________________________________________________________________

Hkkouk,¡ O;ä djus fy, vkokt+ ds Loj esa mrkj&p<+ko D;ksa t+:jh gS\

__________________________________________________________________________________________
__________________________________________________________________________________________

vki vius dE;qfuds“ku ls tqM+s vkRefoÜokl dks c<+us ds fy, D;k dj ldrs gSa\

__________________________________________________________________________________________
__________________________________________________________________________________________

vki viuh dE;qfuds“ku {kerk ij csgrj çfrfØ;k ikus ds fy, D;k dj ldrs gSa\

__________________________________________________________________________________________

dqN acting gks tk,!
vius nksLrksa ds lkFk vius dk;ZLFky ds igys fnu ij ,d fLdV@ukfVdk rS;kj djsaA igys fnu ij vkidks vius 
lHkh lg&dÆe;ksa dk vfHkoknu djuk gksxk vkSj ,d&nwljs dks viuk ifjp; nsuk gksxkA ,d&nwljs dh Hkwfedk,¡ 
r; djsa vkSj fLdV cuk,A
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6. vius dE;qfuds”ku {kerk dk ewY;kadu djsa

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• viuh strengths vkSj mu {ks=ksa dks igpkuuk ftu esa lqèkkj dh vko”;drk gS

• viuh dE;qfuds”ku {kerk dks lqèkkjus djus ds fy, Dykl ds ckgj voljksa dks igpkuuk

• Dykl ds ckgj dE;qfuds”ku dk vH;kl djukA

 lh[kuk ,d vkthou çfØ;k gS! vkius vHkh rd dE;qfuds“ku es egkjr gkfly ugÈ dh gSaA vkius dsoy egkjr dh 
vksj viuh ;k=k “kq: dh gSaA ;g e‚Mîwy vkidks viuh dE;qfuds“ku dh {kerk dk vkdyu djus es enn djsxkA 
bl ls“ku dks iwjk djus ds ckn] vkidks irk py tk,xk fd vkidh rkdr vkSj det+ksfj;ka D;k gSaA

Essen  al Communica  on Skills for Your Career

 L=ksr: The balance careers.com

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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D;k ;g vki gSa---\ 5 4 3 2 1

gk¡ dqN&dqN irk ugÈ “kk;n ugÈ ugÈ

1. eSa [kqys fopkjksa okyk@okyh gwa vkSj nwljksa ds lgh fopkjksa ds vkèkkj ij viuk –f’Vdks.k 
cnyus dks rS;kj gwaA

2. eSa cksyus ls igys lksprk@lksprh gwa vkSj lHkh dE;qfuds“ku dh rS;kjh djrk@djrh 
gwaA

3. eSa ges“kk lkeus okys O;fä¼;ksa½ ds fy, vius “kCnksa dks x+kSj ls pqurk@pqurh gwaA

4. eSa vklkuh ls yksxksa dh ckr fcuk gLr{ksi fd, lqu ldrk@ldrh gwaA

5. eSa yksxksa ls ckr djrs gq, muls Bhd ls eye contact½ cuk, j[krk@j[krh gwaA

6. eSa eqf“dy yksxksa ls dE;qfudsV djus dks ?kcjkrk@?kcjkrh ugÈ gwaA

7. eSa vkRefoÜokl ds lkFk] fcuk cqncqnk,] cksyrk@cksyrh gwaA

8. eSa Li’V] laf{kIr rjhds ls viuh ckr çLrqr djrk@djrh gwaA

9. eSa lkeus okys O;fä dh ckr ij vklkuh ls è;ku dsafær dj ldrk@ldrh gwaA

10. tc rd nwljk O;fä ckr dj jgk gS] rc rd eSa viuh çfrfØ;k ugÈ cukrk@
cukrhA

11. eq>s ,slk ugÈ yxrk fd esjh jk; nwljksa ls vfèkd egRoiw.kZ gSA

12. eSa dsoy rHkh cksyrk@cksyrh gwa tc esjs ikl ckrphr es ;ksxnku djus yk;d dqN 
gksrk gSA eSa cs eryc ckr ugÈ djrk@djrh gwaA

13. eSa viuh c‚MhySaXost dks vius lans“k ds fglkc ls cnyus dk lpsr ç;kl djrk@
djrh gwaA

14. eSa nwljksa dh c‚MhySaXost i<+ ldrk@ldrh gw¡A

15. Hkys gh nwljksa dh dgh ckr eq>s Øksfèkr djrh gks] eSa viuh ckr “kkafr ls dgrk@
dgrh gwaA

16. tc lewg ds dqN yksx “kkar cSBs gq, gksrs gSa] eSa mUgsa ;ksxnku nsus ds fy, çksRlkfgr 
djrk@djrh gwaA

17. cgl djrs gq,] eSa fpYykrk@fpYykrh ugÈ gwa ;k vkØked b“kkjs djrk@djrh ugÈ 
gwaA

18. tc lewg es ppkZ rukoiw.kZ gks tkrh gS] eSa lHkh dks “kkar vkSj eqís ij dsafær 
j[krk@j[krh gwaA

19. eSa vkjke ls ehÇVXl ;k cSBdksa es Hkkx ys ldrk@ldrh gwaA

20. eSa ckrphr ds çeq[k Çcnqvksa dks lkjkaf“kr djuk tkurk@tkurh gwaA

gj d‚yees fdrus fVd fd,% (number of Ɵ cks in each column)

dqy feykdj% (fi ve column scores added)

ifj.kke: 
76 -100 : vkidk dE;qfuds“ku cgqr vPNk gksus dh laHkkouk gS 
51 – 75 : vkids ikl dE;qfuds“ku fLdYl dh vPNh uho gS
26 – 50 : vkidks vkidh dE;qfuds“ku fLdYl lqèkkjus ds fy, cgqr dke djuk gksxk

1.  fuEufyf[kr dFkuksa dks i<+s vkSj 1 ls 5 rd vius vki dks jsV djsa
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2.  Follow the steps and refl ect.

LVsi 1
viuh Dykl ds fdlh ,d O;fä ds lkFk Vhe 
cukb,aA

LVsi 2
vkids nksLr dks dgs fd os vius LekVZQ+ksu ls vkidks 
vkidk vkSipkfjd ifjp; nsrs gq, ohfM;ks jsd‚MZ djsaA 
vkidk ifjp; de ls de 2 feuV dk gksuk pkfg,A

LVsi 3
nksuksa lkFk es jsd‚ÉMx ns[ksaA

LVsi 4
ppkZ djsa — vkids dE;qfuds“ku ds ckjs es vkidks D;k 
vPNk yxk\ vius lkadsfrd ;k O;kogkfjd dE;qfuds“ku dks 
lqèkkjus ds fy, vki dqN dj ldrs gSa\ D;k vkidks viuh 
vkokt+ vPNh yxh\ mls vfèkd Hkkocksèkd cukus ds fy, 
D;k vki vkSj dqN dj ldrs gSa\ 

mckÅ

etsnkj

cgqr lh[kk de lh[kk

vkt dk ls“ku dSlk Fkk\

vius dE;wfuds“ku dk ewY;kadu djus ds fy, vkSj tests

vki vius communicate djus dh {kerk ds fy, fuEu test ys ldrs gSa:
 hƩ ps://www.acƟ via.co.uk/communicaƟ on-skills-test
 hƩ ps://www.mindtools.com/pages/arƟ cle/newCS_99.htm

lksps vkSj lk>k djsa%

 ,d dE;qfudsVj ds :i esa vkidh dqN rkd+rsa D;k gSa\
 __________________________________________________________________________________________
 __________________________________________________________________________________________

 ,d dE;qfudsVj ds :i esa vkids dE;qfuds“ku {kerk esa lqèkkj {ks= dkSu ls gSa\
 __________________________________________________________________________________________
 __________________________________________________________________________________________

Vhe esa nwljksa ls vkius vPNs dE;qfuds“ku dh dkSu lh fVIl lh[kh\
 __________________________________________________________________________________________
 __________________________________________________________________________________________

vki bl bafLVVîwVesa i<+rs gq, dE;qfuds“ku dk vH;kl dSls dj ldrs gSa\
 __________________________________________________________________________________________
 __________________________________________________________________________________________

KWL pkVZ es fn, x, ^eSaus D;k lh[kk^ ç“u dk mÙkj fy[ksaA
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7. [kqn dks ij[ksa
1. [k+qn dk çHkkoh ifjp; djus ls gekjs &<dash>& ij vPNh Nfo cuus esa enn gksrh gSA

 a. Hkkoh fe=ksa  b. Hkkoh eSustjksa@lapkydksa c. f“k{kdksa  d. Åij fn, x, lHkh

2. ^gk;] eSa lju gwaA eSa vgenkckn ls gwaA eq>s nkSM+us vkSj ?kweus dk cgqr “kSd gS!*] ,d &<dash>& gSA  

 a. vkSipkfjd ifjp;     b. vukSipkfjd ifjp;  
 c. Åij fn, x, nksuksa     d. Åij fn, x, fodYiksa es ls dksÃ ugÈ

3. tc vki ,d vkSipkfjd fLFkfr esa gksrs gSa] rks vkids psgjs ds Hkko dSls gksus pkfg,\

 a. eqLdqjk,s ysfdu gals ugÈ b. gals ysfdu eqLdqjk,sa ugÈ c. galrs jgs d. eqLdqjkb,s er

4. vkjkenk;d diM+s fdl çlax ds fy, csgrj gS\

 a. baVjO;w    b. nksLrksa ls feyuk c. fctusl ehÇVx d. vkSipkfjd volj

5. vius i<+kÃ dh foLr`r tkudkjh dk o.kZu gesa dc lk>k djuk pkfg,\ 

 a. baVjO;w    b. nksLrkuk ckrphr c. lewg ppkZ  d. cgl 

6. viuk ifjp; djuk communication dk ,d egRoiw.kZ ?kVd blhfy, gS D;ksafd

 a. çFke Nfo ges“kk ;kn jgrh gS    c. gekjs vPNs xq.kksa dks gj dksÃ igpkurk gS

 b. gesa ckr djus dk ekSdk feyrk gS   d. ge vius ckjs es dqN Hkh dg ldrs gSa

7. baVjO;w esa vkidk handshake dSlk gksuk pkfg,\ 

 a. rax vkSj –<      b. –<+ vkSj vkRefoÜokl ls Hkjk  
 c. <hyk vkSj de le; rd    d. ilhus ls rj vkSj yack

8. tc vki u, nksLrksa ds lkFk ckr djrs gSa] rks vki vius ckjs es D;k crk ldrs gSa\ 

 a. rduhdh dkS“ky  b. “kkSd   c. iSls dh leL;k d. “kSf{kd ;ksX;rk

9. tc ge communicate djrs gSa] rks gesa fuEufyf[kr fodYiksa esa ls fdu ij è;ku nsuk t+:jh gS\

 a. gekjh ekSf[kd vfHkO;fä    c. nksuks ekSf[kd vkSj lkadsfrd ;k O;kogkfjd vfHkO;fä

 b. gekjh lkadsfrd ;k O;kogkfjd vfHkO;fä  d. u ekSf[kd vkSj u lkadsfrd ;k O;kogkfjd vfHkO;fä

10. lkadsfrd ;k O;kogkfjd vfHkO;fä es fuEufyf[kr es ls dkSu lk igyw “kkfey gS\

 a. vPNk vk; d‚UVSDV  (Good eye contact) c. eqLdjkgV            
 b. [kM+s gksus ;k cSBus dk rjhdk    d. Åij fn, x, lHkh

11. vxj dksÃ [kqys fnekx ls nwljksa ds fopkjksa ds vkèkkj ij viuk –f’Vdks.k cnyus ds fy, rS;kj gSa] rks os & 
<dash>& gSaA

 a. vPNs dE;qfudsVj b. dM+s dE;qfudsVj    c. det+ksj dE;qfudsVj     d. cqjs dE;qfudsVj

12. ;g t+:jh gS fd vki ftl O;fä ls ckr dj jgs gSa mlds vuqdwy vius “kCn pqusa] D;ksafd

 a.  ;g fn[krk gS fd vki muds lkFk laokn djus es #fp ugÈ j[krs gSa

 b. vkidks vius “kCn Kku dk fn[kkok djuk gS

 c.  og O;fä vkids lans“k dks le> ik,

 d. dE;qfuds“ku ges“kk eqf“dy gksrk gS
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13. tc vkidks Rofjr dqN dguk gks] rks csgrj gksxk dh vki 

 a. Li’V vkSj yack cksys      b. Li’V vkSj laf{kIr cksys       c. laf{kIr vkSj Hkzfer cksys       d. laf{kIr vkSj èkhjs cksys

14. tc nwljk O;fä ckr dj jgk gks] ,d vPNk dE;qfudsVj ges“kk

 a. è;ku ls lqurk gS               c. cgqr lkjs ç“u iwNrk gS   
 b. viuh çfrfØ;k ds ckjs es lksprk gS   d. vèkhj gksrk gS

15. vkidks vius lans“k ls viuh c‚MhySaXost dks eSp @ tksM+uk D;ksa t+:jh gS\

 a. D;ksafd dE;qfuds“ku ekSf[kd gksrk gS  c. D;ksafd dE;qfuds“ku ekSf[kd vkSj –“;kRed nksuksa gksrk gS

 b. D;ksafd dE;qfuds“ku –“;kRed gksrk gS  d. Åij fn, x, fodYiksa es ls dksÃ ugÈ

16. tc lewg esa ppkZ rukoiw.kZ gks tkrh gS] rks csgrj gS fd ge%

 a. viuh vkokt+ Å¡ph djsa    c. vU; çfrHkkfx;ksa ds lkFk >xM+k djsa

 b. “kkafr ls viuh jk; O;ä djsa   d. iSufyLV ¼vk;kstd½ ls f“kdk;r djsa

17. tc lewg ds dqN yksx ppkZ ds nkSjku “kkar cSBs gq, gksrs gSa] rc eSa

 a. eSa mUgsa Hkkx ysus ds fy, çksRlkfgr djrk@djrh gwa   c. muds ckjs es Hkwy tkrk@ tkrh gwa

 b. bl volj dks cksyus ds fy, mi;ksx djrk@djrh gwa  d. mudh [k+kfrj cksyrk@cksyrh gwa

18. fdlh ls ckrphr djrs gq, mudh ckr esa fnypLih fn[kkus dk ,d rjhdk gS

 a. var es muds fopkjksa dks lkjkaf“kr djuk   c. muds Hkk’k.k ds nkSjku lksuk

 b. mudh ckr esa gLr{ksi djuk    d. fcuk iwNs viuh jk; nsuk

19. LekVZQ+ksu ij vius vki dks fjd‚MZ djuk fdl pht+ esa mi;ksxh gks ldrk gS\

 a. vius [k+kyh le; es ns[kus ds fy,    
 b. dE;qfuds“ku esa viuh strength vkSj det+ksfj;ksa dk ewY;kadu djus ds fy,
 c. vius nksLrksa dks fn[kkus ds fy,     d. Q+slcqd ij bls iksLV djus ds fy,

20. fdlh ds career esa enn djus okys lcls egRoiw.kZ communication fLdYl gSa

 a. lquuk vkSj vkRefoÜokl    c. lkadsfrd ;k O;kogkfjd dE;qfuds“ku

 b. fe=rk vkSj [kqyh fopkj “kSyh   d. Åij fn, x, lHkh
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 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________
 __________________________________________________________________________________ 

__________________________________________________________________________________

vki csgrj dE;qfudsV dSls dj ldrs gSa\ bles yxus okys fofoèk pj.kksa dh lwph cuk,] Åij fn, x, fp= dk 
lgkjk ysdjA
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8.  ekSf[kd dE;qfuds”ku — cksyuk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• VsyhQ+ksu d‚y djus esa mi;ksxh vfHkO;fä;ksa dks igpkuuk

• fn, x, lanHkks± ij VsyhQ+ksud‚y djuk

• VsyhQ+ksud‚y djuk

VsyhQ+ksu d‚y esa mi;ksxh vfHkO;fä;ksa dks igpkuuk ,d cgqr egRoiw.kZ dkS“ky gSA vius O;kolkf;d thou esa 
vkidks vkids Hkkoh eSustjksa tSls vU; yksxksa dks vkSipkfjd VsyhQ+ksud‚y djus dh t+:jr gksxhA vkSipkfjd 
VsyhQ+ksud‚y djuk lh[kus ls dk;ZLFky es vkidks vPNk çn“kZu djus esa enn feysxhA 

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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1. ,d lkFkh pqusaA fuEufyf[kr ç“uksa dk mÙkj nsaA vxj vkids mÙkj vkids lkFkh ls vyx gSa] rks nksuksa ds mÙkj 
fy[ksaA

 a. dqN voljksa dh lwph cuk, tc vkidks dk;ZLFky dks ,d VsyhQ+ksud‚y djus dh vko“;drk gks ldrh gSA
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

 b. tc vki vkSipkfjd VsyhQ+ksud‚y djrs gSa rks fdu egRoiw.kZ ckrksa ij fopkj djuk pkfg,\
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

 c. tc vki vkSipkfjd VsyhQ+ksu d‚y djrs gSa rks D;k fouez gksuk vko“;d gS\ dkj.k crk,aA
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

 d. vius lqijok;lj dks ,d fnu dh Nqêh dk vkosnu djus ds fy, vkSipkfjd d‚y djrs gq, fdu ckrksa dk è;ku 
j[kuk t+:jh gS\

 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

2. uhps fn, x, fp= ds vkèkkj ij mi;qä “kCnksa ls fjä LFkku HkjsaA

vius call 
ds fy, 

rS;kj jgsa

dsoy dkWy
u djks

Call ij 
lans“k Bhd 

ls ysa

Call lekIr gksus ls 
igys mls lkjka“k djsa

fouezrk ls 
vfHkoknu djsa

fouezrk ls 
vfHkoknu 

djsa

viuk vkSj 
vius dke 
dk ifjp; 

djsa

Li’V cksysa

vlH; ;k cksyh 
Hkk’kk esa u cksysa

fdlh dks hold 
ij Mkyus ls 

igys mUgsa iwNsa
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a. vkidk Loj  ______________________________________________ gksuk pkfg,A

b. vkidks ______________________________________________ rjhds ls cksyuk pkfg,A

c. tc gesa d‚y dh vis{kk gksrh gS] rks gesa __________________________________________

d. vxj gesa d‚y ij dksÃ lans“k nsrk gS] rks gesa ____________________________

e. D;k gesa fdldks gksYM ij Mkyus ls igys iwNuk pkfg,\ gk¡@ugÈA

f. d‚y lekIr gksus ls igys ges ______________________________________________, djuk pkfg,A

g. gesa d‚y rhu ?kafV;ks ds vanj mBkuk pkfg,A gk¡@ugÈA

h. gesa Q+ksu ij vlH; ;k cksyh Hkk”kk dk mi;ksx djuk pkfg,A gk¡@ugÈA

3. vki XYZ v‚VkseksckbYl es lqijok;lj dk dke dj jgs gSaA fdlh dkj.k ls vki xzkgd dh [k+jhnh gqÃ xkM+h 
fMyhoj ugÈ dj ik jgsaA vkidks ;g ckr xzkgd dks d‚y djds crkuh gS vkSj muls vkSj 15 fnuksa dh vofèk 
ekaxuh gSaA

vius note ;gk¡ cuk,a:
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

4. vkids c‚l xÆe;ksa esa Hawaii ?kweus tk jgk gSaA os vki ls tkuuk pkgrs gSa fd lQ+j ds nkSjku os D;k djsa vkSj 
D;k u djsaA mUgksaus vkidks ,d VªSoy ,Mokbt+j ¼;k=k lykgdkj½ ls ijke“kZ djds tkudkjh ysus ds fy, dgk 
gSA fn, x, fp= ds vkèkkj ij vius ç“u rS;kj djsa vkSj VªSoy ,Mokbt+j dks d‚y djsaA

 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
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5. vkius ABT ek#fr fyfeVsM es ,d baVuZ ds in ds fy, vkosnu fn;k gSA vkius ,d eghus igys baVjO;w fn;k gSa 
ij vHkh rd muls dksÃ mÙkj ugÈ vk;kA viuh fLFkfr dk irk yxkus ds fy, muds HR eSustj ¼ekuo lalkèku 
çcaèkd½ dks d‚y djsaA vius ,fIyds“ku dh lkjh tkudkjh rS;kj j[ksa vkSj fouezrk ls cksysaA

vius uksV~l ;gk¡ cuk,a:
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç“u dk mÙkj fy[ksaA 

  dk;ZLFky esa ofj’B vfèkdkfj;ksa vkSj lgdkfj;ksa ls communicate djus ds fy, VsyhQksu ij ckr djuk ,d            
egRoiw.kZ fLdy gSA fouez Hkk’kk dk mi;ksx vkSj rkRdkfyd d‚y djuk gj O;fä dks vius dfj;j esa lQ+y gksus 
esa enn djrk gSA

  hƩ ps://youtu.be/MO8Jz7b9wH8
 hƩ ps://youtu.be/kaH4xfodN3w
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9. ekSf[kd dE;qfuds”ku — fy[kuk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• vkSipkfjd i=ksa dh fo”ks’krkvksa dks igpkuuk

• vkSipkfjd i=ksa vkSj jsT+;qe es <k¡ps dks igpkuuk

• foKkiuksa ij çfrfØ;k nsuk] vkSj i= vkSj jsT+;qe es fy[kuk

fyf[kr :i esa dE;qfudsV djus dh {kerk ,d egRoiw.kZ fLdy gSA ukSdjh ds vkosnu ds lkFk jsT+;qes tek djuk 
vfuok;Z gSA thou ds dÃ fLFkfr esa vkSipkfjd vkSj vukSipkfjd i= fy[kus dh vko“;drk gks ldrh gSA

,d vPNs vkosnu i= vkSj jsT+;qe es dk ukSdjh nsus okyh daiuh ij vPNk impression tkrk gSA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

Copyright Free. Under CC BY License



dE;wfuds”ku dkS”y

206

 uke% XXX
 irk% YYY
 tUe fnukad% 00/00/0000
 laidZ dh tkudkjh% ySaMykbu% 000 00000000
                                             eksckÃy% 00000 00000
                                             Ãesy% abcd@efgh.com
 “kSf{kd ;ksX;rk% 
 rdfudh ;ksX;rk% CAD, MS-offi  ce
 dke dk vuqHko% ApprenƟ ceship in NMOP industry
 #fp;k¡% Gardening, singing, housekeeping.

Examina  on Board Marks obtained
SSLC/10thStd
NCVT

            gLrk{kj       
                                                                                                                                 XXX

  

1.  _”kHk dh rfc;r [k+jkc gSA og 2 fnu dh Nqêh dk vkosnu ns jgk gSA mls ;g i= fy[kus es enn djsaA 
D;ksafd og vius Ççfliy dks fy[k jgk gS] ;g ,d vkSipkfjd i= gSA

2.  vkids firkth dh rch;r [k+jkc gSA vkidks mUgsa vLirky ys tkuk iM+sxkA ITI ds Ççfliy dks Nqêh dk 
vkosnu i= fy[ksaA

 vkidk uke @ irk
 ________________
 ________________
 ________________
 çfr]
 ________________
 ________________
 ________________
 lj]
 ____________________________________________________________________________________

____________________________________________________________________________________ 
   èkU;okn _______________.

 ______________
 ______________           vkidk@vkidh vkKkdkjh]
                                                                                                                                ________________

  çfr]
  ,p- _”kHk
  fQVj Vªsuh
  IIT, iw.ks
  çfr]
  Ççfliy egksn;]
  IIT, iw.ks

  lj]
  eSa chekj gwA eSa ____________________ fd vki eq>s  _______________________ ds fy,  ___________
  ________________. ysus nsaA eSa ITI okfil __________________________.
    èkU;okn _______________.
  iq.ks]
  01.07.20___         vkidk vkKkdkjh]
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3.  ITI VªSuhl ds fy, fn, x, bl foKkiu dks ns[ksaA ,d vkSipkfjd vkosnu i= vkSj jsT+;qes fy[ksaA vki fp= es 
fn, x, i= vkSj jsT+;qe es ds <k¡ps dks ns[k ldrs gSaA funsZ“kd] ABC baMLVªh] dSaVksuesaV] fnYyh dks fy[ksaA 

“kSf{kd ;ksX;rk% NCVT cerƟ fi cate, 18-28 years old. 

osru% Rs. 15,000 – 25,000.

fnukad%                                                                                                 

vkidk uke @ irk

__________________
__________________
__________________
__________________

çfr]

__________________
__________________
__________________
__________________

fç; lj@eWMe]

         fo’k;% _______________________ ds iksLV ds fy, vkosnu

 eSaus vkidk foKkiu naukri-com ij ns[kkA eSaus viuh ITI VªsÇux _____________________ ds O;kikj 
esa______________ ls iwjh dh gSA eSa bl iksLV ds fy, vkosnu nsuk pkgrk@pkgrh gwaA eSa __________________________ 
lky dk@dh gwaA esjs ikl   _______________ lÆVfQ+dsV gSaA

 eSaus vkids lanHkZ ds fy, bl vkosnu ds lkFk viuk  __________________ Hkstk gSA eq>s Hkjkslk gS fd vxj 
esjk p;u gksrk gS rks eSa esgur ls dke d#axk@d#axh vkSj daiuh ds lkjs fu;eksa dk ikyu d#axk@d#axhA

                                                                         __________________.

                                                                                                                                                        vkidk@vkidh] 
                                                                                                                                                         _____________

Sl. No. Trade No. of Posts
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Resume
uke%

irk%

tUe fnukad%

laidZ dh tkudkjh%    ySaMykbu%

                                        eksckÃy%

                                             Ãesy%

“kSf{kd ;ksX;rk% 

rdfudh ;ksX;rk%
dke dk vuqHko%

#fp;k¡%
             gLrk{kj

ijh{kk cksMZ xq.k@uacj
SSLC/10th Std.
NCVT

4.  vkidh ITI gks pqdh gS vkSj vkids ikl NCVT lÆVfQ+dsV gSA vki BHEL, fnYyh es baVuZf“ki ds fy, vkosnu 
Hkstuk pkgrs gSaA DGM, BHEL, fnYyh ds çfr ,d jsT+;qe es vkSj doÇjxysVj fy[ksaA vki fiNys xfrfofèk es fn;k 
x, <k¡ps dk mi;ksx dj ldrs gSaA

            fnukad%                                                                                                 
vkidk uke @ irk
__________________
__________________
__________________
çfr]
__________________
__________________
__________________

fç; lj@eWMe]

fo’k;% __________________ ds iksLV ds fy, vkosnu

  eSaus vkidk foKkiu naukri-com ij ns[kkA eSaus viuh ITI VªsÇux __________________ ds O;kikj 
es__________________ ls iwjh dh gSA eSa bl iksLV ds fy, vkosnu nsuk pkgrk@pkgrh gwaA eSa __________________ 
lky dk@dh gwaA esjs ikl __________________ lÆVfQ+dsV gSaA

 eSaus vkids lanHkZ ds fy, bl vkosnu ds lkFk viuk __________________ Hkstk gSA eq>s Hkjkslk gS fd vxj 
esjk p;u gksrk gS rks eSa esgur ls dke d#axk@d#axh vkSj daiuh ds lkjs fu;eksa dk ikyu d#axk@d#axhA

       __________________.
            vkidk@vkidh]
                                                                                                                                                         _____________
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Resume

uke%
irk%
tUe fnukad%
laidZ dh tkudkjh%    ySaMykbu%
                                          eksckÃy%
                                          Ãesy%
“kSf{kd ;ksX;rk%

rdfudh ;ksX;rk%

dke dk vuqHko%

#fp;k¡%

            gLrk{kj       

ijh{kk cksMZ xq.k@uacj
SSLC/10thStd.
NCVT

 KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA 

  i= vkSj jsT+;q es ds :i es ekSf[kd dE;qfuds“ku cgqr egRoiw.kZ gSA blls ukSdjh feyus es lQ+yrk feysxhA vPNh 
rjg ls fy[kk gqvk jsT+;qes vkSj vkosnu i= ukSdjh nsus okys ij vPNh Nfo cuk,axsaA

  hƩ ps://youtu.be/Ix0sy7-ivxM
 hƩ ps://youtu.be/MYaXN8j7rL8
 hƩ ps://youtu.be/1RfZcU3DFz0
 hƩ ps://youtu.be/lviKƞ ayAUs
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!
• vkSipkfjd vkSj vukSipkfjd dE;qfuds”ku ds fy, mfpr c‚MhySaXost dks igpkuuk
• lkadsfrd communication ds egRo dks igpkuuk
• mfpr c‚MhySaXost dk vH;kl djuk

dE;qfuds“ku ds fy, mfpr body language dks igpkuuk ,d egRoiw.kZ fLdy gSA Body language laokn ds 
lanHkZ ij fuHkZj gSA ;g varj vukSipkfjd dE;qfuds“ku esa de vkSj vkSipkfjd dE;qfuds“ku esa vfèkd gksrk gSA Body 
language, çdkj dk lkadsfrd ;k O;kogkfjd dE;qfuds“ku gSA

c‚MhySaXost “kCnksa ls T+;knk dE;qfudsV djrk gSA bles b“kkjs] eqæk,a] psgjs ds Hkko] vk; d‚UVSDV vkSj personality 
dk lekos“k gksrk gSA mfpr Body language ls baVjO;w esa vPNh Nfo dk fuekZ.k djus vkSj lQyrk ikus esa enn 
djrs gSaA

a. c‚Mh ySaXost

10. lkadsfrd ;k O;kogkfjd dE;qfuds”ku

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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c. vklu                                                                  d. psgjs ds Hkko

e. vk; d‚UVSDV                                           f. psgjs ds Hkko

1. ,d lkFkh pqusaA fuEufyf[kr ç“uksa dk mÙkj nsaA vxj vkids mÙkj vkids lkFkh ls vyx gSa] rks nksuksa ds mÙkj 
fy[ksaA

a. D;k vkidks ,sls yksx vPNs yxrs gSa tks Bhd ls diMs igurs gSa\
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

b. Presentable fn[kus ds fy, fdu pht+ksa ij è;ku nsuk t+:jh gS\
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

ANGER FEARDISGUST

JOY SADNESS SURPRISE

b. “kkjhfjd eqæk,a
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c. D;k ITI ds Vªsuhdks vPNk vkSj presentable fn[kuk vko“;d gS\
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

d. jkst+ presentable fn[kus ds fy, D;k D;k djuk pkfg,\
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

2. ITI esa vkidh vke os“k&Hkw’kk dks è;ku esa j[krs gq, fjä LFkkuksa dks HkjsaA

bu] twrsa] nkar] dVs gq,] da?kh fd, gq,
_______________ “kVZ, ___________ lkQ, i‚fy“k fd, gq, _________________, _________________ “kVZ, 

_________________ cky, _________________ uk[kwu

3. fuEufyf[kr vuqPNsn dks i<+sa vkSj uhps fn, x, lkadsfrd ;k O;kogkfjd vkpj.k ds fy, d‚ye es ^gk¡* vkSj ^ugÈ* 
fVd djsa

,d oä@@Jksrk ds fy, vka[ksa vkSj psgjs ds Hkko egRoiw.kZ gSaA vxj Jksrk viuh vka[ksa bèkj&mèkj ?kqek jgk@jgh gS 
;k muds psgjs ij mnklhu Hkko gSa] rks bldk eryc os ;k rks lqu ugÈ jgsa ;k oäk dh ckr dks t+:jh ugÈ le>rsA 
dÃ yksxksa dks vk; d‚UVSDV cuk, j[kus esa dfBukÃ gksrh gSA ij vly esa laokn ds nkSjku vkids vk; d‚UVSDV dh 
otg ls vki lrdZ vkSj fou;“khy fn[k vkrs gSaA vki oäk dh ckr dks lqu vkSj le> dj mldks Lohdkj jgs gks 
;g crkus dk flj fgykuk Hkh ,d i;kZ; gks ldrk gSA

lkadsfrd ;k O;kogkfjd dE;qfuds“ku O;fä ij fuHkjgksrk gSA gj dksÃ vius gkFk ls ^ckr* ugÈ djrkA ij vius 
speech esa positive gestures dk lekos“k djus ls vkidks lans“k igqapkus esa vklkuh gksxhA 

vki bu eqækvksa dks avoid djsa% Jksrkvksa dh vksj m¡xyh ls b“kkjs djuk ;k dqN vlac) eqæk,a cukuk A 

vius gkFk ckaèk dj cSBuk oäk dks ;g crkrk gS fd vki muds fdlh ckr ls lger ugÈ gSa ;k mudh ckr lquus 
es fnypLih ugÈ j[krsA lqurs gq, vki vxj fLFkj ugÈ cSB ikrs gSa] rks ;g Hkh vkids fopfyr gksus dk fpUg gSaA 
bldk ,d mnkgj.k gS viuh gFksfy;ksa ;k fdlh oLrq ¼pen vkfn½ ds lkFk [ksyukA lqurs gq, “kkafr ls cSBuk “kk;n 
ges“kk vklku u gks ij bl ls vki oäk ds Hkk’k.k esa #fp O;ä dj ldrs gSaA 

vkids cSBus dk <ax Hkh vkidh :fp ;k v#fp O;ä djrk gS A mnkgj.k ds fy,] vxj vki fcydqy “kkafr ls] ij 
ihNs >qd dj] cSBs gSa] rks bl ls vkidh mis{kk ;k vlgefr O;ä gksrh gSA vius Jksrk ;k oäk dh vksj >qdus ls 
mUgsa vkils laokn djus dk vuqHko gksrk gSA tc nks yksx ,d nwljs ls lger ugÈ gksrs] rks os vius “kjhj dh fLFkfr 
ls bldk lw{e ladsr nsrs gSaA os vkerkSj ij eqM+ tkrs gSa ftlls ,sls yxrk gS fd os ml laokn esa Hkkx ugÈ ysuk 
pkgrsA “kjhj dk ço`Ùk vklku laokn ds fy, cgqr egRoiw.kZ gksrk gSA

lkadsfrd ;k O;kogkfjd vkpj.k gk¡ ugÈ

fdlh ds Hkk”k.k ds nkSjku viuh vka[ksa vPNk 
ekuk tkrk gS 

oäk ;k Jksrk ds lkFk vPNk vk; d‚UVSDV 
¼us= laidZ½ cukuk pkfg,

flj fgykdj oäk dks crk,a fd vki lqu jgs 
gSa

cksyrs gq, gkFkksa dk mi;ksx cqjh ckr gS
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cksyrs gq, gkFkksa ds mi;ksx dks eqæk ekuk tkrk 
gS

gkFk ij gkFk èkj dj j[kuk vkKkdkfjrk ekuk 
tkrk g

papyrk vkSj iSj fgykuk lquus ds vPNs y{k.k 
gSaA

vkxs >qdus ls oäk dks lquus esa vklkuh gksrh 
gS A

ihNs dh vksj >qdus ls oäk vkidks mnklhu@
fuf’Ø; le>sxk

4. vki vius lqijok;lj ls ckr dj jgs gSaA mi;qä lkadsfrd ;k O;kogkfjd vkpj.k dh lwph cuk,a ftldk vki 
vuqlj.k djsaxs% c‚MhySaXost] vklu] psgjs ds Hkko] vk; d‚UVSDV A vki fiNyh xfrfofèk;ksa esa fn, x, vuqPNsn 
vkSj fp=ksa dh enn ys ldrs gSaA

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

5.  jghe ,d bysDVªhf“k;u Vªsuh gSA mUgksaus bl lky vkidh ITI nkf[k+y fy;k dh gSA nwljs o’kZ esa ,d ofj’B ITI 
bysDVªhf“k;uVªsuh ds :i es] jghe dks lykg nsa fd os gj fnu ITI esa dSls vk,aA muds shirt] pant] twrs] cky] 
uk[kwu vkfn dh tkudkjh “kkfey djuk ;kn j[ksaA

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

6.  fuEufyf[kr fooj.k i<+saA vuqfpr O;ogkj dks igpkusa vkSj muds dkj.k nsaA

a. baLVªDVj lyhe dks cqykrs gSaA os lyhe dks oÆu;j dSfyij dk mi;ksx dSls djrs gS crkrs gSaA lyhe baLVªDVj 
dh vksj ugÈ ns[krk gSA og uhps ns[krk jgrk gSA

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

b. Fk‚el vius ITI esjkst+xkj ij ,d xsLVysDpj lqu jgk gSA mls bl ls“ku es dksÃ fnypLih ugÈ gSA og viuh 
uksVcqd esa Mª‚bax dj jgk gS vkSj vius nksLr vt; dks fn[kk jgk gSA

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

c. efYyd ITI es vfu;fer gksus ds dkj.k Ççfliy mls cqykrÈ gSaA efYyd Ççfliy ds cgqr djhc [kM+k gSA og 
mudh Vscy ij ,d isijosV ysrk gS vkSj mlds lkFk [ksyuk “kq: djrk gSA

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
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d. j?kq Dykl esa cSBk gSA baLVªDVj lqj{kk fu;eksa dk çn“kZu dj jgk gS vkSj PPE dk mi;ksx lh[kk jgs gSaA yksds“k 
d‚fjMksj esa ?kwe jgk gSA j?kq mls Dykl ds vanj ls ns[krk gS vkSj gkFk fgykdj cqykrk gSA

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

e. jkèkk ITI esa ,d lqUnj lkM+h igu dj vkrh gSA mlus cgqr lh ToSyjh iguh gS] vkSj ckyksa esa Qwy yxk, gSa A 
mldh ik;y esa cgqr vkokt+ gks jgh gS] vkSj og lHkh ds chp feBkÃ ck¡V dj] paper Hkh t+ehu ij Qsad nsrh 
gS A blls fo|kÆFk;ksa dk è;ku HkVd jgk gS A

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

7.  vkidks gqaMÃ esa baVjO;w ds fy, cqyk;k x;k gSA mYys[k djsa ldrs gSa fd vki baVjO;w es [kqn dks dSls çnÆ“kr 
djsaxsaA b“kkjksa] eqækvksa] psgjs ds Hkko] vk; d‚UVSDV ¼us= laidZ½ bR;kfn ij fooj.k djsaA 

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA

  lkadsfrd ;k O;kogkfjd vkpj.k tSls fd eqæk,a] vklku] psgjs ds Hkko] vk; d‚UVSDV vkSj O;fäxr :i gekjs 
ckjs esa “kCnksa ls T+;knk communicate djrs gSA vkSipkfjd dE;qfuds“ku ds fy, mfpr c‚MhySaXost dks igpkuuk              
egRoiw.kZ gSA

c‚MhySaXost dh vko“;drk laokn ds lanHkZ ij fuHkZj djrk gSA ;g varj vukSipkfjd dE;qfuds“ku es lcls de vkSj 
vkSipkfjd dE;qfuds“ku es vfèkd gksrk gSA c‚MhySaXost ,d çdkj dk lkadsfrd ;k O;kogkfjd dE;qfuds“ku gSA

mfpr lkadsfrd ;k O;kogkfjd vkpj.k dk vH;kl baVjO;w es vPNh Nfo fuekZ.k djus es enn djrk gSA

 hƩ ps://youtu.be/SKhsavlvuao
  hƩ ps://youtu.be/PsVYsBPWbgc
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11. ^xqM+ Vp* vkSj ^cSM Vp*

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• xqM+ vkSj cSMVp dks igpkuuk

• xqM+ vkSj cSMVp ds chp ds varj igpkuuk

• cSMVp dks jksdus dh dksf”k”k djuk vkSj mldh f”kdk;r djuk

xqM+ vkSj cSMVp ds chp ds varj igpkuuk cgqr egRoiw.kZ gSA dHkh dHkh] bu nksuksa ds chp ds varj dk Kku u gksus 
ds dkj.k vfç; vuqHko gks ldrs gSaA ;g Kku blhfy, vko“;d gS vkSj rkfd vki ,sls vuqHkoksa dks Vkyus ds fy, 
dqN dj lds vkSj vius cqt+qxks± ls mudh f“kdk;r dj ldsaA

 a. xqM+ Vp

Vhpj dk ihB FkiFkikuk firkth dk vkidks ugykuk HkkÃ dk vkids xky [kÈp uk

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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b. cSMVp

vatku O;fä dk Nwuk  

c. ftu vaxksa dks vatku O;fä ugÈ Nw ldrk

1. uhps fn, x, fp=ksa es xqM+ vkSj cSMVp igpkusa
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2. lyek dks vatku O;fä dk Li“kZ vPNk ugÈ yxrkA mls dksÃ 
ekjs ;g Hkh ugÈ vPNk yxrkA lyek ds vuqlkj D;k gS cSMVp 
i<+h,aA rkfgj lyek dk nksLr gSA lyek cSMVp ds ckjs es vius 
fopkj rkfgj dks crkrh gS vkSj ;g tkuuk pkgrh gS fd bl ckjs 
esrkfgj ds D;k fopkj gSaA ,d lkFkh pqusaa vkSj bl çlax dks jksy 
Iys djsaA ________________________________________________

________________________________________________
________________________________________________
________________________________________________
________________________________________________
________________________________________________

 __________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

3.  vkidk NksVk HkkÃ 9 lky dk gSA og ,d çk;osV Ldwy es i<+rk gS vkSj oSu ls Ldwy tkrk gSA mls crk,a fd 
xqM+ vkSj cSMVp D;k gSaA mls fl[kk,a fd vxj dksÃ mls vuqfpr rjhds ls Nwrk gS rks mls D;k djuk pkfg,A 
mls csgrj le>kus ds fy, fp= dk mi;ksx djsa

vius uksV~l ;gk¡ fy[ksa%

4.  ,d lkFkh pqusaA xqM+ vkSj cSMVp ds ckjs es nh xÃ tkudkjh dk ppkZ es mi;ksx djsaA vki pkgs vkSj tkudkjh 
tksM+ ldrs gSaA

tc eq>s dksÃ ekjrk gS rc og 
esjs fy, cSMVp gksrk gS 
;k fQ+j tc dksÃ vatku O;fä 
eq>s rc Nwrk gS tc eSa ugÈ 
pkgrh 
;k fQ+j dksÃ Hkh O;fä eq>s rc 
Nwrk gS tc eSa ugÈ pkgrh
vki cSMVp fdls ekurs gS\
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5.  uhps fn, x, fp= es nh x;h tkudkjh dks i<+saA mu O;fä;ksa dh lwph cuk,a tks vkidks Nw ldrs gSa os tks vkidks 
ugÈ Nw ldrsA

O;fä tks Nw ldrs gSa tks ugÈ Nw ldrs gSa

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA

  xqM+ vkSj cSMVp ds chp ds varj igpkuuk cgqr egRoiw.kZ gSA ;g tkudkjh vkidks vatku O;fä;ksa ds “kks’k.k ls 
cpk ldrs gSA

 hƩ ps://youtu.be/3T7Sox_h9Zs
 hƩ ps://youtu.be/2Bw70foSSQI
 hƩ ps://youtu.be/S_ozRNyUZNI

Bad Touch
Bad touch make us feel bad or 
uncomfortable.
When someone Kicks, hits, pinches or • 

         slaps.
When being touched where you are • 

         not supposed to Touched.
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 12. [kqn dks ij[ksa
1. fdlh dks d‚ycWd djus dk D;k vFkZ gksrk gS\

 a. Q+ksu ij jkg ns[kuk             c. fdlh ds Q+ksu dk d‚y ls mÙkj nsuk
 b. fdlh vkSj dks Q+ksu ij tksM+uk    d. Åij fn, x, fodYiksa es ls dksÃ ugÈ

2. ^gksYM u* djus dk D;k vFkZ gksrk gS\

 a.  Q+ksu dks Bhd ls idM+uk   b.  dqN nsj jkg ns[kuk        c. Q+ksu j[kuk         d. Q+ksu pkyw djuk

3. bu es ls dkSu lk “kCn Q+ksu ls lacafèkr ugÈ gS\

 a. esdvi    b. fid vi               c. gksYMv‚u      d. d‚ycWd

4. Q+ksu ij fouezrk ls ckr djuk t+:jh gS

 lR;   vlR;

5. vxj dksÃ Q+ksu ij dksÃ lans“k nsrk gS] rks vki D;k djsaxsa\

 a.  mls ugÈ fy[ksaxsa D;ksafd vkidks og lans“k ikl ugÈ djuk pkgrs

 b.  muls dqN nsj #dus dh fourh djsaxsa vkSj fy[kus ds fy, isu vkSj isij ysdj vk,axsa

 c.   muls dgsaxsa fd os ckn esd‚y djsa

 d. Åij fn, x, fodYiksa es ls dksÃ ugÈ

6. tc vki fdlh midj.k dks le; ij fjis;j ugÈ dj ikrs] rks vki

 a. xzkgd ls dgsaxs fd vkids ikl T+;knk dke gS vkSj mUgsa ,d vkSj lIrkg #duk gksxk

 b. xzkgd dks ,d vkSj lIrkg dk le; nsus dh fourh djsaxs

 c.  xzkgd ls dgsaxs fd os pkgs rks fdlh vkSj daiuh ds ikl tk ldrs gSa

 d. xzkgd tc vk,axs rks vki fNi tk,axs

7. d‚y djus okys ls ges“kk iwNuk pkfg, fd ge mUgsa gksYM ij j[k ldrs gSa ;k ugÈA  

 lR;   vlR;

8. d‚y ij dHkh vlH; ;k cksyh Hkk’kk dk mi;ksx ugÈ djuk pkfg,A

 lR;   vlR;

9. ^gSaxvi* djus dk eryc gksrk gS Q+ksu j[kdj d‚y dkVukA

 lR;   vlR;

10. ̂j“khn us Q+ksu mBk;k*] dk eryc gS

 a. mlus uhps fxjs gq, Q+ksu dks mBk;k   b. mlus Q+ksu dks mBkdj Vscy ij j[kk

 c.  mlus Q+ksu dk mÙkj fn;k   d. Åij fn, x, fodYiksa es ls dksÃ ugÈ

11. vPNh rjg ls fy[kk gqvk jsT+;qes vkSj vkosnu i= vPNh Nfo cukus es enn djrs gSaA

 lR;   vlR;

12. jsT+;qes vkids “kSf{kd ;ksX;rk] fLdYl vkSj vuqHko dk laf{kIr es fp=.k gksrk gSA

 lR;   vlR;
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13. vkids Ççfliy vkSj baLVªDVj dks fy[ks gq, Nqêh ds vkosnu i= vukSipkfjd gSa D;ksafd vki mUgsa jkst+ vius 
baLVhVîwV es feyrs gSaA

 lR;   vlR;

14. eSa vius baLVªDVj dks viuh Nqêh ds ckjs es vius nksLr ds ekè;e ls crkÅaxk@crkmaxhA Nqêh ds vkosnu i= 
dh dksÃ t+#jr ugÈA 

 lR;   vlR;

15. NCVT dk vFkZ gS
 a. NaƟ onal Centre for VocaƟ onal Training  b. NaƟ onal Council for VocaƟ onal Training
 c. NaƟ onal Council for VocaƟ onal Training  d. NaƟ onal Centre for VocaƟ onal Training

16. jsT+;qes ukSdjh nsus okyksa dks vkosndksa ls ifjfpr djkrk gSA

 lR;   vlR;

17. ge vius jsT+;qeses tks pkgs fy[k ldrs gSaA fdlh Hkh pht+ dk çek.k nsus dh vko“;drk ugÈ gSA

 lR;   vlR;

18. lkadsfrd ;k O;kogkfjd dE;qfuds“ku es c‚MhySaXost] “kkjhfjd pky] O;fäxr :i] vk; d‚UVSDV ¼us= laidZ½ 
vkSj psgjs ds Hkko dk lekos“k gksrk gSA 

 lR;   vlR;

19. D;ksafd os vkRefoÜokl fuekZ.k djrs gSa] mi;qä c‚MhySaXost vkSj lkQ+&lqèkjk :i baVjO;w es lQ+yrk çkIr djus 
es enn dj ldrs gSaA

 lR;   vlR;

20. lqurs gq, oäk vkSj cksyrs gq, Jksrk dh vka[kksa es ns[kus ls viuk vkRefoÜokl >ydrk gSA

 lR;   vlR;

21. lhèkh ihB j[kuk lcls cf<+;k vklu gSA

 lR;   vlR;

22. ges yksxksa dk vfHkoknu dSls djuk pkfg, \

 a. nq%[kh psgjs ls    b. lq[kn eqLdku ls

 c.  Øksfèkr psgjs ls    d. Hk;Hkhr gks dj 

23. O;fäxr LoPNrk es __________________  dk lekos“k gksrk gSA  

 a.  pednkj nkar] lkQ+ cky vkSj uk[k+wu  b.   nkx okys nkar] lkQ+ cky vkSj uk[k+wu

 c.   nkx okys nkar] xans cky vkSj lkQ+ uk[k+wu d.   nkx okys nkar] xans cky vkSj uk[k+wu

24. ITI VªSuhl dks jkst+kuk twrs vkSj cVu okyh “kVZ ¼bu djds½ iguus pkfg, vkSj vius cky vkSj uk[kwu lkQ+ j[kus 
pkfg,A

 lR;   vlR;

25. vius gkFk ckaèk dj cSBuk oäk dks ;g crkrk gS fd vki muls lger gSaA

 lR;   vlR;

26. fdlh dk Hkk’k.k lqurs gq, Q+ksu ls [ksyuk vPNk vkpj.k ekuk tkrk gSA

 lR;   vlR;
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27. flj fgykus ls irk pyrk gS fd vki lqu jgs gSaA

 lR;   vlR;

28. xqM+ vkSj cSMVp ds chp ds varj dh tkudkjh ds deh ls vfç; vuqHko gks ldrs gSaA

 lR;   vlR;

29. bu es ls dkSu ls cSMVp ds mnkgj.k gSa\

 a. Vhpj dh FkiFkikgV   b. vkidh ckykoLFkkes firkth dk vkidks ugykuk

 c.  HkkÃ dk vkids xky [kÈpuk  d. vkidks vdsys es vatku O;fä dk Nwuk

30. tc dksÃ vatku O;fä eq>s Nwrk ;k ekjrk gS rks og cSMVp gSA

 lR;   vlR;

31. tc dksÃ vatku O;fä vkidks Nwrk gS] csgrj gS fd vki

 a. t+ksj ls ^ugÈ* fpYykvksa      b. ml txg@O;fä ls nwj Hkkxksa

 c. fdlh ,sls O;fä dks crkvksa ftu ij vkidks Hkjkslk gks  d. Åij fn, x, lHkh

32. cSMVp ls eSa vdsyk@vdsyh] “kÉenk] cqjk] ihfM+r] ?k`.kk] nq%[kh] Hk;Hkhr eglwl djrk@djrh gqa

 lR;   vlR;

33. xqM+ Vp ls eSa vPNk] [k+q“k] lqjf{kr eglwl djrk@djrh gqaA

 lR;   vlR;

Copyright Free. Under CC BY License



dE;wfuds”ku dkS”y

222

13. dk;ZLFky dE;qfuds”ku

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

 •  çHkkoh dE;qfuds”ku dk egRo igpkuuk

• çHkkoh dE;qfuds”ku ds fo”ks’krkvksa dks igpkuuk

• çHkkoh dE;qfuds”ku es vkus okys ckèkkvksa dks igpkuuk vkSj gVkukA

 dk;ZLFky dE;qfuds”ku% vkius çHkkoh dE;qfuds“ku ds ckjs esa cgqr dqN lh[kk gSaA rks D;k gesa dk;ZLFky esa gksus okys 
dE;qfuds“ku ds ckjs vkSj lh[kus dh vko“;drk gS\ vki baVjO;w esa lQ+y gksus ij ,d u;h daiuh esa oÉdx çksQs“kuy 
ds :i esa fu;qä gksrs gSaA vkids thou ds bl Hkkx es vkidks fcydqy u, çdkj ds fu;eksa dk ikyu djuk gksxkA 
vius ofj’B vfèkdkfj;ksa olg deZpkfj;ksa ds lkFk dE;qfuds“ku vkids fy, dÃ u, volj yk dj ldrk gSA vkSj 
çHkkoh dE;qfuds“ku ds fcuk vkidk thou cgqr dfBu gks ldrk gS!

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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PERCEPTUAL BARRIERS

EMOTIONAL BARRIERS

LANGUAGE BARRIERS

CULTURAL BARRIERS

PHYSICAL BARRIERS

OVERCOMING COMMUNICATION BARRIERS

The diff erences in opinion and varied percepƟ ons 
between people give rise to a need for eff ecƟ ve 
communicaƟ on.

The fear and mistrust stop us from communicaƟ ng
eff ecƟ vely with our co-workers.

Language that describes what we would want to 
express and communicate to others, serve as a 
barrier to them.

A cultural barrier arises when two individuals in an 
organizaƟ on belong to diff erent religions, states or 
countries.

Language and Physical barriers can be overcome by 
training employees on the language and also training 
managers, supervisors, and heads on dealing eff ecƟ vely 
with their subordinates.

Hierarchy in the organizaƟ on forbids team members from 
eff ecƟ ve interacƟ on with each another.5

4

3

2

1

6

OVERCOMING BARRIERS OF EFFECTIVE COMMUNICATION
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tc vki oäk dks NksM+dj gj rjQ+ ns[krs 
gSa] rks ,sls çrhr gksrk gS fd vki dqN fNik 
jgs gSa vkSj vki ij foÜokl ugÈ fd;k tk 
ldrkA foÜokl vkSj #fp cuk, j[kus ds 
fy, oä dks vk; d‚UVSDV ¼us= laidZ½ nsa-

vius gkFkksa ij è;ku nsaA vxj vkius mUgsa 
ckaèk dj j[kk gS rks ,sls yxrk gS tSls vki 
[k+qn dks cpk jgs gSa vkSj vki oäk ls lger 
ugÈ gSa ;k mUgsa Vkyus dh dksf“k“k dj jgs 
gSaA vius gkFk [kqys j[ksaA

vki ̂dwy vkSj LVkbfy“k* fn[k jgs gSa ;k <hys 
vkSj ykijokg\ vkids diM+ksa es fn[kus okyh 
ykijokgh vkids dke ij >yd ldrh gSA 
vkidks vuçksQs“kuy ekuk tk ldrk gSA ij 
vxj vki lQ+kÃ ls is“k vkrs gSa rks vkidks 
çksQs“kuy le>k tk,xk-

vxj dksÃ vkils ckr dj jgk gS vkSj 
vki vius Q+ksu ij yxs gq, gSa] rks bl 
ls lkQ+ fn[krk gS fd vki mudh ckr 
es #fp ugÈ j[krsaA ;g vkids vgadkj 
dk Hkh ladsr gks ldrk gSA viuk Q+ksu 
can djds j[k nsaA 

tc dksÃ vkils ckr dj jgk gS 
vkSj ;fn vki ml le; viuk 
Q+ksu pyk jgs gSa] rks ;g Li’V 
gS fd vki mldh ckr lquus esa 
interested ugÈ gS A viuk Q+ksu 
can dj] mls nwj j[k nsa A

tc vki viuh ?kM+h es >kadrs gSa] rks 
oäk ;g tku tkrk gS fd vki muds 
Hkk’k.k lquus ls vfèkd dqN vkSj ¼T+;knk 
egRiw.kZ dke½ djuk pkgrs gSa-

vki “kk;n c‚MhySaXost ds egRo dks tkurs gSaA fuEufyf[kr 
dqN ,slh x+yfr;ka gSa tks yksx vke rkSj ij djrs gSa%

vk; d‚UVSDV u djuk

gkFk ckaèkuk

<ax ds diMs u iguuk

Q+ksu dks ns[kuk

vka[ksa xksy&xksy ?kqekuk ?kM+h ns[kuk

dqN vkSj x+yfr;ka

c‚MhySaXost esa 6 x+yfr;ka
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  fuEufyf[kr çlaxksa dks i<+sa vkSj uhps fn, x, ç“uksa ij vius DyklesV~l ds lkFk ppkZ djsa-

1.  tc dke eSU;qvy ls ijs gksrk gS

vki ,d cM+h eSU;qQSDpÇjx daiuh ds ,d uÃ Vhe es gky gh es fu;qä gq, gSaA vki ij ,d egRoiw.kZ vuqHkkx dh 
ft+Eesnkjh lkSaih xÃ gSA vki viuh uÃ ukSdjh dks ysdj cgqr mRlkfgr gSa] vkSj gky gh es viuh VªsÇux iwjh djds 
vk,a gSaA vki gj fnu lqcg 9 cts ls “kke 5 cts rd dke djrs gSaA Bhd “ke 5 cts] f“k¶V cnyrh gS vkSj vki 
4%45 cts viuh e“khu ds lapkyu dks lkSai nsrs gSaA vkt “kke 4-45 cts] e“khu es [k+jkch vk xÃA eSU;qvy ds vuqlkj] 
bls rqjar Bhd fd;k tkuk pkfg,A gkykafd] ,d ckj ‘kq: gksus ds ckn ejEer es de ls de 4 ?kaVs yxsaxsA “kke dh 
f“k¶+V ls yksx ejEer dh ft+Eesnkjh Lohdkj us ds fy, rS;kj ugÈ gSaA vc e“khu ds ikl flQ+Z vki] vkidh Vhe] 
lqcg dh f“k¶V dh Vhe vkSj “kke dh f“k¶V ds yksx [kM+s gSaA cgl “kq: gks pqdh gSA

a.  bl ckr dks dSls lqy>k;k tk,\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

b. ge dE;qfuds“ku ds ekè;e ls bl ckèkk dks dSls nwj dj ldrs gSa\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_________________________________________________________________________________________
__________________________________________________________________________________________

fVIi.kh% ft+Eesnkjh dks u VkysaA Q+SDVjh eSuqvy dk ikyu djsaA vius dke ds ?kaVs dk fyf[kr çek.k j[ksa] vkSj tc 
vkids dke ds “kq#vkrh fnuksa es vkidks lansg gS fd D;k ;g vkidh ft+Eesnkjh gS ;k ugÈ] ges“kk T+;knk esgur djds 
[kjkc çn“kZu dh laHkkouk VkysaA
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2.  lqj{kk fu;eksa dk mYya?ku

 vkidh ,d efYVuS“kuy daiuh es fu;qfä gqÃ gSA vkidh VªsÇux ds nkSjku vkidks daLVªD“ku lkbV ij dke djus 
dk igyk fu;e Li’V :i es crk;k x;k Fkk% 2 ehVj ls vfèkd dh ÅapkÃ ij dke djrs gq, lHkh deZpkfj;ksa dks 
ges“kk csYV iguuk pkfg,A lqijok;lj ds fyf[kr vuqefr ds fcuk dksÃ Hkh deZpkjh ÅapkÃ ij dke ugÈ dj ldrkA 
vki 2 vkSj yksxksa ds Vhe ds lkFk dke dj jgs gSa] tks vkils ofj’B gSaA vkids lhfu;lZ yxkrkj lqj{kk funsZ“kksa dk 
mYya?ku dj jgs gSaA tc vki mUgsa fcuk iÆeV ds dke djus ls euk djrs gSa] rks os vkidk et+kd mM+krs gSaA 

a. ofj’B vfèkdkfj;ksa ;k deZpkfj;ksa dks le>kus ds vkSj D;k rjhds gks ldrs gSa\ 
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_________________________________________________________________________________________

b. lqj{kk fu;eksa dk mYya?ku djus ds D;k urhts gks ldrs gSa\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

 __________________________________________________________________________________________
 __________________________________________________________________________________________
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c.  ,slh fLFkfr es vki lqijok;lj dks dSls lwfpr dj ldrs gSa\ 
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_________________________________________________________________________________________

d. bl mnkgj.k es] Vhe odZ fdls dgsaxsa — vius Vhe dh f“kdk;r u djuk ;k mudh lqj{kk ds ekeys es ykijokgh 
dh [kcj vius lqijok;lj rd igqapkuk\

 __________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
_________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

 Hint: gesa igys viuh lqj{kk ns[kuh gS] training manual dk ikyu djsa] dksf”k”k djsa dh vki viuh ckr le>k;sa vkSj 
;fn vlQyrk feys rks supervisor ls ckr djsaA
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14. dk;ZLFky lapkj xfrfofèk;k¡
3. vki ,d vyx Hkk’kk cksyus okys xzkgd dh lsok dj jgs gSa

 vki “kgj ds cgqr vPNh lÆol daiuh es fu;qä gq, gSaA vki mu lHkh xzkgdksa dks v‚u&Mksj lsok nsrs gSa tks “kgj ds 
lcls cM+s LVksj ls ,;jdaMh“kuj [kjhnrs gSaA vki daiuh es 6 eghus ls dke dj jgs gSa vkSj vkidks dke es et+k vk 
jgk gSaA vki vkidh fLdYl ls vkÜoLr gSa vkSj yksxksa ls vPNs fjO;ql Hkh çkIr djrs gSaA ij bl g¶rs] ,d xzkgd us 
vius ,;jdaMh“kuj es ,d vthc vkokt+ dh f“kdk;r ntZ dh gSA LVksj eSustj vkidks bl f“kdk;r dk lekèkku 
djus ds fy, Hkstrs gS D;ksafd mUgsa foÜokl gS fd vki ,d dfBu xzkgd ls fuiVus es l{ke gksaxsA tc vki lkbV 
ij igqaprs gSa rks vkidks irk pyrk gS fd xzkgd Çgnh Hkk”kk Bhd ls ugÈ tkurs ¼os vefjdh gS vkSj T+;knkrj vaxzsth 
cksyrs gSa½ vkSj iwjh rjg ls Çgnh es vkidks leL;k ugÈ le>k ldrsaA

a. bl ckr dks dSls lqy>k;k tk,\
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

b.  vxj vki xzkgd dks rc rd vdsyk NksM+ nsa tc rd dksÃ bafXy“k cksyus okyk vkdj AC fjis;j dj ns] rks 
D;k ;g Bhd jgsxk\ 

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

c.  vxj xyr dE;qfuds“ku ds dkj.k AC dk uqdlku gks tkrk gS rks D;k gksxk\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
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__________________________________________________________________________________________
__________________________________________________________________________________________

 __________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

 fVIi.kh% dqN u;k lkspsa! vDlj xzkgdksa ds lkFk O;ogkj es vthc vkSj vçR;kf“kr leL;k,a mHkjrh gSaA vki vius 
fdlh nksLr dks Q+ksu djds mUgsa xzkgd dh ckr dk vuqokn djus dg ldrs gSa! 

4.  tsaMj laosnu“khyrk@tsaMj lsaflfVfoVh

 vki ,d efgyk gSa vkSj vkidh fu;qfä ,d eSU;qQSDpÇjx daiuh es gqÃ gSA vki ges“kk ITI es viuh Dykl es vOoy 
Fksa vkSj vius dkS“ky ls vkÜoLr gSaA daiuh ds i‚fylh ds vuqlkj] vkidks jkr@“kke dh f“k¶+V ugÈ lkSaih tk ldrhA 
blhfy, vkidks lqcg dh f“k¶+V ij fu;qä fd;k tkrk gSA ij vkids çfr lqijok;lj cgqr i{kikr djrs gSA mUgksaus 
vkidks lkeus ls dgk gS fd os vki ij Hkkjh e“khu ds dkeksa ds fy, Hkjkslk ugÈ djrs gSa D;ksafd vki efgyk gSaA 
bl dkj.k ls vki vius dfj;j dks vkxs c<+kus okys dke ugÈ dj ik jgs gSaA vkidks bl ckr dk Mj gS fd ogh 
lqijok;lj vkidk ijQ‚eZUlfjO;w Hkh lcfeV djsaxsaA tc vki HR foHkkx ls laidZ djrs gSa] rks os vkidks viuk 
lqijok;lj cnyus ds fy, jkr dh f“k¶+V ysus dk lq>ko nsrs gSaA

a. vkxs c<+us dk D;k i;kZ; gS\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

b. D;k vki jkr dh f“k¶+V Lohdkj djsaxsa\ vkids lkeus t‚c NksM+us dk i;kZ; Hkh gS? 
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

c. ,slh fLFkfr es vkids iq#’k lgdeZpkjh dSls enn dj ldrs gSa\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
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__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

d. lqijok;lj ;k HR ls ckr djus ds fy, vkSj dkSu dkSu ls rjhds vkt+ek, tk ldrs gSa\ 
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

e. D;k ,slh fLFkfr es vkidks dqN pht+s Vkyuh pkfg,\ vxj gk¡] rks dkSu lh\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

 fVIi.kh% vLi’V f“kdk;r u djsaA crk,a fd leL;k D;k gS & vki bl ,d e“khu ij dke ugÈ dj ik jgs gSa & HR 
dks ,d ljy fodYi dk lq>ko nsaA mUgsa crk,a fd vki D;k djus dk ekSdk pkgrs gSa ¼vki ;g lkfcr djuk pkgrs 
gSa fd vki iq#’kksa dh rjg e“khujh dks laHkkyus es l{ke gSa½A var es] IysaV ds lHkh yksxksa dks eSuqvy vkSj fu;eksa ds 
vuqlkj dke djuk pkfg,A

5. Nqêh ds fy, vkosnu djuk

 vki ,d cM+h v‚Vkseksckby eSU;qQSDpÇjx daiuh es gky gh es fu;qä gq, gSaA daiuh dh i‚fylh ds vuqlkj] tc rd 
vki ukSdjh ds igys 6 eghus ugÈ iwjs dj ysrs] rc rd vki gj 30 fnuksa esflQ+Z ,d fnu dh Nqêh ds fy, ik= 
gSaA ij vkids dke ds nwljs eghus es gh] vkidk ifjokj vkils vius ppsjs HkkÃ dh “kknh es vkus ds fy, dgrk gSA 
“kknh dh rkjh[k r; gks xÃ gSa vkSj fuea=.k Hkh cV pqds gSaA vki Hkh ‘kknh es tkus dh bPNk j[krs gSa] vkSj tkurs gSa 
fd ;fn vki ugÈ tkrs gSa rks vkidk iwjk ifjokj ukjkt+ gks tk;sxkA vki vxj HR ls vuqjksèk djrs gSa rks os t+:j 
dgsaxsa fd mUgsa i‚fylh cnyus dk vfèkdkj ugÈ gSA
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a. vki viuh fLFkfr vius lqijok;lj vkSj HR dks dSls le>k;saxsa\ 
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

b. vkidks dk;ZLFkyes vius ofj’Bksa ls ckr djrs gq, fdu pht+ksa dk è;ku j[kuk pkfg,\ 
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

c. D;k vkidks vkids ofj’Bksa ls feyus ds fy, vi‚baVesaV ysuh pkfg, ;k vki flQ+Z muls ^,d feuV* le; ekax 
dj ckr djsaxsa\ 

 __________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

d. vki bl fLFkfr ds urhts dks vius ifjokj ds lkFk dSls dE;qfudsV djsaxsa\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

 fVIi.kh% i‚fylh] lqj{kk eSuqvy vkfn dk fu.kZ; fdlh daiuh ds mPp vfèkdkjh ysrs gSa] vkSj iwjh daiuh mudk ikyu 
djrh gSaA vki “kknh es ugÈ tk ik,axsaA ij “kk;n vki vius ifjokj dks eukus ds fy, dqN vkSj dj ldrs gSaA
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mckÅ

et+snkj

cgqr lh[kk de lh[kk

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA 

lksps vkSj lk>k djsa%

 ,d vPNs deZpkjh dh D;k fo“ks”krk,a gksrh gSa\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________

,d xSj ftEesnkj deZpkjh dh D;k fo“ks’krk,a gksrh gSa\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________

 lqj{kk eU;qvYl dh D;k Hkwfedk gksrh gS\ D;k os egRoiw.kZ gSa\ D;ksa\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________

dke ds nkSjku Vhe es gksus okys la?k’kZ dks gy djus dk lcls vPNk rjhdk D;k gS\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________

vki vius çksQs“kuy dE;qfuds“ku dks dSls lqèkkj ldrs gSa\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________

hƩ ps://www.youtube.com/watch?v=kaH4xfodN3w

vkt dk ls“ku dSlk Fkk\
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15. baVjO;w dh le>

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• ;g igpkuuk fd baVjO;w es D;k djuk pkfg, vkSj D;k ugÈ djuk pkfg,

• baVjO;w es vke rkSj ij iwNs tkus okys ç”uksa dks igpkuuk

• viuh baVjO;w nsus dh {kerk dk vkdyu djukA

 baVjO;w fLdYl% viuh f“k{kk iwjh djus ij] vkidks ukSdjh ds fy, baVjO;w nsus ds ekSds feysaxsA bu es vkidh [k+qn ds 
ckjs esdE;qfudsV djus dh {kerk Hkh ekih tk,xh! ,d baVjO;w ds ekè;e ls] fu;ksäk fuEufyf[kr pht+s tku ldrs 
gSa% 

• vkosnd dh dke djus dh {kerk

• vkosnd foÜoluh; vkSj Ãekunkj gS ;k ugÈ

• vkosnd dk Vhe vkSj daiuh ds lkFk esy tksy gks ldrk gS ;k ugÈ

 

vius ckjs es 
dqN crkb,

gj baVjO;w dh  

“kq#vkr ,sls gh     

gksrh gS! ;g ç“u 

vkidks baVjO;wvj ds 

lkeus  viuh rkdr 

vkSj fLdYl j[kus dk 

volj nsrk gSA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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baVjO;w ds pj.k

baVjO;w ls iwoZ baVjO;w baVjO;w ds ckn

lgh t‚c ds fy, vkosnu nsaA vko“;d 
;ksX;rk dh tkap djsaA

baVjO;wvj dks eqLdqjkdj          
vfHkoknu djsaA

HR dks volj ds fy, èkU;okn dgrs 
gq, ,d Ãesy fy[ksaA

vius jsT+;qes] igpku i= vkSj ekdZ 
“khV ds lkFk ,d Q+ksYMj rS;kj djsaA

vk; d‚UVSDV ¼us= laidZ½ 
cuk,a j[ksaA

,d lIrkg ¼;k vfèkd½ rd muds mÙkj 
dh jkg ns[ksaA

fuèkkZfjr le; ls 15&20 feuV igys 
igqapsaA

Li’V vkSj t+ksj ls cksysaA vxj vkidk p;u gksrk gS] rks vius 
t‚bu djus dh mRlqdrk O;ä djsaA

vius vki dks laokjsaA baVjO;w ds var es] mUgsa bl 
volj ds fy, èkU;okn dgsaA

vxj vkidk p;u ugÈ gksrk gS] rks mUgsa 
bl volj ds fy, èkU;okn dgsaA

1. vius nksLrksa ds lkFk ppkZ djsa vkSj fuEufyf[kr ç“uksa dk mÙkj nsa:

vius ckjs es dqN crkb,A
__________________________________________________________________________________________
__________________________________________________________________________________________ 
vius “kgj ds ckjs es dqN crkb,A

 __________________________________________________________________________________________
__________________________________________________________________________________________

i<kÃ ds vykok] vkidh ITI es vkSj dkSu lh #fp;ka Fkh\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________

vkius ;g O;kikj D;ksa pquk vkSj bl ls D;k lh[kk\
 __________________________________________________________________________________________

__________________________________________________________________________________________
__________________________________________________________________________________________

vkius bl t‚c ds fy, D;ksa vIyk; fd;k\
 __________________________________________________________________________________________

__________________________________________________________________________________________

2.  vius nksLrksa ds lkFk ppkZ djsa vkSj crk,a fd ;g ç“u baVjO;w esvDlj D;ksa iwNs tkrs gSa\ vkids fy, dqN ladsr 
fn, xk, gSaA vki vius esaV‚j ;k vklikl ds O;kikfj;ksa dh Hkh jk; ys ldrs gSaA

ç”u D;ksa iwNs tkrs gSa\

vius ckjs es dqN crkb,A vkidh dE;qfuds“ku fLdy ….... vkSj ;g vkidh ____________ 
dk çn“kZu djus dk ekSdk gSA

vius “kgj ds ckjs es dqN crkb,A vkidh dE;qfuds“ku fLdy _______ vkSj ;g vkids lkekU; 
Kku vkSj _________________ dk çn“kZu djus dk ekSdk gSA

i<+kÃ ds vykok] vius ITI esa vkSj dkSu lh extra 
& curricularactivity dh\

vkidh #fp;ka] usr`Ro {kerk ¼vxj vkius dksÃ Vhe yhM dh gS 
rks½] vkSj _______________\

vkius bl t‚c ds fy, D;ksa apply fd;k\ vkidk baMLVªh vkSj vius t‚cjksy ds ckjs Kku] vkSj 
_______________\
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vkt dk ls“ku dSlk Fkk\

mckÅ

et+snkj
cgqr lh[kk de lh[kk

lksps vkSj lk>k djsa%
 ukSdjh nsus okys ds fy, ,d baVjO;w dk D;k egRo gS\ os blds ekè;e ls vkosnd ds ckjs es D;k tku ikrs gSa\

__________________________________________________________________________________________
__________________________________________________________________________________________

vki baVjO;w esa ^vius ckjs* D;k crk ldrs gSa\
__________________________________________________________________________________________
__________________________________________________________________________________________

vki baVjO;w dh rS;kjh dSls dj ldrs gSa\
__________________________________________________________________________________________
__________________________________________________________________________________________

vki vius baVjO;w dh rS;kjh dk vkdyu dSls dj ldrs gSa\
__________________________________________________________________________________________
__________________________________________________________________________________________

bl vuqHkkx esa fn, x, lkekU; ç“uksa dk mi;ksx djds vius fdlh nksLr dks vkidk baVjO;w ysus dks dgsaA 
baVjO;w ds ckn] vius nksLr ls fuEufyf[kr Vscy ds vkèkkj ij vkidks vad nsus ds fy, dgsaA vius lqèkkj {ks=ksa dh 
igpku djsa vkSj mu ij dke djsa!

 Your Name:

ekinaM vad lwpd

vfHkoknu 0: vfHkoknu ugÈ fd;k
1: fcuk vk; d‚UVSDV ¼us= laidZ½ ;k eqLdqjkgV fd;k
2: vk; d‚UVSDV ¼us= laidZ½ vkSj eqLdqjkgV ds lkFk fd;k

vkokt+ dh 
Li’Vrk

0: vkokt+ Li’V Fkh
1: vkokt+ de Fkh@lqukÃ ugÈ nh

jsT+;qes 0: vèkwjk jsT+;qes@jsT+;qes ugÈ Fkk 
1: jsT+;qes iwjk gS ij baVjO;w es mÙkj jsT+;qes ls lacafèkr ugÈ Fks
2: vPNs ls fy[kk gqvk jsT+;qes vkSj baVjO;w es mÙkj jsT+;qes ls lacafèkr Fks

ifjp; 0: flQ+Z dqN “kCnksa es ifjp; fn;k
1: ifjp; es ^eSa dkSu gwa* vkSj ^eq>s ;g t‚c D;ksa pkfg,* dk Li”V fooj.k Fkk
2: ifjp; es ^eSa dkSu gwa*] ^eq>s ;g t‚c D;ksa pkfg,* vkSj ^eSa t‚c ds fy, lgh D;ksa gwa* dk LiV 
fooj.k Fkk

rkdr 0: viuh rkd+rksa ds ckjs es ugÈ crk ik;k@ikÃ
1: viuh rkd+rksa ds ckjs es crk ik;k@ikÃ] ij ml ls lacafèkr mnkgj.k ugÈ ns ik;k@ikÃ
2: viuh rkd+rksa ds ckjs es crk ik;k@ikÃ] ij ml ls lacafèkr rkt+k mnkgj.k Hkh ns ik;k@ikÃ

fo’k; Kku 0: fo’k; lacafèkr fdlh ç“u dk mÙkj ugÈ ns ik;k@ikÃ
1: flQ+Z vèkwjs mÙkj ns ik;k@ikÃ
2: laiw.kZ mÙkj ns ik;k@ikÃ

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA
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16. vLoh—fr vkSj foQ+yrk o lQyrk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• ;g igpkuuk fd foQ+yrk] lQ+yrk ds fy, cuh lhf<+;ka gSa 

• vius vuqHkoksa ij Çpru dj ds “k‚VZ&VeZ ¼vYidkfyd½ vkSj ykSax&VeZ ¼nh?kZdkfyd½ y{; r; djuk

• vius çn”kZu dks lqèkkjus ds fy, ç;kl djukA 

lQ+yrk vklkuh ls ugÈ vkrhA vkt tks Hkh O;fä mPp LFkku ij gSa] os dM+s ifjJe djds vkSj dfBukb;ksa dk lkeuk 
djds ogk¡ igqaps gSaA ,sls es] vki foQ+yrk dks csgrj çn“kZu djus dk volj eku ldrs gSaA

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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1. ,d lkFkh pqusaA fuEufyf[kr ç’uksa dk mÙkj nsaA vxj vkids mÙkj vkids lkFkh ls vyx gSa] rks nksuksa ds mÙkj 
fy[ksaA

a. D;k vkils dHkh dksÃ cl NwVh gS\ D;k vkidks rc cqjk yxk Fkk\
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

b. vkidh thou es D;k egRokdka{kk,a gSa\
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

c. tc vki vius fdlh ç;kl es vlQy gksrs gSa] rks D;k ijs“kku gksuk vko“;d gS\ dkj.k nsaA
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

d. tc vkidh vPNh ukSdjh yx tkrh gS] rks vki dkSu lh lcls t+:jh dke djuk pkgrs gSa\
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

e. D;k vkius fdlh edM+h dks nhokj ij p<+rs gq, ns[kk gS\ edM+h ds ckjs es vuks[kk D;k gS\
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________

2. fn, x, fp= dks ns[ksa vkSj mlds vFkZ ij Çpru djsaA ,d lkFkh pqudj muds lkFk ppkZ djsaA vki pkgs rks vius 
baVªDVj dh enn ys ldrs gSaA      

vius uksV~l ;gk¡ cuk,a% 
_________________________________________________________
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 
_________________________________________________________ 

viuh x+yfr;ka vius lkFk 
ysdj er pyksA mlds ctk; 
mUgsa vius iSjks rys j[kdj 
vius lQ+yrk dh lhf<+;ka 

cukvks-
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3. fn, x, fp= dks ns[ksaA D;k vki bldk vFkZ tkurs gSa\ vkidks ;kn gS vkius ;g igys dgk¡ lh[kk Fkk\

 vkius ;g bafXy“k ds e‚Mîwyes lh[kk FkkA pfy, bls nksckjk djrs gSaA vkidks cl ,d ÞD;k djuk gSÞ dh lwph 
cukdj mldk cgqr –<+rk ls ikyu djuk gksxkA fn, x, Vscyes mu rhu phtksa dks fy[ksa ftUgsa vki çkIr djuk 
pkgrs gSaA

,d eghus es 6 eghuks es ,d lky es

4. fn, x, fp= dks ns[ksaA gj d‚ye ls ,d y{; pqusaA mu y{;ksa dks çkIr djus ds fy, vkidks tks tks djuk 
gksxk mldh lwph cuk,aA vkSj mu ;kstukvksa dh lwph cuk,a tks vki foQ+y gksus ij vkt+ek vksxsa-

 __________________________________________________________________________________________

 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

Overseas holiday Deposit on a house Childrens educaƟ on

Car Boat Holiday house
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5. fiNyh activity Çpru djsaA vkius D;k lh[kk\ ,d lkFkh pqusa vkSj muds lkFk ppkZ djsa
__________________________________________________________________________________________

 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA

  foQ+yrk dk eryc ;g ugÈ gS fd vki csdkj gSaA bldk dsoy ;g vFkZ gS fd vkidks FkksM+h vkSj esgur dh 
vko“;drk gSA foQ+yrk dfe;ksa dh igpku djus vkSj mUgsa lqèkkjus es enn djrk gSA 

xwxy djsa fd fdrus çfl) yksxksa us Ldwy NksM+ fn;k Fkk] vkSj muds f“k{kdksa vkSj lekt }kjk vLohdkj dj fn, 
x, FksaA ,sls O;fä;ksa dh ,d lwph cuk,a vkSj mls çsj.kk L=ks= ds :i es nhokj ij ,d iksLVj cukdj yxk,aA

hƩ ps://youtu.be/aUjbiZWnF3s
 hƩ ps://youtu.be/WR8lQOplZhY
 hƩ ps://youtu.be/vOev6zSII1U
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17.  çksQ+s”kuy usVoÉdx

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:
• çksQ+s”kuy usVoÉdx dk vFkZ le>uk
• çHkkoh dE;qfuds”ku dk mi;ksx djds vius çksQ+s”kuy usVodZ dks c<+kuk
• çksQ+s”kuy usVoÉdx djus dh viuh {kerk fodflr djuk

 lhèks “kCn es] vkids dk;Z {ks= ls tqM+s gq, ifjfprksa ¼nksLrksa½ ds lewg dks vkidk çksQ+s“kuy usVodZ dgk tk ldrk 
gSA D;k vkids cgqr lkjs nksLr gksuk vkids fy, ckèkk gS ;k ykHknk;d gS\ ,d cM+k çksQ+s“kuy usVodZ vkidks ukSdjh 
[kkstus es enn dj ldrk gSA ;g vkidks vkids O;kikj ds {ks= es gksus okys #>ku vkSj rduhfd;ksa ls lacafèkr 
viMsV Hkh nsrk gSA ;g usVodZ vkids fy, ,d vko“;d lalkèku gSA vkb, tkusa fd çksQ+s“kuy nqfu;k es nksLr dSls 
cuk,a vkSj vius usVodZ dks dSls c<+k,aA çksQ+s“kuy usVodZ cukus ds dqN vklku rjhds gSa: 

• v‚uykbu usVoÉdx osclkbVksa ls tqM+sa] tSls ÇyDMbu] vkfn 

• ljdkjh vkSj futh nksuksa daifu;ksa }kjk vk;ksftr ^t‚cQs;j* ¼jkst+xkj esys½ es Hkkx ysa] vkSj 

• vius f“k{kdksa vkSj lkFkh Nk=ksa ds lkFk laidZ es jgsa

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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1. i<+sa vkSj vius nksLrksa ds lkFk ppkZ djsa!

vkidks vkids “kgj ds ,d t‚cQs;jes tkus ds fy, dgk x;k gSA vki ftu M‚D;qesaV~l dks vius lkFk ys tk,axsa 
mudh lwph cuk,aA
i. _______________________________________________________________________________________
ii. _______________________________________________________________________________________
iii. _______________________________________________________________________________________
iv. _______________________________________________________________________________________
v. _______________________________________________________________________________________

2.  vkids lhfu;lZ dh “kgj ds ,d çfrf’Br lÆol lsdVj daiuh es fu;qfä gqÃ gSA muds lkFk laidZ cuk, j[kus 
dk lcls vPNk rjhdk D;k gks ldrk gS\ muls dgsa fd ml daiuh es vxj vki ds vuq:i ukSdjh ds volj 
gks rks vkidks tkudkjh nsaA

 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
 _______________________________________________________________________________________
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vkt dk ls“ku dSlk Fkk\

 lksps vkSj lk>k djsa%

mckÅ

et+snkj

cgqr lh[kk de lh[kk

a. çksQ+s“kuy usVodZ dk D;k vFkZ gksrk gS\
__________________________________________________________________________________________
__________________________________________________________________________________________

b. çksQ+s“kuy usVodZ dk D;k mi;ksx fd;k tk ldrk gS\
__________________________________________________________________________________________
__________________________________________________________________________________________

c. vius usVodZ dh enn ls ge csgrj ukSdjh ds volj dSls <wa< ldrs gSa\
__________________________________________________________________________________________
__________________________________________________________________________________________

d. ge vius ekStwnk usVodZ dks vkSj et+cwr dSls cuk ldrs gSa\ ge viuh dE;qfuds“ku fLdYl ds ekè;e ls 
çksQ+s“kuy usVodZ dSls cuk ldrs gSa\

__________________________________________________________________________________________
__________________________________________________________________________________________

e. ,slh dkSu lh osclkbV~l gSa ftudk mi;ksx vki viuk çksQ+s“kuy usVodZ cukus ds fy, dj ldrs gSa\
__________________________________________________________________________________________
__________________________________________________________________________________________

v‚uykbu çksQ+s“kuy usVoÉdx ds ckjs es vfèkd tkuus ds fy, bu osclkbVksa ij tk,aA 
 The balance careers > How to use linkedIn eff ecƟ vely >hƩ ps://www.thebalancecareers.com/how-to-use-

linkedin-2062597
 Wiki How> How to use LinkedIn >hƩ ps://www.wikihow.com/Use-LinkedIn

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA 
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18. [kqn dks ij[ksa
1. vfèkdrj baVjO;w es ^vius ckjs es dqN crkvks^ tSlk loky fd;k tkrk gSA D;ksa\

 a. baVjO;wvj vkosnd ds ifjokj ds ckjs es lc tkuuk pkgrs gSa

 b. baVjO;wvj vkosnd dk laf{kIr es ifjp; pkgrs gSa

 c. baVjO;wvj vkosnd dk uke tkuuk pkgrs gSa

 d. baVjO;wvj tkuuk pkgrs gSa fd vkosnd dh i<kÃ dgk¡ gqÃ gS

2.  t‚c <wa<us dh çfØ;k es igyk dne gksrk gS

 a. vius fy, lgh t‚c igpkuuk    c. t‚c dh vkenuh dks tkuuk

 b. lkjs t‚Cl ds fy, vkosnu nsuk    d. baVjO;w es tkuk

3.  vxj vkidk baVjO;w lqcg 10 cts gS] rks vkidks fdrus cts igqapuk pkfg,\ 

 a. lqcg 10%00 cts  b. lqcg 10%30 cts  c. lqcg 9%30 cts  d. lqcg 7 cts

4.  baVjO;w ds QksYMj es D;k D;k gksuk pkfg,\

 a. jsT+;qes  b. igpku i=  c. ekdZ“khV~l  d. Åij fn, x, lc

5.  vxj vkidk baVjO;w es p;u ugÈ gksrk gS] rks vkidks baVjO;wvj dks bl volj ds fy, èkU;okn nsrs gq, i= 
fy[kuk pkfg,

 a. rqjar ogka ls fudy tkuk pkfg,   c. vU; mEehnokjksa dks grksRlkfgr djsa

 b. ckdh vkosndksa dk mRlkg Hkax djuk pkfg, d. ;g iwNuk pkfg, fd vkidk p;u D;ksa ugÈ gqvk

6.  baVjO;w ds fy, [kqn dks laokjus ds fy, bu es ls D;k vko“;d gS\

 a. jkst+kuk igus tkus okys vkjkenk;d diMs c. rst+ [kq“kcw okyk ij¶+;we
 b. vkSipkfjd diMs    d. egaxs twrs

7.  vkidks tc vius #fp;ksa ds ckjs es iqNk tk,a rks vkidk mÙkj dSlk gksuk pkfg,\

 a. lPpk   b. dkYifud  c. vlac)  d. et+kfd;k

8.  fo’k; Kku ds ckjs es ckr djrs gq, vkidks D;k djuk pkfg,\

 a. iwjk vkSj lf{kIr mÙkj nsuk pkfg,  c. mÙkj nsuk Vkyuk pkfg,

 b. cgqr gh NksVk lk mÙkj nsuk pkfg,  d. yack vkSj o.kZukRed mÙkj nsuk pkfg,

9.  viuh rkdrksa ds ckjs es cksyrs gq, bu es ls fdldk mi;ksx djuk pkfg,\ 

 a. dFkk   b. mnkgj.k  c. >wB   d. xkuk

10. vkids jsT+;qes es D;k gksuk pkfg,\

 a. rF;   b. jk;  c. xyr oäO;  d. Åij fn, x, fodYiksa es ls dksÃ ugÈ

11. xzqi fMLd“ku ;k lewg es ppkZ ds nkSjku bu es ls D;k ugÈ djuk pkfg,\

 a. cksyrs gq, vk; d‚UVSDV ¼us= laidZ½ cuk,a j[kuk   b. lkQ+ vkSj le>nkjh ls cksyuk

 c. nwljksa dks cksyus dk ekSdk nsuk     d. nwljksa dh ckr Bhd ls u lquuk
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12. vki vxj fdlh dh ckr ls lger u gks rks vkidks D;k dguk pkfg,\

 a. esjh bl ekeys es vyx jk; gS   b. eq>s yxrk gS fd

 c. gk¡] vki lgh dg jgs gSa    d. fQ+j feyrs gSa

13. ^D;k ge ppkZ “kq: djsa\* bl loky dk lcls lgh tokc D;k gS\

 a. var es      b. ij vkidks ugÈ yxrk c. gk¡] “kq: djrs gS d. lekfIr es

14. fdlh ppkZ ds var es D;k dguk pkfg,\

 a. lekfIr es ---      b. var es ---  c. fu’d”kZ ds rkSj ij ---  d. lkjka“k es ---

15. fdlh ds lkFk ckr djrs gq, vkidks

 a. mUgsa eS=hiw.kZ Hkko ls ns[kuk pkfg,  b. mUgsa ?kwjuk pkfg,

 c.  mudh vksj ns[kuk ugÈ pkfg,   d. uhps ns[kuk pkfg,

16. vxj vkils dksÃ O;fä lger ugÈ gks] rks vkidks D;k djuk pkfg,\

 a. muls t+ksjnkj cgl djuh pkfg,    b. muls yM+uk pkfg, 
 c. muds fopkjksa dks lquuk pkfg,     d. pqi cSBuk pkfg,

17. tc dksÃ vkils ^D;k vki blds ckjs es eq>s vkSj crk ldrs gSa\* dgrk gS] rks vkidks mu ls D;k dguk 
pkfg,\

 a. dksÃ gt+Z ugÈ     b. èkU;okn  c. th gk¡   d. lp es\

18. tc lnL; fopfyr gks tkrs gSa vkSj fo”k; ls HkVd tkrs gSa] rks vkidks D;k djuk pkfg,\

 a. mUgsa crk,a fd os ppkZ ds fu;eksa dks ugÈ tkurs     b. vki dsoy fo’k; ds ckjs es ckr djrs jgrs gSa

 c. mUgsa lpsr djsa vkSj nksckjk fo”k; ij yk,a  d. ppkZ NksM nsa

19. ppkZ es nwljksa ds fopkjksa dks nksgjk us ls cpus ds fy, D;k fd;k tk ldrk gS\

 a. ges viuk fopkj O;ä djuk pkfg, Hkys gh og nksgjkuk gksrk gS

 b. ges yksxksa fd ckr dks nksgjkus ls cpus ds fy, mUgsa è;ku ls lquuk pkfg, 

 c. ges ckr nksgjkus ds fy, ekQh ekaxuh pkfg,

 d. ges vius fglkc ls lquuk pkfg,

20.  vkidks Li’Vhdj.k dSls ekaxuk pkfg,\

 a. lp gS  b. D;k vki eq>s crk ldrs gSa …\ c. vPNk  d. enn ds fy, èkU;okn

21. vki vius Mªhe daiuh ds fy, ,d vkosnu djrs gSa ysfdu vkidks ,d fjtsD“ku esy feyrk gSA vki bl fLFkfr 
dks dSls laHkkysaxs\

 a. fujk“k gksaxs      b. vius [k+qn dks csdkj le>usaxsa

 c.  mUgsa èkU;okn dg dj vkxs c<+saxs   d. mUgsa ,d Øksèk Hkjk i= fy[ksaxsa

22. vkius t‚c ^A* ds fy, vkosnu fn;k FkkA vkidks og t‚c ugÈ feyrk gS ij os vkils iwNrs gS ;fn vki t‚c 
^B* ysus ds fy, rS;kj gSaA 

 a. vki >wBs mRlkg ds lkFk dgrs gSa] Þgk¡] eSa ;g t‚c pkgrk@pkgrh gwaß 

 b. vki dgrs gSa] ÞugÈ] èkU;oknß 

 c.  vki gk¡ dgrs gSa ij T+;knk vk“kk ugÈ j[krsa 

 d. vki mUgsa gk¡ dgrs gSa vkSj t‚c ^B* dh rS;kjh “kq: djrs gSa
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23. tc vki fdlh ijh{kk ds fy, iwjh rS;kjh djrs gSa ij fQ+j Hkh ml fo’k; es Q+sy gksrs gS rks vki D;k djrs gSa\

 a. vius vki dks cnfdLer le>rs gSa  b. tks xyr gqvk mldk fo“ys’k.k djrs gSa

 c. vius vki dks dejs es can dj ysrs gSa  d. vius nksLrksa ls f“kdk;r djrs gSa

24. ,d çfl) daiuh us ¶+js’klZ dks dke ij j[kus ds fy, ,d vksiu d‚y fn;k gSA vki D;k djsaxsa\

 a. lkspsaxsa fd vki oSls Hkh ugÈ pqus tk,axsa  b. vPNk jsT+;qes cukdj vkosnu djsaxsa

 c.  fjtsD“ku ls Mkjsaxsa    d. lcdks crk,axsa fd vki vkosnu dj jgs gSa

25. vxj vki ls dksÃ iwNrk gS fd vki [kqn dk fdruk vknj djrs gSa] rks vkidk mÙkj D;k gksxk\

 a. eq>s ugÈ irk     b. eSa [kqn dk vknj ugÈ djrk@djrh  
 c. eSa [kqn cgqr vknj djrk@djrh gwa         d. Åij fn, x, fodYiksa es ls dksÃ ugÈ

26. tc nwljs gekjs ckjs es cqjh ckrsa dgrs gSa rks ges D;k djuk pkfg,

 a. muds “kCnksa dks egRo nsa vkSj mu ij foÜokl djsa  

 b. ,sls fopkjksa ij è;ku u nsa vkSj [kqn ij foÜokl j[ksa

 c.  muds ckjs es cqjh ckrsa djsa   d. muds “kCnksa ds vuqlkj O;ogkj djsa

27. vxj vki viuh Ldwy ;k d‚yst fd i<+kÃ ugÈ iwjh dj ikrs gSa] rks vki

 a. vuqHko ls lh[k ldrs gSa   b. vf“kf{kr cu tkrs gSa

 c.  dqN Hkh gkfly ugÈ dj ldrs   d. thou Hkj nwljksa ds lgkjs jgsaxsa

28. lQ+y yksx foQ+yrk dks dSls laHkkyrs gSa\

 a. os viuh x+yfr;ksa ls lh[krs gSa   b. os èoLr gks tkrs gSa

 c.  os nwljksa dks nks”k nsrs gSa    d. os viuh egRokdka{kkvksa dks R;kx nsrs gSa

29. fuEufyf[kr es ls “k‚VZVeZ ¼vYidkfyd½ y{; igpkusa

 a. vPNh lsgr cuk, j[kuk    b. lq[kh thou thuk

 c.  ennxkj cuuk     d. xkMh pykuk lh[kuk

30. fuEufyf[kr es ls ykSax VeZ ¼nh?kZdkfyd½ y{; igpkusa 

 a. VkÃÇix ij çHkqRo ikuk    b. ,d çfrf’Br daiuh es dke djuk

 c.  daI;wVj ij dke djuk    d. ,d fons“kh Hkk’kk lh[kuk

31. dk;ZLFky ds vanj gekjk dE;qfuds“ku dSlk gksuk pkfg,\ 

 a. futh   b. csijokg  c. çksQ+s“kuy  d. csdkj 

32. vkidks dk;ZLFkyes fdu ls dE;qfudsV djuk iM+ ldrk gS\

 a. T+;knk rj fe=     b. lqijokbllZ vkSj lgdeZpkjh

 c.  ifjokj ds lnL;    d. DyklesV~l

33. bu es ls fdu pht+ksa dks dk;ZLFky es Vkyuk pkfg,\

 a. vk; d‚UVSDV ¼us= laidZ½  b. gkFk ckaèkuk  c. eqLdqjkuk  d. Q+ksu es >kaduk

34. dk;ZLFky es dE;qfudsV djus dk lcls ewyHkwr dkj.k D;k gS\

 a. D;ksafd yksxksa dh vius dke ds ckjs es vyx vyx le> gksrh gS

 b. dke ds ljy lapkyu ds fy,  c.  ,d nqljs dks çksRlkfgr djus vkSj enn djus ds fy,

 d. Åij fn, x, lHkh
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35. bu es ls dkSu ls HkkoukRed ckèkkvksa dks dE;qfuds“ku dh enn ls nwj fd;k tk ldrk gS\

 a. Hk;   b. vfoÜokl   c.  Ã”kkZ   d. nksuksa a  vkSj  b

36. dk;ZLFkyes iq#’k vkSj lzh vyx rjhds ls dE;qfudsV djrs gSaA bl varj dks le>us ls dk;ZLFky es&&&& dk 
okrkoj.k cu ldrk gSA

 a. lkaL—frd laosnu“khyrk    b. tsaMj laosnu“khyrk 
 c. èkkÆed laosnu“khyrk    d. jktuSfrd laosnu“khyrk

37. tc vkidks dk;ZLFky es dksÃ leL;k vkSjksa dks le>kuh gks] rks csgrj gksxk dh vki

 a. Li’V vkSj foLrkfjr cksys   b. Li’V vkSj laf{kIr cksys 
 c. laf{kIr vkSj Hkzfer cksys    d. yack vkSj mckÅ cksys

38. fuEufyf[kr es ls dkSu ls fodYiksa dk dk;ZLFky es fu;e ls ikyu gksuk pkfg,\

 a. lgdeZpkfj;ksa dh ekaxsa    b. i‚fylh vkSj lqj{kk eSU;qvy

 c.  Hkkstu dh ekaxsa     d. Åij fn, x, esa ls dksÃ ugÈ

39. lsYl es xzkgdksa ls cksyrs gq, bu es ls dkSu lh fLdYl t+:jh gS\

 a. ç‚Cye l‚ÇYox fLdYl    b. jkt+h djus dh {kerk 
 c. c‚Mh ySaXost     d. lquus dh {kerk

40. vius lqijok;lj ls ckr djrs gq, vxj vki ckj ckj viuh ?kM+h ns[ksaxsa] rks mUgsa D;k eglwl gksxk\

 a. mRlkg   b. ukjkt+xh  c. fp<   d. vk“p;Z

41. çksQ+s“kuy usVodZ vkids fy, ykHknk;d D;ksa gS\

 a. vkidk fe= lewg c<+krk gS  b. brus lkjs yksxksa ls tku igpku c<+kuk cgqr et+snkj gksrk gS

 c. ges vPNs volj çkIr djokrk gS d. gekjs leL;k,a lqy>krk gS

42. çksQ+s“kuy usVodZ cukus dk ,d vklku vkSj çHkkoh rjhdk gS

 a. v‚uykbu usVoÉdx osclkbVksa ls tqM+s] tSls ÇyDMbu] vkfn

 b. ljdkjh vkSj futh nksuksa daifu;ksa }kjk vk;ksftr t‚c Qs;j es Hkkx ysa] vkSj 

 c.  vius f“k{kdksa vkSj lkFkh Nk=ksa ds lkFk laidZ es jgsa

 d. Åij fn, x, lHkh

43. &&&& ls jsdesaMs“ku feyuk mi;ksxh gksrk gSA

 a. ifjokj ds lnL;  b. nksLr   c. Ldwy ds VhplZ  d. iwoZ lgdeZpkjh

44. lksf“k;y ehfM;k ij viuh Nfo cukus dk ,d vklku vkSj çHkkoh rjhdk gS 

 a. viuk lksf“k;y ehfM;k ij ist cukuk  b. viuh ;ksX;rkvksa ds ckjs es yksxksa dks eSlst Hkstrs jguk

 c.  Q+ksVksl vkSj ohfM;ks “ks;j djrs jguk  d. vius ckjs es xksiuh;rk cuk,a j[kuk

45. usVoÉdx bosaV~l es viuk jsT+;qes vkSj laidZ dh tkudkjh rS;kj j[kus ls vkidks &&&& fey ldrs gSa

 a. vPNs nksLr  b. ukSdjh ds volj  c. vupkgs lkFkh   d. iqjkus nksLr      

46.  lksf“k;y ehfM;k ij viuh futh tkudkjh dks xqIr D;ksa j[kuk pkfg,\

 a. gekjs ifjokj dks og tkudkjh fey tk,xh b. Hkkoh eSustj vkfn vkids lksf“k;y ehfM;k dks t‚apsaxsa

 c.  gekjs nksLr fdlh vkSj dks oks tkudkjh nsaxsa d. lksf“k;y ehfM;k gekjh tkudkjh pqjk,xk
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47. çksQ+s“kuy usVoÉdx fdl ekè;e ls fd;k tk ldrk gS\

 a. flQ+Z v‚uykbu      b. vkeus&lkeus dE;qfuds“ku    
 c. nksuksa v‚uykbu vkSj vkeus&lkeus dE;qfuds“ku    d. Åij fn, x, fodYiksa es ls dksÃ ugÈ

48. ÇyDMbu tSlh osclkbV dk mi;ksx fdl ds fy, fd;k tk ldrk gS\

 a. gekjs dk;Z{ks= es u, yksxksa ls feyuk      b. Q+ksVksl vkSj ohfM;ks “ks;j djuk

 c. ewohl ns[kuk         d. yksxksa dks muds tUefnu ij cèkkÃ nsuk

49. t‚c Qs;j çksQ+s“kuy usVoÉdx djus dk vPNk volj gS D;ksafd

 a. vki ogk¡ vius tSls fopkjksa okys yksxksa ls fey ldrs gSa        

 b. vkidks ogk¡ ukSdjh ds volj fey ldrs gS

 c. vki vkids dk;ZLFky es u, voljksa ls ifjfpr gks ldrs gSa 
 d. Åij fn, x, lHkh

50. vki vius çksQ+s“kuy usVodZ ds yksxksa dks fdruk laidZ djsaxsa\

 a. tc Hkh vkidks dqN t+:jr gks   b. flQ+Z rHkh tc os vkidks laidZ djrs gSa

 c. mUgsa gj jkst+ d‚y djsaxsa   d. muds lkFk ,d fu;fer vkSj lkFkZd laokn cuk, j[ksaxsa
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19. e‚d baVjO;w 

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• e‚d baVjO;w igpkuuk 

• e‚d baVjO;w ds lgkjs baVjO;w dh rS;kjh djuk 

• ,d fof”k’V çdkj ds baVjO;w dk jksy Iys djuk A 

 e‚d baVjO;w dks ,d vH;kl baVjO;w Hkh le>k tk ldrk gSA ;g ,d baVjO;w ds fy, vH;kl djus vkSj QhMcWd 
çkIr djus dk volj nsrk gSA e‚d baVjO;w vkidks fuEufyf[kr pht+ksa dk vH;kl djus es enn djrk gS% [kqn 
dks laokjuk] mfpr c‚Mh ySaXost dk mi;ksx djuk] baVjO;w ds ç“uksa dk mÙkj nsuk] vkRefoÜokl fodflr djuk] 
dE;qfuds“ku fLdYl dks lqèkkjuk] t‚c baVjO;w ls iwoZ ruko de djuk

a. ykHk

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

Copyright Free. Under CC BY License



dE;wfuds”ku dkS”y

249

b.  vkerkSj ij iwNs tkus okys baVjO;w ds 10 ç“u

1.  fuEufyf[kr ç“uksa ds mÙkj nsaA è;ku nsa fd vkids mÙkj mfpr MªsldksM] c‚MhySaXost] vuq”kklu] O;kikj fo”ks’kKrk] 
dE;qfuds”ku fLdYl ij vkèkkfjr gksaxs

a.  vkidh rkd+rsa D;k gSa\ 
 ________________________________________________________________________________

________________________________________________________________________________
________________________________________________________________________________

b.  vki dkSu ls {ks= es lqèkkj dj ldrs gSa\

 ________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

c.  vkids vuqlkj lkQ+&lqFkjk fn[kuk t+:jh D;ksa gS\ 
 ________________________________________________________________________________

________________________________________________________________________________
________________________________________________________________________________

d.  ukSdfj;ksa ds fy, vkosnu djrs gq, vki fdrus vkÜoLr eglwl djrs gSa\

 ________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

e.  vkius ukSdfj;ksa es vkosnu djus ds fy, D;k rS;kjh dh gS\

 ________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

f.  D;k vki ds ikl viuk jsT+;qes gS\

 ________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

1. D;k vki vius ckjs es dqN crk ldrs gSa\

2. bl t‚ces vkidks :fp D;ksa gS\

3. vki gekjh daiuh ds ckjs es D;k tkurs gSa\

4. vkius vkidh fiNyh ukSdjh D;ksa NksM+h\

5. ges vkidks bl t‚c ij D;ksa fu;qä djuk pkfg,\

6. vkidh lcls cM+h rkd+rsa@det+ksfj;ka dkSu lh gS\

7. vkidh lcls cM+h lQ+yrk D;k jgh gS\

8. vki vius vki dks ikap lky es dgk¡ ns[krs gSa\

9. vki fdruh lWyjh dh vis{kk dj jgs gSa\

10. D;k vki gels dqN ç“u iwNuk pkgrs gSa\
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2. D;k vki baVjO;w ds igys] nkSjku vkSj ckn es vkus okys pj.kksa dh lwph cuk ldrs gSa\

baVjO;w ds iwoZ baVjO;w ds nkSjku baVjO;w ds ckn

3.  vkids vuqlkj] e‚d baVjO;w dk D;k egÙo gS\
 ________________________________________________________________________________

________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________

 ________________________________________________________________________________
 ________________________________________________________________________________

________________________________________________________________________________
________________________________________________________________________________

 ________________________________________________________________________________

4.  dYiuk dhft, fd vkius yklZu ,aM Vqczks fyfeVsM es ,d lÆol eSdsfud ds in ds fy, vkosnu fd;k gSA vki 
“k‚VZfyLV fd, x, mEehnokjksa es ls ,d gSa vkSj vkidks baVjO;w ds fy, cqyk;k x;k gSA vius baVªDVj dks blds 
ckjs es lwfpr djsaA mUgsa ITI es ,d e‚d baVjO;w vk;ksftr djus ds fy, vuqjksèk djsaA ;g baVjO;w 15 & 20 feuV 
dk gksxkA ;g e‚d ls”ku dSls gksxk ;g le>kus ds fy, ,d 15 & 20 feuV dh baVjO;w iwoZ czhÇQx gksxhA vkSj 
var es D;k vPNk Fkk vkSj D;k lqèkkjk tk ldrk gS ;g le>us ds fy, 15 & 20 feuV dk MsfczQ gksxkA 

i.  baVªDVj e‚dbaVjO;wl ds fy, fuEufyf[kr rS;kfj;ka djsaxsa%

• vkids baLVhVîwV ds IyslesaV dksv‚ÆMusVj ;g e‚d baVjO;w djsaxsaA os ,d 4 lnL; ds iSuy ds çèkku cusaxsaA 
ckdh 3 lnL; vki gh ds DyklesV~l gksaxsa-

• vkosndksa dk ewY;kadu djus ds fy, dqN ekinaMA vki ^baVjO;w dh le>* ls fuEufyf[kr lSaiy dk mi;ksx 
dj ldrs gSaA

ii.  tSls tSls vkosnd baVjO;w nsrs gSa] vki lkjs t+:jh nLrkost+ksa ds lkFk rS;kj jgsaxsaA ,d lwph cuk,a% 
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ekinaM vad lwpd

vfHkoknu 0: vfHkoknu ugÈ fd;k
1: fcuk vk; d‚UVSDV ¼us=laidZ½ ;k eqLdqjkgV fd;k
2: vk;d‚UVSDV vkSj eqLdqjkgV ds lkFk fd;k

vkokt+ dh 

Li’Vrk  
0: vkokt+ Li’V Fkh 
1: vkokt+ de Fkh@lqukÃ ugÈ nh

jsT+;qes 0: vèkwjk jsT+;q es@jsT+;q es ugÈ Fkk
1: jsT+;q es iwjk gS ij baVjO;w es mÙkj jsT+;q es ls lacafèkr ugÈ Fks
2: vPNs ls fy[kk gqvk jsT+;q es vkSj baVjO;w es mÙkj jsT+;q es ls lacafèkr Fks

ifjp; 0: flQ+Z dqN “kCnksa es ifjp; fn;k
1: ifjp; es ^eSa dkSu gwa* vkSj ^eq>s ;g t‚c D;ksa pkfg,* dk Li’V fooj.k Fkk
2: ifjp; es ^eSa dkSu gwa*] ^eq>s ;g t‚c D;ksa pkfg,* vkSj ^eSa t‚c ds fy, lgh D;ksa gwa* dk 
Li’V fooj.k Fkk

rkdr 0: viuh rkd+rksa ds ckjs es ugÈ crk ik;k@ikÃ
1: viuh rkd+rksa ds ckjs es crk ik;k@ikÃ] ij mlls lacafèkr mnkgj.k ugÈ ns ik;k@ikÃ
2: viuh rkd+rksa ds ckjs es crk ik;k@ikÃ] ij mlls lacafèkr rkt+k mnkgj.k Hkh ns ik;k@ikÃ

fo”k; Kku 0: fo’k; lacafèkr fdlh ç“u dk mÙkj ugÈ ns ik;k@ikÃ
1: flQ+Z vèkwjs mÙkj ns ik;k@ikÃ
2: laiw.kZ mÙkj ns ik;k@ikÃ 

• vkidks fdu nLrkost+ksa dks vkids lkFk ysdj tkuk gS\ 

• vkidks fdl rjg ds Mªsl dksM dk vuqlj.k djuk gS\

• ç“uksa ds mÙkj nsus dk vH;kl djsaA vki pkgs rks fuEufyf[kr mnkgj.k dk vkèkkj ys ldrs gSaA

D;k vki vius ckjs es dqN crk ldrs gSa\
ugÈ% ^esjk tUe 1990es gqvk Fkk…* ^eq>s leanj 
fdukjs pyuk vPNk yxrk gS…
gk¡% 2 feuV ls de le; es crkb, fd vki bl t‚c 
ds fy, ;ksX; D;ksa gSa-

vkius vkidh fiNyh ukSdjh D;ksa NksM+h\
ugÈ% ^esjs c‚l dh otg ls*
gk¡% ^esjh vis{kk Fkh fd gekjk VªsÇux ctsV vkSj 
T+;knk gks-*

vkidh lcls cM+h det+ksfj;ka dkSu lh gS\
ugÈ% ^oSls rks esjh dksÃ det+ksfj;ka ugÈ gS…*
gk¡¡% dke dks <ax ls yksxksa dks u lkSaiukA tc esjs 
ikl cgqr dke gksrk gS] rks eSa ;g lkspdj O;kdqy 
gks tkrk@tkrh gwa fd lc dqN eq>s djuk gksxk-

ges vkidks bl uk    Sdjh ds fy, D;ksa pquuk 
pkfg,\
ugÈ% D;ksafd eSa lcls vPNk@vPNh vkosnd gwa-
gk¡¡% esjk VªWd jsd‚MZ crkrk gS fd eSa egur vkSj 
yxu ds lkFk dke d#¡xk@d#¡xh-

D;k vki gels dqN ç’u iwNuk pkgrs gSa\ 
ugÈ% ugÈ] dksÃ ç“u ugÈ-
gk¡% eq>s fu;qä djus ds fu.kZ; dks vkSj Bksl 
cukus ds fy, D;k eSa vkidks fdlh ckr dk 
Li’Vhdj.k ns ldrk@ldrh gwa\

e‚d baVjO;w vlyh baVjO;w dh rS;kjh djus es enn djrs gSaA blds foLr`r :i dh otg ls vH;kl dksa es vkRefoÜokl 
fodflr gksrk gSA e‚d baVjO;w dh enn ls vkosnd vlyh baVjO;w es [kjs mrjrs gSa vkSj mudk vkRelEeku c<+rk 
gSA

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA 

 hƩ ps://youtu.be/4uFTcfua-_w
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20. ukSdjh <wa<uk vkSj e‚d baVjO;w 

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• e‚d baVjO;w igpkuuk 

• e‚d baVjO;w ds lgkjs baVjO;w dh rS;kjh djuk

• ,d fof”k’V çdkj ds baVjO;w dk roleplay djuk

 çR;sd ITI Vªsuh dks vius dkslZ ds iwjk gksus ij ukSdfj;ksa ds fy, vkosnu djuk gksxkA t‚c iksVZYl dk v‚uykbu 
irk yxkuk vkSj mu ij viuh O;kikj fo“ks’kKrk ls tqM+h ukSdfj;ksa ds fy, vkosnu djuk egRoiw.kZ gSA vkidks 
ukSdjh ds fglkc ls vkosnu i= vkSj jsT+;q es dks fy[kuk vkSj baVjO;w dks ikj djuk lh[kuk gksxkA

1.  VªSuhl dks nks lewgksa es foHkkftr fd;k tk,xk vkSj ukSdjh ds iksVZy czkmt+ djus ds fy, dgk tk,xkA  bldh 
tkudkjh mUgsa IT lk{kjrk es nh xÃ gSA 

 LVsi 1: 10 feuV ds vanj vius O;kikj ls lacafèkr 3 ukSdfj;ksa dh lwph yk,axsA 

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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LVsi 2: vxys 10 feuV esVªSuhl viuk jsT+;qes vkSj vkosnu i= fy[ksaxsA 

¼VªSuhl dks ls“ku ls igys viuk rS;kj jsT+;qes ykus dks dgk tk ldrk gSA os Dykl :e es flQ+Z viuk vkosnu i= 
fy[ksaxsa½

 LVsi 3: baVj dVj Dykl :e es 15 yksxksa dk e‚d baVjO;w ysus dh rS;kjh djsaxsaA 
    tc igys lewg dk e‚d baVjO;w py jgk gks] rc nwljk lewg mudk iSuy cu dj cSBsxkA 

LVsi 4: nwljk lewg vkosndksa dks baLVªDVj }kjk fn, x, Q‚esZV es 5 feuV ls de le; es laf{kIr QhMcWd nsxk- 

nwljk ls“ku 15 feuV dk gksxkA tc nqljs lewg dk e‚d baVjO;w py jgk gks] rc igyk lewg mudk iSuy cu dj 
cSBsxkA 

 igyk lewg vkosndksa dks baLVªDVj }kjk fn, x, Q‚esZV es 5 feuV ls de le; es laf{kIr QhMcWd nsxkA

KWL pkVZ esa fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA 

  O;kikj txr ds fy, rS;kj gksus ds fy, t‚c iksVZy es czkmt djuk vkSj jsT+;qes ds lkFk ukSdjh ds fy, vkosnu 
djuk igys pj.k gSaA vxys pj.k es vkidks lh[kuk gksxk fd vki [kqn dks baVjO;w es dSls çnÆ“kr djsaxsaA vkSj bldk 
vH;kl vki e‚d baVjO;w ds ekè;e ls dj ldrs gSaA e‚d baVjO;w es vkids nksLrksa ds Q+hMcWd dh enn ls vki 
vius vlyh baVjO;w es çn“kZu dks lqèkkj ldrs gSaA 

  hƩ ps://www.themuse.com/advice/the-ulƟ mate-interview-guide-30-prep-Ɵ ps-for-job-interview-success
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1. dEI;wVj dh ewyHkwr tkudkjh

 bl ikB ds var esa ge fuEu mís”; iwjs djsaxs! 

 •  daI;wVj dh lgh igpku 

 • daI;wVj ds eq[; Hkkxksa dh lgh igpku  

 •  daI;wVj ds eq[; Hkkxksa ds dk;Z dh le> |

 daI;wVj vkSj bUVjusV us gekjh nqfu;k cgqr NksVh cuk nh gS vkSj lapkj dh xfr dks rhoz dj fn;k gS | vc nqfu;k 
esa fdlh ls Hkh laidZ djuk] dksbZ Hkh tkudkjh ikuk vkSj dksbZ Hkh u;k dkS”ky lh[kuk & ;g lHkh dke feuVksa esa 
eqefdu gS | daI;wVj dh enn ls vki tgk¡ ls pkgsa ogk¡ ls] fdlh Hkh le; tks pkgs oks lh[k ldrs gSa |

eSa D;k tkurk/ tkurh gw¡ eSa D;k tkuuk pkgrk/pkgrh gw¡ vkt eSaus D;k lh[kk\
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 lsaVªy çkslsflax ;wfuV ¼CPU½ & ekuo ds fnekx tSlk gksrk gS ! daI;wVj ds lHkh QSlys CPU ysrk gS

1.  vki vkSj vkids fe= ds fy, ,d xse gS ! 

2.  feuV esa ftrus eqefdu gks mrus daI;wVj ds Hkkxksa ds uke fyf[k, ! ns[krs gSa dkSu lcls yach fyLV cukus esa   
lQy gksrk gS |

 __________________________________________________________________________________________
 __________________________________________________________________________________________ 

Escape

Capitals
Lock

Shi  

Control

Windows Alt Space bar Alt Windows Menu Control Shi  Arrows Number Pad

Func  on Enter Backspace Delete Print Screen Scroll Indicators

daI;wVj ,d bysDVª‚fud midj.k gksrk gS] ftldh enn ls ge 
lwpuk / MsVk ds lkFk dke djrs gSa | daI;wVj esa ge tks Mkyrs 
gS oks MsVk gksrk gS] vkSj daI;wVj ls gesa tks feyrk gS & mls ge 
lwpuk dgrs gSa | daI;wVj ds ds Hkkx] nks eq[; çdkj ds gksrs gSa & 
gkMZos;j o l‚¶Vosj|

gkMZos;j Bksl gksrk gS] tSls dh Mªkbo] dhcksMZ] e‚fuVj] rkj] 
Lihdj bR;kfn-

l‚¶Vosj gksrk gS & v‚ijsfVax flLVe vkSj çksxzke !

v‚ijsfVax flLVe & daI;wVj dks funsZ”k nsrk gS |

çksxzke & daI;wVj dks funsZ”k dks ikyu djus esa lgk;rk 

1+2=3
11+22=33

111x222=24642

OUTPUT DEVICES

INTPUT DEVICES

1+2=3
11+22=33

111x222=24642

1+2=3
11+22=33

111x222=24642

KEYBOARD

MOUSE

CPU

BRAIN OF THE
COMPUTER

PROCESS

BRAIN OF THE
COMPUTER

PROCESS

daI;wVj ds Hkkxksa dk ,d vkSj çdkj gksrk gS & buiqV o vkmViqV

buiqV & oks lHkh midj.k tks gesa daI;wVj dks MsVk nsus esa enn djrs gSa | tSls dh & dhcksMZ] ekml] dSejk]   
LdSuj] ekbØksQksu] ckjdksM jhMj] t‚; fLVd bR;kfn 

 a. dhcksMZ ¼Keyboard½

bldh enn ls ge daI;wVj esa v{kj] vkadM+s vkSj vU; fpà Mkyrs gSa 

dh cksMZ dh dh ¼key½ ,d fof”k’V Øe esa yxh gksrh gSa 

bUgsa ,d ds ckn ,d çsl dj] ge daI;wVj ls ckr dj ldrs gSa
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 Shiftlets you type an upper case letter 
or characters when used in combination 

with another letter/1number key. 

Shi   lets you type an uppercase le  er or 
character when used in combina  on with 
another le  er/number key.

 

Caps Lock allows all le  ers to be typed in 
uppercase without having to press shi  .

 

Windows logo key lets you open the start menu.

Alphanumeric Keys are for 
le  ers, numbers, punctua  ons, 
symbols, the spacebar, tab, 
backspace, caps lock, shi   and 
enter keys.

 

Spacebar allows a 
space to be indicated 
when pressed.

 

Backspace key deletes 
the character before the 
cursor, or the selected 
text chosen.

 

Enter allows the cursor 
to be moved to the 
beginning of the next line.

 b. Mouse-
Using the mouse involves five techniques 

• Pointing: Move the mouse to move the on-screen pointer 

• Clicking: Press and release the left mouse button once 

• Double-clicking: Press and release the left mouse button 

twice 

• Dragging: Hold down the left mouse button as you move the 

pointer. 

Using the mouse involves the following techniques
• PoinƟ ng: Move the mouse to move the on-screen 

pointer

• Clicking: Press and release the leŌ  mouse buƩ on once

• Double-clicking: Press and release the leŌ  mouse buƩ on 
twice

• Dragging: Hold down the leŌ  mouse buƩ on as you move 
the pointer.
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LeŌ  mouse buƩ on
click to move the 

pointer to any 
posiƟ on

on the screen

Parts of the mouse Wheel between the 
right and leŌ  mouse 

buƩ ons used to 
move/scroll up 

and down the pages

Right mouse buƩ on- 
click to bring up

other menus

Right click
bu  on

 d. Scanner

 e. Mic / Microphone

 f. Barcode Reader

 g. Webcam

 c. Digital Camera

A webcam is an input device because it captures a 
video image of the scene in front of it.  
It is either built in to the computer (e.g. laptop) or 
it is connected through an USB cable. 

A webcam is an input device because it captures a 
video image of the scene in front of it. 
It is either built in to the computer (laptop) or it is 
connected through a USB cable.

A BCR (barcode reader) or scanner, also 
known as a POS (point of sale) scanner is a 
hardware input device capable of reading a 
barcode using a laser. It can also print out 
the details of the product or log 
information about that product into a

A BCR (barcode reader) or scanner, also known as 
a POS (point of sale) scanner is a hardware input 
device capable of reading a barcode using laser. 
It can also print the details of the product or log 
informaƟ on about that product into a database. 

Microphone is an input device where sound is stored in a 
digital form or voice instructions. The microphone is used for 
various applications such as adding sound to a multimedia 
presentation or for mixing music. 

Microphone is an input device where sound is stored in 
a digital form or voice instrucƟ ons. The microphone is 
used for various applicaƟ ons such as adding sound to a 
mulƟ media presentaƟ on or for mixing music.

A scanner is an input device that scans 
documents such as photographs and pages 
of text. When a document is scanned, it is 
converted into a digital format.  

A scanner is an input device that scans documents such 
as photographs and pages of text. When a document is 
scanned, it is converted into digital format. 

From the view point of a computer, a digital 
camera sends data(photos / video) in to the 
computer so its considered an input device. 

From the view point of a computer, a digital camera 
sends data (photos / video) in to the computer. So, it is 
considered an input device.
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 vkmViqV fMokÃl & oks midj.k tks daI;wVj dh lwpuk ge rd igqapkrs gSa | tSls dh & e‚fuVj] fçaVj] Lihdj] 
çkstsDVj  bR;kfn 

 a. Monitor 

 gj daI;wVj esa ,d Vh-oh tSlh LØhu gksrh gS & ftl ij gesa fy[ks gq, vkfVZdy] fQYesa] fp= bR;kfn nh[krs gSa | 
;gh e‚fuVj gS- e‚fuVj] fofM;ks dkMZ }kjk cpu ls tkudkjh ys dj] ge rd igqaprk gS |

 

Cathode Ray Tube 
(CRT) 

Large  
Heavy  
Produce heat  
Notexpensive 

 

Liquid Crystal Display 
(LCD) 
Less space  
Lighter  
Low power consumption  
Expensive  
Limited viewing angle

 

Light-emitting Diode (LED) 
Less space  
Lighter  
Very expensive  
Provide higher contrast and 
better viewing angles than 
LCD monitor

Liquid Crystal Display 
(LCD)
Less space 
Lighter 
Low power consumpƟ on 
Expensive 
Limited viewing angle

Light-emi   ng Diode (LED)
Less space 
Lighter 
Very expensive 
Provide higher contrast 
and beƩ er viewing angles 

Cathode Ray Tube 
(CRT)

Large 
Heavy 
Produce heat 
Not expensive

 b. Printer
 

Printer is an external hardware device responsible for 
taking computer data and generating a hard copy of 
that data.  
Printers are one of the most used output devices on 
computers and are commonly used to print text, images 
and photographs. 

Printer is an external hardware device responsible 
for taking computer data and generaƟ ng a hard 
copy of that data. 
Printers are one of the most used output devices 
on computers They are commonly used to print 
text, images and photographs.

 c. Speakers

 A hardware device connected to a computer's sound 
card that outputs sounds generated by the computer.  
Speakers can be used to alert the user as well as for 
music and spoken text. 

A hardware device connected to a computer’s 
sound card that outputs sounds generated by 
the computer. 
Speakers can be used to alert the user as well as 
for music and spoken text.

 d. Headphones

 
Headphones give sound output from the 

computer.  

They are similar to speakers, except that 

they are worn on the ears and so only one 

person can hear the output at a time. 

Headphones give sound output 
from the computer. 
They are similar to speakers, except 
that they are worn on the ears.  
So, only one person can hear the 
output at a Ɵ me.
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e. Projector

An output device that can take the 
display of a computer screen and project 
a large version of it onto a flat surface.  
Projectors are often used in meetings 
and presentations so that everyone in 
the room can view the presentation. 

An output device that can take the display 
of a computer screen and project a large 
version of it onto a fl at surface. 
Projectors are oŌ en used in meeƟ ngs and 
presentaƟ ons so that everyone in the 
room can view the presentaƟ on.

 fdl Hkkx dks daI;wVj dk fnekx dgk tkrk gS \
__________________________________________________________________________________________

vkidh jk; esa daI;wVj dk lcls mi;ksxh Hkkx dkSulk gS \
 __________________________________________________________________________________________

vkidh jk; esa] ge daI;wVj dh enn ls Hkyk dgha ls Hkh dqN Hkh dSls lh[k ldrs gSa \ 
 __________________________________________________________________________________________
 __________________________________________________________________________________________

daI;wVj dh fdlh Hkh LFkkuh; nqdku ij tkb,] o daI;wVj ds fofHkUu ikVZ~l ds ckjs esa tkudkjh tqVkb, |

 daI;wVj dk lcls esgsaxk fgLlk

  dkSu lk gS \ lcls lLrk \ 
hƩ ps://www.youtube.com/watch?v=6Gkd2QOWKAI

 hƩ ps://www.youtube.com/watch?v=wHGfCn9yZGM
 hƩ ps://www.youtube.com/watch?v=HrbQ6XvtLFo
 hƩ ps://www.youtube.com/watch?v=YhaHq3pz_IQ

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA
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,EIy‚;fcfyVh fLdYl / jkstxkj dkS”ky% ,EIy‚;esaV ¼jkstxkj½ + ,fcfyVh ¼;ksX;rk½ | jkstxkj çkIr djus dh {kerk 
;k ;ksX;rk dks ,EIy‚;fcfyVh fLdy ;k jkstxkj dkS”ky dgrs gSa | bl dkS”ky dh enn ls ,d Nk= vius dk;Z{ks= 
es lQyrk çkIr dj ldrk gS | 

2.  dEI;wVj dks tkuuk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• daI;wVj [kksysaxs vkSj can djsaxs 

• daI;wVj dks nqljs midj.kksa ls tksM+saxs 

• daI;wVj ds Qk;ns tkusaxs |

eSa D;k tkurk/ tkurh gw¡ eSa D;k tkuuk pkgrk/ pkgrh gw¡ vkt eSaus D;k lh[kk \

Don’t be an elephant, when you can be a friendly mouse!
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 pfy, vc daI;wVj dks nqljs midj.kksa ls tksM+uk lh[krs gSa ! 

2.  Star  ng or boo  ng a computer

 daI;wVj LVkVZ djus dks daI;wVj ^cwV^ djuk Hkh dgrs gSa | nsf[k;s] dSls gksrk gS 

 
PRESS POWER BUTTONof a 

Computer to start it.. 
 

Desktop 

 cwV djus ds ckn] vkidks e‚fuVj ij dqN bl çdkj dk fp=.k fn[ksxk ! ;s ¼LØhu ij fn[kus okyk fp=½ gS gekjk 
^MsLdV‚i^ 

This is the start button. 
Press the Start Button in the 
KEYBOARDor use your MOUSEto 
click on it. Click the left button of 
your mouse.  

The Start Menu appears once you 
click on this button

 This is the start 
buƩ on. Press the Start BuƩ on 
in the KEYBOARD or use your 
MOUSE to click on it. Click the 
leŌ  buƩ on of your mouse. 
The Start Menu appears once 
you click on this buƩ on.

Start Menu 

 

 

Search Box 

• The “Search box” on the Taskbar will allow you 
to search within your documents and files or on 
the Web for anything you write.  

• The initial results will appear within the Start 
Menu itself.

 

The taskbar is an element of an operating system 
located at the bottom of the screen. It allows you to 
see the programs that are currently open. You can 
even start certain programs by clicking here with 

the mouse.  

 

 The taskbar is an element 
of an operaƟ ng system located at the 
boƩ om of the screen. It allows you to see 
the programmes that are currently open. 
You can even start certain programmes 
by clicking here with the mouse. 

 Search Box

• The “Search box” on the Taskbar will allow 
you to search within your documents and 
fi les or on the Web for anything you write. 

• The iniƟ al results will appear within the 
Start Menu itself.

1. daI;wVj dks [kksyus vkSj can djus dh çfØ;k dk igyk vkSj vkf[kjh LVsi vkidks fn;k x;k gS | fjä LFkku Hkjsa] 
vkSj vko’;drk gks rks vius v/;kid dh enn ysa

 
Start the 
computer 

 
 

Shut down 
the computer  
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Turn both your phone 
and computer on 

 Connect the USB wire 
to your phone and the 

computer 

 Locate the phone folder 
on the computer and 

transfer the files 

 
3 

Connect the USB wire to 
your phone and the 

computer

 3. daI;wVj ls nqljs midj.k tksM+uk 

,d ckj daI;wVj LVkVZ gks tk,] rks vki mlls cgqr ls midj.k tksM+ ldrs gSa | fQygky ge ,sls midj.k 
tksM+rs gSa] ftuesa ls vki fp= ys dj] daI;wVj ij Mky ldrs gSa & vkSj ,d midj.k ,slk gS ftldh enn ls 
daI;wVj ij xkus lqu ldrs gSa !

 a. eksckby Qksu 
 There are 3 important steps to connect your phone to your computer.

USB debugging connected
Tap to turn off  USB debugging

Android system

Android system

Charging device via USB
Tap for more opƟ ons.

Copyright Free. Under CC BY License



IT  lk{kjrk

263

 b. USB /isu Mªkbo  
 There are 3 important steps to connect a USB drive phone to your computer.

Start your computer  
Connect the pen drive to 
the USB port on the side 

of your computer 

1 2 

USB Drive (G:) 3 
Locate the USB folder on 

the computer and 
transfer the files

Locate the USB folder 
on the computer and 

transfer the fi les

USB symbol

USB portUSB fl ash drive

Start your computer
Connect the pendrive to
the USB part on the side
of your computer
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 c. Lihdj%
 There are 3 important steps to connect a speaker to your computer.

 4. daI;wVj dks can djuk ¼”kV Mkmu½
 A computer can be shut down in 2 simple steps. 

 This is the start button. 
Press the Start Button in the 
KEYBOARDor use your MOUSEto 
click on it.  

 

 

Click on the Shut Down button. This 
switches off your computer.  

Start Your 
Computer

Connect the speaker 
to a power or 
electricity socket

Connect the speaker 
wires (as per the colour) 
to the CPU or laptop

1. Microphone (on some computers, the 
microphone can also be confi gured as the 
Centre/Subwoofer out through the Sound 
Manager soŌ ware)

2. Line-out (to front powered speakers)

3. Line-in (on some computers, the 
microphone can also be confi gured as 
the rear speaker out through the Sound 
Manager soŌ ware)

1

2

1.  Side speaker out

2.  Rear speaker out

3.  Centre and subwoofer out

4.  Microphone

5.  Line-out (to front powered speakers)

6.  Line-in
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vkt geus D;k lh[kk \
 __________________________________________________________________________________________
 __________________________________________________________________________________________

daI;wVj ls ge vkSj dkSu ls midj.k tksM+ ldrs gSa \ 
 __________________________________________________________________________________________
 __________________________________________________________________________________________

daI;wVj vkids thou vkSj dfj;j esa vkids D;k dke vk,xk \
 __________________________________________________________________________________________
 __________________________________________________________________________________________

KWL pkVZ es fn, x, ^eSaus D;k lh[kk^ ç”u dk mÙkj fy[ksaA

 pfy, vc vius Vªsuj vkSj fe=ksa ls iwfN, dh daI;wVj ds D;k Qk;ns gSa ! vf/kd tkudkjh ds fy, vki xwxy dh 
enn ys ldrs gSa |

hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=comouters+bas
ics+tutoƟ al+youtube#id=3&vid=af478e149aabd775ed40219e0a40dd63&acƟ on=click

 hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=comouters+bas
ics+tutoƟ al+youtube#id=4&vid=11e7f17761a61ad9672251c8a1162191&acƟ on=view
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3. v‚ijsfVax flLVe dh ewyHkwr tkudkjh

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• v‚ijsfVax flLVe ds ckjs esa tkusaxs 

• v‚ijsfVax flLVe ds çdkj igpkusaxs 

• v‚ijsfVax flLVe dh ifjHkk"kk ls voxr gksaxs | 

v‚ijsfVax flLVe dh tkudkjh% ,d daI;wVj esa cgqr ls çksxzke] ,d gh le; ij cSdxzkmaM esa pyrs jgrs gSa | ;s lHkh 
çksxzke gekjs vuqHko dks vkSj lgt vkSj ljy cukus esa dke vkrs gSa ! tSls dh tc ge ;w V;wc ¼osclkbV½ [kksyrs 
gSa] rc cgqr ls çksxzke cSdxzkmaM esa pyrs gSa vkSj lqfuf”pr djrs gSa dh fofM;ks] lkmaM] ekml bR;kfn lc lgh ls 
dke djs |

v‚ijsfVax flLVe ¼vks-,l½] daI;wVj ds Mk;jsDVj ds leku gS | lHkh çksxzke] vks-,l dh fuxjkuh esa dke djrs gSa] vkSj 
vks-,l ;g lqfuf”pr djrk gS fd ;g ,d nwljs ds dke esa dksbZ ck/kk u igqapk,a | vks-,l gekjs daI;wVj dks lqjf{kr 
j[krk gS] o MsVk ds vkokxeu vkSj Qkbyksa dks vk;ksftr j[kus dk dke djrk gS |

 vkSj] Hkyk vks-,l dk Mk;jsDVj dkSu gS \ vks-,l- dks dkSu funsZ”k nsrk gS fd mls D;k djuk gS ! ge – vks-,l gekjs 
funsZ”k vuqlkj dke djrk gS | ekbØksl‚¶V foaMkst vkSj ,Iiy eSd] vks- ,l ds nks mngkj.k gSa |

Operating system & daI;wVj ds *ijns ds ihNs* dh xfrfofèk dks fu;af=r djrk gS A og daI;wVj dh memory, 
fi le ç.kkyh] network connection vkSj input @ output ;a=ksa dk çcaèku djrk gS A Operating System & Central 
Processing Unit (CPU) dks Hkh fu;af=r djrk gS] tks dh iwjs daI;wVj dk fny gS A

 “kq#vkrh daI;wVj esa dksbZ vks-,l ugha gksrk Fkk| bl dkj.k ls] og ,d ckj esa ,d gh dke dj ikrs Fks |

eSa D;k tkurk/ tkurh gw¡ eSa D;k tkuuk pkgrk/ pkgrh gw¡ vkt eSaus D;k lh[kk \
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Communication between a 
Human and a 

Computerwithout Operating 

Communication between a 
Human and a Computerwith 

Operating System 

 

5 
5 5 5 

1. v‚ijsfVax flLVe dk vk/kkj

 v‚ijsfVax flLVe & daI;wVj ds l‚¶Vos;j dk lcls egRoiw.kZ vax gS | ;g daI;wVj dh iwjh ç.kkyh vkSj eseksjh dk 
lapkyu djrk gS] vkSj vkidks daI;wVj rd viuk funsZ”k igqapkus esa enn djrk gS | vxj fdlh daI;wVj esa v‚ijsfVax 
flLVe u gks] rks daI;wVj ,d ne csdkj gS |

CommunicaƟ on between 
a Human and a Computer with
 OperaƟ ng System

CommunicaƟ on between a 
Human and a Computer without 
OperaƟ ng System

 

Binary 0101101101? Binary 0101101101?

 

2+3=T �_ G ?  
Answer
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 2. daI;wVj ds çdkj lef>,

v‚ijsfVax flLVe D;k gS \
 __________________________________________________________________________________________
 __________________________________________________________________________________________

v‚ijsfVax flLVe ds eq[; çdkj D;k gSa \
 __________________________________________________________________________________________
 __________________________________________________________________________________________

vkids bafLVVîwV ds daI;wVj ij dkSu lk v‚ijsfVax flLVe gS\
 __________________________________________________________________________________________
 __________________________________________________________________________________________

daI;wVj ds ckjs esa vkSj tkuus ds fy,] bu osclkbV ij tk,¡%
hƩ ps://www.youtube.com/watch?v=5AjReRMoG3Y

 hƩ ps://www.webopedia.com/TERM/O/operaƟ ng_syste

Linux is much more stable than Windows, it can run for 10 
years without the need of a single Reboot. Linux is open 

source and completely Free. Linux is much more secure than 
Windows OS, Windows malwares doesn't effect Linux and 
Viruses are very less for linux in comparison with Windows. 

Linux is much more stable than Windows, it can run 
for 10  years without the need of a single Reboot. 
Linux is open source and completely Free. Linux 
is much more secure than Windows OS, Windows 
malwares do not aff ect Linux and viruses are very less 
for linux in comparison with Windows.

Mac OS is a line of opera  ng systems created by Apple. It comes preloaded on all new Macintosh 
computers, or Macs. All of the recent versions are known as OS X. Mac OS X users account for 
less than 10% of global opera  ng systems—much lower than the percentage of Windows users 
(more than 80%). One reason for this is that Apple computers tend to be more expensive. 
However, many people do prefer the look and feel of Mac OS X over Windows.

Operating systems usually 
come pre-loaded on any 
computer you buy. Most 
people use the operating 
system that comes with 
their computer, but it's 
possible to upgrade or 
even change operating 

systems. The three most 
common operating 

systems for personal 
computers are Linux, Mac 

OS X, and Microsoft 

it is

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA
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4. foaMksl v‚ijsfVax flLVe dks tkuuk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs! 
•  ÇoMkst 7 vkSj ÇoMkst 8 ds varj dks tkusa 
• ÇoMkst 10 ds D;k Qhpj gSa 
• ÇoMkst 10 dks bLrseky djsa | 

daI;wVj ds {ks= esa ge cgqr ljyrk ls] Lo;a ds v/;kid cu ldrs gSa | blds fy, vkidks vius 5 [kwfc;k¡ ykuh 
gksaxh – lh[kus dh bPNk] gkjus ij iqu% dksf”k”k djus dh fgEer] u;k tkuus dh ftKklk vkSj dgha vVd tkus ij 
csf>>d enn ekax ikuk !

bl yslu ds ckn ge u lsYQ&yuZj ¼[kqn dks fl[kkus okyk½ Hkh cusaxs vkSj foaMks 10 ds ckjs esa cgqr dqN tkusaxs |

eSa D;k tkurk/ tkurh gw¡ eSa D;k tkuuk pkgrk/ pkgrh gw¡ vkt eSaus D;k lh[kk \

Copyright Free. Under CC BY License



IT  lk{kjrk

270

1. bl ,fDVfoVh ds }kjk vki lsYQ&yfuaZx dh fn”kk esa igyk dne j[k jgs gSa !

a. le>sa dh foaMks 7 vkSj 8 esa D;k varj gS D;ksa fiNys 30 o’kksaZ esa foaMks v‚ijsfVax flLVe dk cgqr fodkl gqvk gS 
| vkSj lcls ysVsLV foaMks 10 dks le>us ds fy,] ;g vko”;d gS fd ge foaMks ds fiNys nks o”kZu ¼version½ dks Hkh 
/;ku ls le>sa | cgqr ls daI;wVj vc Hkh foaMks 7 ;k 8 dk bLrseky djrs gSa |

lh[kuk “kq: djsa% vkidh enn ds fy,] geus foaMks 7 vkSj 8 ds dqN varj ;gk¡ fy[k fn, gSa | bUgsa i<+sa vkSj ,sls gh 
vU; varjksa dh [kkst vki Lo;a djsa 

      eq[; varj

foaMks 7] lcls ljy foaMks v‚ijsfVax flLVe gS | blesa lHkh eq[; çksxzke [kksyus ds fy, ^VkLd ckj* ¼taskbar½ dk  
ç;ksx gksrk gS | 

 
Win 7 

 The search is a new 
feature in Windows 7. 
Type a search term (ex: 
video player, music player) 
in the marked area, and 
you will get a list of results.   

foaMks 8 – foaMks 7 ls cgqr vyx nh[krk gS | bldh jpuk eq[; 
rkSj ij Vp&LØhu ySiV‚i vkSj daI;wVj ds fy, dh x;h gS | 
foaMks 8 [kksyus ij] vkidks lcls igys ^start screen* fn[ksxh! 
bls ge ^esVªks* Hkh dgrs gSa | 

foaMks 8 esa MsLdV‚i Hkh gS] vkSj start LØhu ij vkbd‚u ds cnys 
esa vkidks ^stile* ns[kus dks feysaxs |

Vkby ¼tile½ ij fDyd djus ij] vki fdlh Hkh app dks [kksy 
ldrs gSa | LØhu ds uhps] ;fn vki jkbZV fDyd djsa vkSj ^aapps*  
pqusa | foaMks LVksj ls vki u;h app Hkh download dj ldrs gSa |

pfy, [kqn ls lh[ksa% foaMks 8 esa startmenu ugha gS | fQj foaMks 8 esa vki daI;wVj dks start ;k shutdown dSls 
djsaxs\ 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

 
Win 7 

Clicking on the 
windows icon, will open up the 
Start Menu that opens up all 
the other Windows 
programmes.  

This grey bar is the taskbar. A 
user can pin their most 
frequently used programmes,

         Clicking on the 
windows icon, will open up 
the Start Menu that opens 
up all the other Windows 
programmes. 
This grey bar is the 
taskbar. A user can pin 
their most frequently used 
programmes, here. 

 The search is a new 
feature in Windows 
7. Type a search term 
(video player, music 
player) in the marked 
area, and you will get 
a list of results.  
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b. Explore Windows 10 OperaƟ ng System 

D;w¡% foaMks 10] foaMks dk lcls ysVsLV v‚ijsfVax flLVe gS | bldk ç;ksx 
VscysV] ySiV‚i] eksckby vkSj daI;wVj ij fd;k tk ldrk gS | foaMks 10 
ij ge dqN eksckby app Hkh bLrseky dj ldrs gSa] tSls dh whatsapp 
on the computer too, thanks to windows 10 OS.

lh[kuk “kq: djsa% foaMks 10 ds dqN eq[; Qhpj ;gk¡ fy[ksa gSa | bUgsa i<+sa] 
vkSj vH;kl }kjk dqN u, Qhpj [kkstsa |

oaMks 10 dks tqykbZ 2015 esa ykSap fd;k x;k | bldk fuekZ.k dhcksMZ vkSj 
Vp LØhu midj.kksa ds fy, fd;k x;k gS | foaMks 10 – eksckby] VscysV vkSj 
ySiV‚i ij ,d lkeku vuqHko dh jpuk djrk gS | 
Windows 10 OS has the same look and feel on a mobile device as well as a 
laptop or desktop. 

foaMks 10 esa ,d [kkl search* Qhpj gS – blds }kjk vki vius ySiV‚i vkSj 
bUVjusV nksuksa ij ,d gh ckj esa dksbZ Hkh topicsearch dj ldrsgSa|

MicrosoŌ  Edge debuted with Windows 10 and replaced Internet Explorer as the default web browser.

foaMks 10 ls gh lkFk – ekbØksl‚¶V ,t ¼bUVjusV czkmtj½ dks Hkh ykSap fd;k x;k | vkSj vc bUVjusV ,DLIyksjj dh 
txg ,t us ys yh gS | Qksu ij foaMks 10 pykus ds fy, vkidks de ls de – 1GB RAM, 8GB fl ash storage] 32 
bits colour per pixel vkSj 720p screen resolution dh vko”;drk gS|
The start menu that is common in Windows 7 and 8, is present in 10. AddiƟ onally, it has a bunch of Ɵ les that 
show news from the internet, diff erent apps, weather, etc., as Ɵ les which can be touched to open. 

 foaMks 10 esa startmenu miyC/k gS | vkSj bl startmenu esa çksxzke ds lkFk&lkFk gesa ^app* ds tile Hkh feyrs gSa |

pfy, [kqn ls lh[ksa% foaMks 10 ds tile ds Qhpj dks tkusa – bl Qhpj dh [kkl ckr D;k gS \ fp=ksa dks ns[k dj] 
mÙkj nsa   

 __________________________________________________________________________________________
 __________________________________________________________________________________________
 __________________________________________________________________________________________

What are the major diff erences between Windows foaMks 7 vkSj 8 esa eq[; varj D;k gS \
 __________________________________________________________________________________________
 __________________________________________________________________________________________

vkidks dkSu lh activity lcls T;knk etsnkj yxh \
 __________________________________________________________________________________________
 __________________________________________________________________________________________

 ;fn vki [kqn ls lh[kus dh vknr cuk ysa] rks vkidks blls D;k Qk;nk gksxk \
 __________________________________________________________________________________________
 __________________________________________________________________________________________

Explore these apps on your own to learn English and Typing. 
hƩ p://www.wordhippo.com (free app on Google playstore that can help you build your vocabulary)
hƩ p://www.rapidtyping.com (free app that helps learn typing in a fast and fun manner)
hƩ p://www.microsoŌ .com/en-in/p/learnenglish-grammar/9wzdncrĬ wpx
(free app to help you learn new words in English)

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk^ ç”u dk mÙkj fy[ksaA
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bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• ÇoMks ds ewyHkwr Qhpj dks tkusaxs 

• USB, CD, DVD bR;kfn dk mi;ksx djsaxs 

• Qkby vkSj QksYMj dks cuk;saxs] d‚ih vkSj fMyhV djsaxs | 

foaMks ds LVksjst Qhpj bLrseky djsaxs% daI;wVj ij ge M‚D;wesaV] Qkby vkSj fiDpj] fofM;ks bR;kfn save dj ldrs 
gSa | tc bu Qkbyksa dk lkbt cgqr cM+k gksrk gS] rc ge bUgsa isu Mªkbo] CD, DVD bR;kfn ij save djrs gSa | 
daI;wVj ij save fd;k data ge] fMyhV Hkh dj ldrs gSa vkSj move Hkh |

 
eSa D;k tkurk/  tkurh gw¡ eSa D;k tkuuk pkgrk/ pkgrh gw¡ vkt eSaus D;k lh[kk \

1. CD / DVD/ Pen Mªkbo dh Qkbyksa dks vksiu djuk 

a. CD ;k DVD

bu nksuksa midj.kksa dks bLrseky djus dk rjhdk same gh gS | CD vkSj DVD cgqr cM+s lkbt dh Qkbyksa dks daçsl 
¼compress / NksVk½ dj] save dj ysrh gS | mU/kk DokfyVh ds fofM;ks Hkh CD ij save gks ldrs gSa | DVD ij dsoy 
fofM;ks LVksj gksrk gS] ijUrq CD ij xkus] QksVks bR;kfn save gks ldrk gS |

A well-organized computer can help you be a smart user!

5. foaMksl es LVksjst QhplZ dk mi;ksx
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 uhps bUgsa bLrseky djus dk process fn;k x;k gS %

In the CPU of the computer, Press 
the Eject buttonon the disc drive. 

 

if it is a Laptop

Place the disc in the tray. 
Make sure the shiny side 

faces down.  

 

 

If it is a laptop, press the button on the 
side of the laptop and this tray opens 
up. Place the CD or DVD in this tray.   

Close the tray gently, by pushing 
it back.    

 

 Usually this type of button appears after 
inserting a CD or DVD. Click on it to play 

the movie.  

If you don't see this notification appear 
on your screen, then the CD or DVD 

automatically plays.  

  
Click this button next.  

 If you don’t see any buttons 
appear, then search for Windows 
Media Player of VLC Media Player 
to open your file.  

 b. USB Mªkbo

vkius igys gh lh[kk gS dh usb Mªkbo dks dSls bLrseky djrs gSa ! ,d nksLr ds lkFk feydj & bl process dks 
fy[k ysa &
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Once you connect the USB, you can open the fi les inside.

 
After connecting the USB, use 
the mouse to double click on 
the button ‘My Computer’or 

‘This PC’ 

,d daI;wVj esa vki cgqr lh Qkby save dj ldrs gSa | bu Qkbyksa dks vyx&vyx Qksysjksa esa save fd;k tk 
ldrk gS | tSls fd] LokLF;] cSad] ekdZ”khV] vk/kkj dkMZ bR;kfn tSls M‚D;wesaV dks] mudh Js.kh vkSj mi;ksx ds 
vuqlkj vyx&vyx QksYMjksa esa LVksj fd;k tk ldrk gS | pfy,] tkurs gSa fd dSls daI;wVj ij ge vius dke dks 
QkLV vkSj bQsfDVo rjhds ls dj ldrs gSa |

 a. Storage Devices
 Computers store informaƟ on in 3 ways. Storing data is one of the core funcƟ ons of the modern computer. 

A device that stores data has space or memory in which it stores data. Just like boxes of diff erent sizes, 
storage devices in a computer have diff erent storage capacity. 

You will then see a folder 
named‘Removable Disk’. Open 
that folder and select the files 
you want to open. 

Removable Disc (H)
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Storage 
devices 

 

Primary Storage 
Devices 

 
• RAM 
• ROM 

 

Secondary 
Storage 
Devices 

 
Hard Disk 
• Internal 

 

Tertiary Storage 
Devices 

 
Optical Disc 
Floppy Disk 
USB Flash drive 
Memory card 

 i- çkbejh LVksjst fMokbl 

bls ge ^eq[; eseksjh^ ds :i esa Hkh ns[krs gSa ! ;g fMokbl lh/kk daI;wVj ds CPU ls tqM+k gksrk gS] vkSj blesa daI;wVj 
dks fn, x;k eq[; funsZ”k save fd;s tkrs gSa |

fo”ks’krk,a RAM ROM

Stands for Random Access Memory Read-only memory

mi;ksfxrkvksa bLrseky bl eseksjh dk bLrseky 
daI;wVj vius t:jh çksxzke dks 
pykus esa djrk gS

bl eseksjh dk bLrseky daI;wVj start vkSj 
shutdown dh çfØ;k ds nkSjku djrk gS |

ifjHkk’kk daI;wVj }kjk bl eseksjh dks fdlh 
Hkh rjg ls] dHkh Hkh bLrseky fd;k 
tk ldrk gS

daI;wVj }kjk bl eseksjh dks vklkuh ls cnyk 
¼reprogram½ ugha tk ldrk |

ii- f}rh; (secondary)LVksjst fMokbl 

gkMZ fMLd% vke rkSj ij] ;g daI;wVj dk lcls cM+k eseksjh dk HkaMkj gksrk gS | blesa 160 gb ls ys dj 2tb MsVk 
LVksj djus dh {kerk | gj hard disk dh MsVk dks LVksj djus dh vkSj bLrseky djus dh xfr ¼LihM½ {kerk fHkUu 
gksrh gS | Hard disk dh LihM dh x.kuk ge ^rotation speed^ ls djrs gSa | ;g LihM 4500 &7200 jksVs”ku ij feuV  
gks ldrh gS | bl eseksjh dks access ¼çkIr½ djus ds Vkbe dh x.kuk milisecond esa gksrh gS |

HARD DISK

CharacterisƟ cs Internal Hard disk External Hard Disk
Portability No Yes
Price Less expensive More expensive
Speed Fast Slow
Size Big Small
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iii- r`rh; ¼tertiary½ LVksjst fMokbl known (tkuk tkrk gS) as disconnected storage

;g fMokbl daI;wVj dk vax ugha gksrk] tSls dh pen drive | ijUrq ge bls viuh vko”;drk&vuqlkj MsVk save 
vkSj “ks;j djus ds fy, bldk mi;ksx dj ldrs gSa |
 Optical disc is any storage media that holds content in 

digital format and is read using a laser assembly is 
considered optical media.  

The most common types of optical media are  

– Blu-ray (BD)  
– Compact Disc (CD)  
– Digital Versatile Disc (DVD) 

         OpƟ cal Disc

 A small, portable flash memory card that plugs into 
a computer’s USB port and functions as a portable 
hard drive. 

Flash drives are available in sizes such as 256MB, 
512MB, 1GB, 5GB, and 16GB and are an easy way 
to transfer and store information. 

USB Flash Drive

An electronic flash memory storage disk commonly used in 
consumer electronic devices such as digital cameras, MP3 players, 
mobile phones, and other small portable devices.  

Memory cards are usually read by connecting the device containing 
the card to your computer, or by using a USB card reader. 

         Memory Card

2. ,d u;h Qkby vkSj ,d u;k QksYMj cukb;s 

1. ,d [kkyh LFkku ij jkbZV&fDyd dhft;s | ,slk djus ij ,d Mªki&Mkmu esU;q [kqysxk | bl ckr dk /;ku nsa 
dh vki fdlh ekStwnk Qkby ;k QksYMj ij jkbZV fDyd u djsa & ,slk djus ls xyr esU;q [kqy tk,xk |

2. ;fn vki M‚D;wesaV QksYMj ¼;k ,slh gh fdlh vU;½ esa gS] rks vki Qkby ,DLIyksjj ds ys¶V ¼ck;ha½ V‚i dkuZj 
esa home VSc ij Hkh fDyd dj ldrs gSa ! vkSj fQj] new QksYMj ij fDyd djsa !

3. ;fn ekml dh txg vki VªSdiSM dk  ç;ksx dj jgs gSa rks vki jkbZV&fDyd dh txg nks m¡xfy;ksa dks VSi dj 
ds bl esU;q dks [kksy ldrs gSa |

4 ^new^ lsysDV djsa ! ;g option bl esU;q ds var esa gS & vkSj bl fDyd djrs gh] ,d vkSj esU;q [kqy tk,xk|

5- vc ge cuk ldrs gSa% 
• New folder
• Open a New MS-Word document 

A small, portable fl ash memory card that plugs 
into a computer’s USB port and funcƟ ons as a 
portable hard drive.
Flash drives are available in sizes such as 256MB, 
512MB, 1GB, 5GB, and 16GB and are an easy way 
to transfer and store informaƟ on.

An electronic fl ash memory storage disk commonly 
used in consumer electronic devices such as digital 
cameras, MP3 players, mobile phones and other 
small portable devices. 
Memory cards are usually read by connecƟ ng the 
device containing the card to your computer or by 
using a USB card reader.

Op  cal disc is any storage media that holds content 
in digital format and is read using a laser assembly. 
It is considered op  cal media. The most common 
types of op  cal media are 
– Blu-ray (BD) 
– Compact Disc (CD) 
– Digital Versa  le Disc (DVD)
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Microsoft Wordor MS-WORD(often called Word) is a Graphical word 
processing programme that users can type with. It is made by the 
computer company Microsoft. Its purpose is to allow users to type and 
save documents. Similar to other word processors, it has helpful tools to 
make documents.  docor  docxis a file extension for a MS-WORD file. 

 Microsoft Excelor MS-EXCELis a spreadsheet programme included in the 
Microsoft Office suite of applications. Spreadsheets present tables of 
values arranged in rows and columns that can be manipulated 
mathematically using both basic and complex arithmetic operations and 
functions.xlsor xlsxis a file extension for a MS-EXCEL file. 

 Microsoft PowerPointor MS-POWERPOINTis a 
powerful presentation software developed by 
Microsoft. The programme uses slides to convey 
information rich in multimedia. pptor pptxis a file 
extension for a MS-POWERPOINTfile. 

Notepadis a simple text editor for Microsoft 
Windows and a basic text-editing programme 
which enables computer users to create 
documents. txtis a file extension for a textfile. 

 Zipped (compressed) filestake up less storage 
space and can be transferred to other computers 
more quickly than uncompressed files. Combine 
several files into a single zipped folder to more 
easily share a group of files. 

 fdlh gkMZ fMLd ;k usb ij MsVk save djus ds D;k Qk;ns gSa\
  _________________________________________________________________________________________
  _________________________________________________________________________________________

 ,d daI;wVj esa Qkby dks lgh txg ij save djus dk D;k Qk;nk gS \ 
  _________________________________________________________________________________________
  _________________________________________________________________________________________

vkius vkt Qkby vkSj QksYMj cukuk lh[kk gS | vc vius nksLrksa] xwxy vkSj Vªsuj dh enn ls lhf[k, dh dSls 
Qkby dks d‚ih vkSj fMyhV djrs gSa | 

• Bitmap image
• Open a New MS-Excel Worksheet 
• Open a New MS-PowerPoint PresentaƟ on 
• Open a New Text Document
• Open a New Compressed (Zipped) Folder

hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=creaƟ ng+fi les+
and+folders+tutorials+videos#id=3&vid=19a977d9a689ĩ f58cd1bf0de2b5cb37&acƟ on=click

 

Microso   Word or MS-WORD (oŌ en called Word) is a Graphical word 
processing programmeme that users can type with. It is made by the 
computer company MicrosoŌ . Its purpose is to allow users to type 
and save documents. Similar to other word processors, it has helpful 
tools to make documents.  doc or  docx is a fi le extension for an                       
MS-WORD fi le.

Microso   Excel or MS-EXCEL is a spreadsheet programmeme 
included in the MicrosoŌ  Offi  ce suite of applicaƟ ons. Spreadsheets 
present tables of values arranged in rows and columns that can 
be manipulated mathemaƟ cally using both basic and complex 
arithmeƟ c operaƟ ons and funcƟ ons. xls or xlsx is a fi le extension 
for a MS-EXCEL fi le.

MicrosoŌ  PowerPoint or MS-POWERPOINT is 
a powerful presentaƟ on soŌ ware developed 
by MicrosoŌ . The programmeme uses slides to 
convey informaƟ on rich in mulƟ media. ppt or pptx 
is a fi le extension for a MS-POWERPOINT fi le.

Notepad is a simple text editor for MicrosoŌ  
Windows and a basic text-ediƟ ng programmeme 
which enables computer users to create 
documents. txt is a fi le extension for a text fi le.

Zipped (compressed) fi les take up less storage 
space and can be transferred to other computers 
more quickly than uncompressed fi les. Combine 
several fi les into a single zipped folder to share a 
group of fi les more easily.

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksaA
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SoŌ ware programmes like ‘MS-Word’ 
can help people transform their offi  ce 
from looking like this ...

to looking like this!

6. ,Ek-,l-oMZ dh ewyHkwr tkudkjh 

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• MS word ds eq[; Qhpj dks tkusaxs 

• MS word dks bLrseky djus dk vH;kl djsaxs

• Word dh u;h Qkby dks cukuk vkSj save djuk lh[ksaxs |

MS Word dk ifjp;% vkt ds le; esa daI;wVj cgqr ls dke dj ldrk gS & tSlh dh Vkbfiax! MS Word uke 
ds çksxzke esa vki] dksbZ Hkh M‚D;wesaV type dj ldrs gSa] edit dj ldrs gSa] vkSj vyx&vyx jax&:iksa ds M‚D;wesaV 
cuk ldrs gSa ! bl çksxzke esa vki vius fy[ks gq, ys[k dh spelling Hkh check dj ldrs gSa] fy[ks gq, VsDLV vkSj 
fp=ksa dks d‚ih&isLV dj ldrs gSa | dqN gh iyksa esa vki word ij fy[kk dksbZ Hkh M‚D;wesaV] bZesy ds tfj;s fdlh 
ls Hkh “ks;j dj ldrs gSa |

eSa D;k tkurk/ tkurh gwa eSa D;k tkuuk pkgrk/ pkgrh gwa vkt eSaus D;k lh[kk \
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1.  vius daI;wVj esa MS Word [kksyus ds nks ek/;e gSa%

1.  start cVu ij fDyd dhft;s] vkSj word type dhft;s | Microsoft word ij fDyd djsa |

2.  start cVu ij fDyd djsa all programmes ij fDyd djsa Microsoft word ij fDyd djsa 

1 

i.  Microsoft word [kksyus ds ckn] vkidks new M‚D;wesaV dh jpuk djuh gS| fp= ns[k dj] le>sa 

ii.  fHkUu document types dks ns[ksa ¼resume, calendar, spreadsheet, cover letter bR;kfn½

iii.  Blank document dks pqusa] vkSj fDyd djsa 

iv.  new M‚D;wesaV esa type djuk start djsa ! the insertion point or cursor will appear in the top-left corner of the page. 
if you want, you can being typing- from this location.

ii
i

New

 
Copyright Free. Under CC BY License



IT  lk{kjrk

280

v.  Qkby dks save djuk cgqr gh vklku gksrk gS

•  type djus ds ckn Cntrl + S çsl djsa ! dhcksMZ ij nksuksa cVu ,d lkFk nckus gksaxs 

•  uhps fn, x, fp= dks ns[ksa & select this PC & desktop

Blank 
Document

Bank Document

iii

iv

This PC

Desktop

MY RESUME.docx 

Save 
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vii.  MS-word dk ç;ksx djus ds “kksVZ&dV

cntrl +N: u;h Qkby cuk,a   cntrl+S: Qkby save djsa 

F12: Qkby dks u, uke ls save djsa  cntrl +O: word esa fdlh ekStwnk Qkby dks open djsa

This PC

Desktop

•  Qkby dks viuh ilan dk uke nsa. You must enter a name for the fi le if you are saving a fi le for the fi rst Ɵ me.

• vki save vkbd‚u ij Hkh fDyd dj ldrs gSa           on the Quick Access Toolbar.

iv. Qkby dh u;h d‚ih save djsa !

,slk djus ls vki ,d ekStwnk Qkby dks u, uke ls save dj ldrs gSa] vkSj mlesa tks pkgsa oks cny ldrs gSa |

•  F12 çsl djsa / fi le > save a copy

•  v‚fQl vkidh Qkby ogha save djsxk tgk¡ iqjkuh Qkby save dh x;h Fkh | vki pkgsa rks ;g yksds”ku cny    
ldrs gSa |

•  viuh Qkby dks u;k uke ns dj] save djsa | vkidh iqjkuh Qkby vc can gks x;h gS] vkSj vki new Qkby ij 
dke dj jgs gSa |

vkt vkius word ds ckjs esa cgqr dqN lh[kk ! pfy,] vc blds ckjs esa FkksM+k vkSj tkurs gSa & xwxy ij tkb;s vkSj 
MS -Word easy introduction and practice videos^ dh [kkst dhft;s | ;kn j[ksa fd dsoy fofM;ks ns[kuk i;kZIr ugha 
gS & vkidks vH;kl Hkh djuk gksxk |

hƩ ps://www.youtube.com/watch?v=umOSlKcyRrg
hƩ ps://www.youtube.com/watch?v=fUkh3yWm3d4
hƩ ps://www.youtube.com/watch?v=S-nHYzK-BVg
hƩ ps://www.youtube.com/watch?v=2bQSJPQhafg

Ms word esa lcls fnypLi Qhpj dkSu ls gSa \
 __________________________________________________________________________________________
 __________________________________________________________________________________________

vki vius career esa word çksxzke dk bLrseky dgk¡ dj ldrs gSa \ 
 __________________________________________________________________________________________
 __________________________________________________________________________________________

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA
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 7. ,e,l-oMZ dks tkuuk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• Word Qkby dks format djuk tku tk;saxs 
• Word ij type djus dk vH;kl djsaxs 
• Word dks pykus esa dke vkus okys dhcksMZ “k‚VZdV dk vH;kl djsaxs |

Word ij “kCnksasa vkSj ys[k dks fHkUu :i ;k vkdkj nsuk formatting dgykrk gS | tSls dh] vki pkgsa rks vki letter 
ds format esa fy[k ldrs gSa ;k vki ;fn dksbZ b”rsgkj cuk jgs gksa] rks mls brochure ds Q‚esZV esa cuk ldrs gSa | 
blh çdkj vki viuh bPNk vuqlkj “kCnksa cM+k&NksVk] cksYM&ykbV] vaMjykbu ;k jaxhu (colourful)  Hkh cuk ldrs 
gSa | ;g lHkh phtsa ge formatting ds varxZr lh[ksaxs | 

eSa D;k tkurk/ tkurh gw¡ eSa D;k tkuuk pkgrk/ pkgrh gw¡ vkt eSaus D;k lh[kk \
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e. u;k iSjk% u;k iSjkxzkQ “kq: djus ds fy, enter nck,¡

f.  “kCn dh txg cnyuk% vius ekml dh enn ls vki cursor dks tgk¡ ls ys tk dj] left click djsaxs &   
ogha ls Vkbfiax start gks tk;sxh |

g. Arrow keys% vki fVefVekrh ykbu dks vkxs ;k ihNs ys tkus ds fy,] bl fVefVekrh js[kk dk ç;ksx Hkh dj  
ldrs gSa | tYnh&tYnh “kCnksa ds vkxs ;k ihNs tkus ds fy, control+left vkSj control+right dks press djsa |

2.  Text Formatting djsa%

a. text dks format djus ls igys gesa mls select djuk gksxk | ,slk djus ds fy,] vkidks cl “kCn ds vkxs ^click 
vkSj drag^ djuk gS | ,slk djus ij “kCn ds Åij ,d xzs jax dk gkbZykbV c‚Dl fn[kus yxsxk |

b. font] jax bR;kfn cnyus ds fy, mi;qä option choose djsa 

c. tc vki text ;k image dks select djrs gSa] rc ml “kCn ds Åij ,d NksVk lk Vwyckj fn[kus yxsxk | ;fn  
   ,slk u gks] rks ,d ckj fQj word dks select dj] dqN le; rd cursor dks mlh “kCn ij j[ksa |

1.  word esa type djuk 

a. word Qkby [kksyus ij tks fVefVekrh lh ykbu fn[kkbZ nsrh gS] ge tks Hkh type djsaxs oks ogha ls type gksuk   
 vkjEHk gksxk 

b. Cursor dks ogha ys tk;saxs] tgk¡ vkidks text fy[kuk gS 

c. type djuk “kq: djsa 

d. space nsus ds fy, spacebar nck,¡

Space Bar 

Enter BuƩ on
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3. nks&rhu ykbuksa dks ,d lkFk select djsa 

a. ekml i‚baVj dks ykbu dh “kq#vkr esa j[ksa]

b. left fDyd djsa] vkSj ,d ykbu fn[kus yxsxh 

c. ,d ls vf/kd ykbuksa dks select djus ds fy,] ekml dks Åij ;k uhps ys tk,¡

d. lHkh ykbuksa dks select djus ds fy, cntrl+A nck,¡A

4. text fMyhV djus ds fy, 

a. fVefVekrh ykbu ds left esa fy[ks text dks fMyhV djus ds fy, backspace nck,¡

b. fVefVekrh ykbu ds right esa fy[ks text dks fMyhV djus ds fy, delete nck,¡

c. tks Hkh text vkidks fMyhV djuk gS] mls select djsa vkSj delete dk cVu nck,¡ 

d. text dks select djsa] vkSj u;k text type djsa & ,slk djus ij iqjkuk text Lo;a fMyhV gks tk;sxk vkSj mldh  
 txg u;k text vk tk;sxk

Microsoftword esa cgqr toolbar gksrs gSa! nks vke toolbar gSa – standard vkSj formatting !  

Standard Vwyckj ij vkidks lcls T;knk dke vkus okyh commands ¼funsZ”k½ feyrs gSa – tSls dh –save, open, 
copy o pasteA

Paste
Format Painter

Clipboard

Copy

Cut
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Paste:Ctrl + v 

•  Keep source 
Formatting: This option preserves 
the look of the original text. 

•  Merge Formatting: This 
option changes the formatting so 
that it matches the text that 
surrounds it.  

•  Keep Text Only: This option 
removes all the original formatting 
from the text. 

•  Picture: This option inserts 
as an image 

Copy: Ctrl + c

 
Put a copy of the 
selection on the 
Clipboard so you 
can paste it

Cut: Ctrl + x 

 
Remove the 
selection and put it 
on the Clipboard 
so you can paste it 

Word allows you to
copy text that’s already
in your document an...

You see a nice list
of the last 24
things you’ve c...

(preview not available)

1. The Standard
toolbar includes
command but...

Word allows you to
copy text that’s already
in your document an...

Copying and moving
text

(preview not available)

Clipboard

Clipboard

Paste All
Click an Item to Paste:

Paste

Clear All

is a great word processing progra

icroso   Word 2016

Delete text to the right of the inser  on point 

Delete text to the le   of the inser  on point 

5- Text dks d‚ih vkSj move djsa 

a. Word esa vki mlh M‚D;wesaV ;k vU; M‚D;wesaV esa ls text copy & paste dj ldrs gSa | ,slk djus ls vkidks   
 nksckjk text type ugha djuk iM+sxk !

6. Formatting

Formatting toolbar ls vki text ds vkdkj dks cnyus okys command tSls dh& Bold,  Italic,  Underline, Numbering, 
vkSj Bullets bR;kfn dk mi;ksx dj ldrs gSa |
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Strikethrough is a font effect that causes text to appear 
as though it is crossed out. 

• Select the text that you want to format. 

• On the Home tab, in the Font group, click . 

For example, this sentence is Strikethroughed. 

 

Subscript:  

Type very small letters just below the line of text. 

 

Superscript:  

Type very small letters just above the line of text. 
 

 

 
Font (Ctrl+Shift+F): 

Pick a new Font for your text: 

This Sentence is in Calibri font. 

This Sentence is in Arial font. 

This Sentence is in Tahoma font. 

This Sentence is in Papyrus font

Font Size(Ctrl+Shift+F): 

 Increase Font Size (Ctrl + >) 

Increase Font Size (Ctrl + < ) 
 
Change the Size of Your Text: 

The Size of this Text is 8 

The Size of this Text is 9 

The Size of this Text is 10 

The Size of this Text is 11 

The Size of this Text is 12 

Change Case:   
                          Change the selected 
text to uppercase lowercase or 
other common Capitalizations 

 

 
This example is in Sentence Case. 

this example is in lowercase. 

THIS EXAMPLE IS IN UPPERCASE. 

In This Example Each Word Is 
l d

Strike through

Boldfont is any text that is darkened to 
help emphasize a remark or comment. 

• Select the text that you want to 
format. 

• On the Home tab, in the Font 

group, click or Press Shortcut 
Ctrl + b   . 

Italic is a style of font that slants the 
letters evenly to the right.  

• Select the text that you want to 
format. 

• On the Home tab, in the Font 

group, click or Press 
Shortcut Ctrl + i
Shortcut Ctrl +i

Bold font
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Text Effects and Typography: 
            Add some flair to your 
Text by applying text effect, 
such as a shadow or glow. 

 

 
This example is outlined. 

This example is Shadowed 

This example is  

This example is glowed. 

 

Text Highlight Colour: 

Make your text pop by highlighting 
it in a bright colour. 

 

 
 

In this example INDIA is 
Highlightedin Green colour. 

 
Font Colour: 
         Change the colour of your 
text. 

 

 
In this example there 
are differentfont 
coloursfor each word

In thisthis example there 
are diff erent font 
coloursfor each word.

Clear all formatting: 
                                Remove all 
formatting from the selection 
leaving only the normal, 
unformatted text. 

 
This example will become a 
normal unformatted text in the 
next sentence. 
 
This example will become a 
normal unformatted text in the 

t tnext sentence.

This example is outlined.

This example is Shadowed.

This example is glowed.

Add some fl air to your Text by 
applying text eff ect, such as a 
shadow or glow.

Font Colour:
Change the colour of your text.

Remove all formaƫ  ng from 
the selecƟ on leaving only 
the normal, unformaƩ ed 
text.

Clear all forma   ng: 

7.  Text alignment 
 Alignment determines the appearance and orientaƟ on of the edges of the paragraph: leŌ -aligned text, right-

aligned text, centered text, or jusƟ fi ed text, (which is aligned evenly along the leŌ  and right margins). For example, 
in a paragraph that is leŌ -aligned (the most common alignment), the leŌ  edge of the paragraph is fl ushed with 
the leŌ  margin.

 ,ykbuesaV dk vFkZ gS – vkidk text nk;ha / ck;ha rjg jgsxk ;k M‚D;wesaV ds e/; esa | vf/kdrj fdrkcksa esa ck;ha vksj 
aligned text fn[krk gS] ;g text left margin ds djhc gksrk gS |

  ctrl+uUnderline text or spaces 

Underline words and the spaces between them   Microsoft Word 2016 

Underline words, but not the spaces between them  MicrosoftWord2016 

Change the underline style and color    MicrosoftWord2016 

Use a double underline      Microsoft Word 2016 
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a. Aligning the text leŌ  or right
i.  Select the text that you want to align.
ii.  On the Home tab, in the Paragraph group, click Align LeŌ    or Align Right.
b.  Center the text horizontally between the side margins.
i.  Select the text that you want to center.
ii.  On the Home tab, in the Paragraph group, click Center.
c.  Center the text verƟ cally between the top and boƩ om margins.
i.  Select the text that you want to center.
ii.  On the Layout or Page Layout tab, click the Dialog Box Launcher   in the Page Setup group, and then click the 

Layout tab.
iii.  In the VerƟ cal alignment box, click Center.
iv.  In the Apply to box, click Selected text, and then click OK. 

Following Paragraph
Following Paragraph

Following Paragraph
Following Paragraph

Following Paragraph
Following Paragraph

Following Paragraph
Following Paragraph

Following Paragraph
Following Paragraph

Previous Paragraph
Previous Paragraph

Previous Paragraph
Previous Paragraph

Previous Paragraph
Previous Paragraph

Previous Paragraph
Previous Paragraph

Previous Paragraph
Previous Paragraph

Sample Test
Sample Test
Sample Test

Sample Test
Sample Test
Sample Test

Sample Test
Sample Test
Sample Test

Sample Test
Sample Test
Sample Test

Sample Test
Sample Test
Sample Test

Sample Test
Sample Test

Sample Test
Sample Test

Sample Test
Sample Test
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8. bUlVZ VSc

Text ds vykok ge vius M‚D;wesaV esa cgqr lh phtsa Mky ldrs gSa | bUlVZ VSc dh enn ls vki Vscy] wordart] 
hyperlink] symbol] charts, signature line, date vkSj time, shapes, header, footer, text boxes, links,boxes, equations 
bR;kfn M‚D;wesaV esa Mky ldrs gSa | 

a. Select Insert > Page Number, and then choose the location and style you want.

b. ;fn vki pkgrs gSa dh igys page ij page uacj u vk;s rks fQj Different First Page select djsa 

c. ;fn vki pkgrs gSa fd nqljs page ij no- 1 vk;s] rks fDyd djsa & Page Number > Format Page Numbers,   
 vkSj Start at dks 0 dj nsa-

d. ;g lc gks tkus ij] Close Header and Footer dks select djsa
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9. Keyboard shortcuts

word esa formatting lh[kuk D;w¡ vko”;d gS\
 __________________________________________________________________________________________
 __________________________________________________________________________________________

vkidks lcls vf/kd fdu dhcksMZ “k‚VZdV dk ç;ksx djuk gksxk \
 __________________________________________________________________________________________
 __________________________________________________________________________________________

MS word ij formatting lh[kus ds fy, vkidk D;k ilan gS \ vki bls dSls lh[ksaxs \ ;gk¡ viuk ilan fy[ksa
 __________________________________________________________________________________________
 __________________________________________________________________________________________

bl ikBî ds vH;kl ds fy, –wo rd ij% 

 ,d Nqêh dh ;kfpdk fy[ksa !

 bl ;kfpdk dks fy[kus ds fy, fHkUu dhcksMZ “k‚VZdV try djsa 
hƩ ps://www.youtube.com/watch?v=4J5SMyo8oRk

 hƩ ps://www.youtube.com/watch?v=4Ha8_CrVCJ8

IdenƟ fying the Keyboard Shortcuts:
Ctrl+R  Right Align selected text
Ctrl+L  LeŌ  Align selected text
Ctrl+A  Select All
Ctrl+C  Copy text/image
Ctrl+V  Paste text/image/text
Ctrl+X  Cut text/image
Ctrl+B  Bold text
Ctrl+U  Underline Text
Ctrl+I  Italic text
Del  Remove selected image/Remove one character from right side
F2  Rename the fi le
F5  Slideshow of presentaƟ on
Ctrl+E  Align Center Selected Phrase
Ctrl+J  JusƟ fy Selected Phrase
Ctrl+F  Find parƟ cular text
Ctrl+H  Replace parƟ cular text
Ctrl+Z  Undo changes in presentaƟ on
Ctrl+Y  Redo operaƟ on
ShiŌ +F3  Change cases (Uppercase/Lowercase)
F7  Spelling Checker
Ctrl+S  Save Document
Ctrl+O  Open exisƟ ng document
Ctrl+N  New Document
Ctrl+P  Print Document
Alt+F4  Exit
End  End of line
Home  StarƟ ng of line

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA
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8. ,e-,l-oMZ ij M‚D;wesaV cukuk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs! 

• ljy M‚D;wesaV cukuk lh[ksa 
• Resume cukuk lh[ksa
• M‚D;wesaV dks fçaV djuk lh[ksa |

MS-word ij M‚D;wesaV cukuk% M‚D;wesaV cukus ds fy, word lcls vke software gS | Nqêh dh ,Iyhds”ku] t‚c dh 
,Iyhds”ku] fjT;wes & ;g dqN mngkj.k gSa] mu MkD;wesaV~l ds ftUgsa ge vke rkSj ij word esa cuk ldrs gSa 

fjT;wes ds }kjk ge fdlh Hkh daiuh dks vius dke vkSj i<kbZ dk C;kSjk nsrs gSa | gekjk fjT;wes daifu;ksa ds fy, gekjk 
ifjp; çLrqr djrk gS vkSj mlh ds vk/kkj ij gekjk ^igyk bEçS”ku^ curk gS | ,d fjT;wes esa vkidks viuh {kerk 
vkSj vuqHko dks çHkko”kkyh :i ls çLrqr djuk gS |

daifu;ksa ds ikl cgqr ls fjT;wes vkrs gSa] vkSj muds ikl gj fjT;wes dks xkSj ls i<us ds le; ugha gksrk gS | ,d 
vPNk fjT;wes oks gksrk gS] ftl ij fuxkg Mkyrs gh ,EIyk;j le> ik, fd oks D;k gS tks vkidks ml ukSdjh ds 
fy, ;ksX; cukrk gS | blfy, ;g t:jh gS dh vkidk fjT;wes ,d ;k nks ist ls T;knk yEck u gks |

vkidh screen dqN ,slh fn[ksxh | fQj vkidks sample resume dks ns[k dj viuk resume cukuk gksxk | ;g djus 
ls igys] ,d ckj sample resume dks /;ku ls i<+ ysa |

eSa D;k tkurk/ tkurh gw eSa D;k tkuuk pkgrk/ pkgrh gS vkt eSaus D;k lh[kk \
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 Start the 
Computer 

 Go to the Start 
Menu and open MS-

continue with the following 
steps as shown in the images 

1. Crea  ng a document (resume) on a computer

Go to the Start 
Menu and open 

Ms-Word

a. Click on the tab File (as shown).
b. Select New document (as shown).
c. Select Modern Chronological Resume (as shown).
d. Select the tab ‘Create’ (as shown).
e. Fill up all the details as per the format shown in the document.
f. If your computer does not show the above opƟ ons, Select Blank Document.
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Blank document

Insert your fi rst
Table of
contents

New

Take a tour

Aa

g. You will see a screen like this. You will then have to type the Resume as per the SAMPLE RESUME given. Before 
fi lling a resume, vkidh screen dqN ,slh fn[ksxh | fQj vkidks sample resume dks ns[k dj viuk resume 
cukuk gksxk | ;g djus ls igys] ,d ckj sample resume dks /;ku ls i<+ ysa | 
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Sl.No. ExaminaƟ on School/College Board/University Year Of Passing Marks ( %)

Secondary Govt Primary 
School, Mohali

CBSE 2012 53.2

Senior Secondary NVC High School, 
Mohali

Council Of Secondary 
EducaƟ on , (Mohali)

2014 72

ITI (COPA.) NVTI, Delhi NVTI Pursuing −

      RESUME
  James Joseph
  +91 8882XXXXX
  my.name@email.com
 ____________________________________________________________________________
 

  IT Languages     :     C, C++, JAVA
  OperaƟ ng Systems    :     Windows , MS – DOS
  Others      :     MS-Excel, Power point, Photoshop

 • Desktop publishing Training from Hackveda VMDD Technologies ,Rohini in 2015
 • JAVA Training from STU CORNER, Laxmi Nagar, 2106.

 • Hindi - Reading, wriƟ ng, speaking
 • English - Reading, wriƟ ng, speaking

 • Hard-working & Punctual
 • Ability to grasp the new skills quickly.
 • Learn from the mistakes

 • Playing Badminton 
 • Listening to Music

KEY  SKILLS

ACADEMIC QUALIFICATIONS

CERTIFICATES

LANGUAGES KNOWN

STRENGTHS

HOBBIES

EXTRA – CURRICULAR ACTIVITIES

PERSONAL DETAILS

 • Represented School Team in Inter School Football Tournament in 2013.
 • ParƟ cipated in Annual Sports Day at school in 2012

  Date of Birth               :  1  AUG 1996
  Address                        :  B- 85 New PanchwaƟ , Ghaziabad, UƩ ar Pradesh.
  Languages known     :  Hindi, English,
  NaƟ onality                 :  Indian
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2.  MS-Word ij cus document dks print djuk 

vc vkius word ij fjT;wes cukuk lh[k fy;k gS] rks bls fçaV djuk Hkh lhf[k, 
| vius fjT;wes dk fçaV ys ikuk cgqr vko”;d gS | fjT;wes ds print&out ds fcuk 
eqefdu gS dh vkidk baVjO;w gh jí gks tk,|

Print ysus ds fy, gesa vius daI;wVj dks printer ls connect djuk gksxk | ;k fQj 
vki bl M‚D;wesaV dks pendrive ij save dj] mls ,slh daI;wVj ij transfer dj 
ldrs gSa tks dh printer ls tqM+k gks| 

M‚D;wesaV fçaV djus ds fy, vkidks 3 ljy LVsi Q‚yks djus gSa% 
Before you print, you can preview the document and specify which pages you 
want to print.
 Open the document 

you want to print 
 Press Ctrl + P  

Select the number of pages 
you want to print and 
press the Print Tab  

 

a. viuk M‚D;wesaV check dj ysa 

i. Click djsa File > Print-

ii. gj page dks check djus ds fy,] screen ds uhps fn[kus okys forward vkSj 
backward arrows dks click djsa 

iii. vxj text cgqr NksVk yxs rks] rks zoom cVu dk bLrseky dj] text dks cM+k 
dj yhft;s 

ge word ij M‚D;wesaV dSls cuk ldrs gSa \
__________________________________________________________________________________________
__________________________________________________________________________________________
ge word ij fdl çdkj ds M‚D;wesaV cuk ldrs gSa\  
__________________________________________________________________________________________
______________________________________________________________________________________ 
ge word ij cus M‚D;wesaV dSls fçaV dj ldrs gSa\
__________________________________________________________________________________________
__________________________________________________________________________________________

daI;wVj ij viuk fjT;wes cuk dj] mldk fçaV ysa ! bls vius Vªsuj dks fn[kk,a o bl ij mudk QhMcSd ysa [kqn 
dks ij[ksaA
hƩ ps://www.youtube.com/watch?v=SVOSiPt_0bk
hƩ ps://www.youtube.com/watch?v=T6cTZ7MT3dY
hƩ ps://www.youtube.com/watch?v=_p72KBdjaHs

KWL pkVZ esa fn, x, ^eSaus D;k lh[kk^ ç”u dk mÙkj fy[ksaA

iv. vkidks ftruh copies print djuh gS] copies esa oks uacj enter djsa vkSj print dhft;s !
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1.  Home screen is called
 a. operaƟ ng system b. desktop  c. motherboard  d. computer    
2.  The_______________is an element of an operaƟ ng system located at the boƩ om of the screen.
 a. search bar  b. task bar  c. Ɵ me and date d. noƟ fi caƟ on bar
3.  Task Bar allows you to see the programs that are
 a. closed   b. currently open c. corrupted  d. desktop
4.  StarƟ ng a computer is also called
 a. booƟ ng  b. scanning  c. operaƟ ng  d. running
5.  Arrange the following in a sequence for connecƟ ng the phone to the computer.
 a. Locate the phone folder on the computer and transfer the fi les.
 b. Turn both your phone and computer on.
 c.  Connect USB wire to your phone and the computer.
6. The_____________serves as an interface between the computer and the user, helping the  user give 

commands to the computer.
 a. system operaƟ on b. operaƟ ng system  c. soŌ ware d. hardware
7.  ____________is the heart of the computer system.
 a. desktop  b. Central Processing Unit c. window d. keyboard
8. OperaƟ ng systems have a special language called
 a. system code  b. binary code   c. reboot code d. linuxcode
9.   ____________is more stable than windows. It can run for 10 years without a single need to reboot.
 a. Mac OS X  b. Safari   c. Linux  d. Google chrome
10. _____________ is an operaƟ ng system created by Apple.
 a. Safari   b. Mac OS   c. Mac OS X d. Mozilla Firefox
11. Mac OS comes preloaded on all new
 a. Macintosh computers b. Windows computers  c. Android  d. Windows 8
12. Modern operaƟ ng systems do not allow mulƟ tasking. 
 True   False
13. Modern operaƟ ng systems allow many processes to get acƟ ve at the same Ɵ me.
 True   False
14. The operaƟ ng system controls the behind the scene acƟ viƟ es of the computer.
 True   False
15. The operaƟ ng system interferes with the funcƟ oning of the program.
 True   False
16.  When you login to windows 8, the fi rst screen you see is new ‘Start screen’ also known as
 a. apps   b. icons    c. metro   d. desktop
17. If you cannot fi nd a parƟ cular fi le, right click the mouse in the space at the _______________of the screen.
 a. boƩ om  b. upper   c. center    d. right

18.  MicrosoŌ  edge deputed windows 10 replacing _______________as the default web browser.
 a. chrome  b. safari    c. internet explorer  d. mozillafi refox

  9. [kqn dks ij[ksa
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19.  Paint can enable ‘painƟ ng’ by _______________and using diff erent types of arƟ sƟ c brushes or pens that 
can give for example a watercolour or oil eff ect.

 a. dragging the mouse b. pressing ctrl buƩ on c. shiŌ  + ctrl buƩ on  d. clicking the leŌ  click
20. Use the spray paint funcƟ on in MS-Paint to add _______________ leading to incredible depth in pictures, 

using just a few colours.
 a. spray texture  b. color texture  c. pixel texture   d. paint texture
21.  Windows 8 has start menu.
 True   False
22.  Windows 10 operaƟ ng system is the latest one.
 True   False
23. MicrosoŌ  released windows 10 as a followup to windows 8.
 True   False
24. MS-Paint is found in the Windows Start menu outside the Accessories Folder.
 True   False
25. The simplest way to fi nd the things we need is to _______________and _______________them well. 
 a. organize,  store  b. collect, store  c. save, organise  d. organise, File
26. A DVD stores only _____________ where as a CD can store music, videos and pictures.
 a. videos   b. audios  c. images   d. fi les
27. To place the disc in the tray, make sure the shiny side faces_______________
 a. Up   b. Down
28 Once you connect the ______________ to the computer, you can open the fi les inside USB.
 a. card   b. folder  c. USB    d. internet
29. Once you have entered a CD or DVD, if you don’t see any buƩ ons appear, search for windows media player 

of ____________ to open your fi le.
 a. computer  b. google chrome c. paint    d. VLC media player
30. Match the following.

Sl. No. Column A Column B Answer
CD Personal Computer
DVD Central processing unit
USB Digital VersaƟ le Disk
CPU Universal Serial Bus
PC Compact Disk

31.  In the CPU of the computer, press start buƩ on on the disk drive.
 True    False
32. If it is a laptop, press the buƩ on on the side of the laptop and the tray opens up. Place the CD or DVD outside 

the tray.
 True    False
33. Close the tray gently by pressing the enter key.
 True    False
34. Primary storage devices are
 a. DVD   b. CD  c. RAM, ROM   d. USD
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35. Secondary storage Devices are
 a. RAM, ROM  b. USB  c. hard disk  d. opƟ cal disk
36.  RAM allows the computer to read data quickly to run
 a. applicaƟ ons  b. computer c. processing  d. memory 
37. What is the Full form of RAM
 a. Random Access Memory  b. Recording Access Memory 
 c. Remove Access Memory  d. Redeemed Access Memory
38. What is the abbreviaƟ on of ROM
 a. Random opƟ cal memory  b. Received organised memory
 c.  Read- Only Memory   d. Revise Only Memory
39. ROM is also a form of data storage that can be easily altered or reprogrammed.
 True     False
40. Hard disk speed is the speed at which content can be read and wriƩ en on a hard disk.
  True     False
41. Arrange the following in a sequence to Create a New Folder or File in Windows.
 a. If you’re on a computer with a trackpad instead of a mouse, click the trackpad with two fi ngers to perform 

a right-click.
 b. Right-click on a blank space. Doing so opens a drop-down menu. Make sure you don’t right-click on a fi le 

or folder instead, as this will open the wrong drop-down menu.
 c.  Select New. This opƟ on is near the boƩ om of the drop-down menu and opens another pop-out menu.
 d. If you are in an exisƟ ng folder (for example, Documents), you can also click the Home tab on the top-leŌ  

side of the File Explorer window and click New Folder in the toolbar that appears.
42. Match the following.

Sl. No. Column A Column B Answer

a MS-word presentaƟ on soŌ ware developed

b MS-PowerPoint spreadsheet program

c MS-Excel graphical word processing program

d Notepad takes up less storage space and can be 
transferred to other computers more 
quickly than uncompressed fi les

e Zipped(compressed 
fi les)

basic text-ediƟ ng program

43.  Arrange the following in a sequence to create a document on MS-word and save it:
 a. When a new blank document opens, the inserƟ on point or cursor will appear in the top-leŌ  corner of the 

page. If you want, you can begin typing from this locaƟ on.
 b. Once you open MS-word, you will need to create a New Document. Select New document.
 c. Select Blank Document by clicking on the area.
 d. Select This PC and desktop for selecƟ ng locaƟ on of the fi le. 
 e. Press CTRL+S on the keypad aŌ er fi nishing your typing. 
 f. Give your new copy a name and click Save.
 g. Save a copy as a new fi le (Save As).
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44. Match the following.

Sl. No. Column A Column B Answer
a Ctrl+N Save a document
b Ctrl+O Open the Save As dialog box
c Ctrl+S Create a new document
d F12 Open an exisƟ ng document

45. You must not enter a name for the fi le if you are saving a fi le for the fi rst Ɵ me.
 True   False
46. Press CTRL+S on the keypad aŌ er fi nishing your typing. You have to press both the buƩ ons together.
 True   False
47. By default, Offi  ce will save the copy in the same locaƟ on as the original. 
 True   False
48. The_______________ in your document Indicates where you can enter text on the page.
 a. blinking verƟ cal line     b. arrow on the window c. spacebar       d. Press enter
49. To add text ,place the_______________where you want to add the text.
 a. cursor   b. space   c. text        d. line
50.  _______________determines the posiƟ on of the text within a secƟ on of a document relaƟ ve to the top and 

boƩ om margins, and is oŌ en used to create a cover page.
 a. alignment  b. verƟ cal alignment  c. horizontal alignment      d. margins
51. The_______________ includes command buƩ ons such as Save, Open, Copy, and Paste whereas, the formaƫ  ng 

toolbar includes Bold, Italic, Underline, Numbering, and Bullets.
 a. formaƫ  ng toolbar, standard toolbar   b. standard toolbar, formaƫ  ng toolbar
 c.  taskbar, control bar     d. insert tab, formaƫ  ng toolbar
52. Match the following.

Sl. No Column A Column B Answer
a A resume is a skills and experiences 

accurately, precisely and in an 
aƩ racƟ ve manner.

b Resume is important as it is summary of your educaƟ on 
and work history.

c Resume should refl ect as it is the fi rst impression you 
give to a potenƟ al employer.

53. When a new blank document opens, the inserƟ on point or cursor will appear in the……………….. corner of the 
page.

 a. top-leŌ   b. top - right  c. boƩ om - leŌ   d. boƩ om right
54. To fi nd MS-Word in your computer
 a. click on the computer    b. click the start buƩ on
 c.  click on the task view    d. click on the fi le explorer
55. To save an MS-word fi le, press _______________  on the keyboard aŌ er fi nishing your typing.
 a. CTRL+S   b. CTRL+N  c. CTRL+P  d. CTRL+V
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56. To save a fi le on the desktop, you need to click on the fi le and select save as then click on
 a. downloads  b. documents  c. desktop  d. 3d objects
57.  Arrange the following in a sequence of prinƟ ng a resume on MS-word.
 a. Press Ctrl + P
 b. Select the number of pages you want to print and press the Print Tab.
 c.  Open the document you want to print.
58.  Arrange the following in a sequence to have print preview
 a. Choose the number of copies, and any other opƟ ons you want, and click the Print buƩ on.
 b. To preview each page, click the forward and backward arrows at the boƩ om of the page.
 c. If the text is too small to read, use the zoom slider at the boƩ om of the page to enlarge it.
 d. Click File>Print
59. There is one standard resume format only. No other format can be used.
 True    False
60. Everything you put in your résumé should be truthful, because the employer can ask you quesƟ ons on all the 

things menƟ oned in your resume.
 True    False
61. Taking printout of a resume to the interview is very important. Without a printed copy of your resume, the 

interviewer may not even take your interview.
 True    False
62. There is a limit to what you can do using the computer and internet.
 True    False
63. A computer system consists of hardware and soŌ ware components.
 True    False
64. Hardware is the operaƟ ng system and programmes installed in the computer.
 True    False
65. The_______________performs all calculaƟ ons and takes all decisions.
 a. CPU  b. monitor  c. UPS  d. keyboard
66. _______________helps us select things on the screen to open, close, move, delete, etc.
 a. CPU  b. mouse  c. monitor d. soŌ ware
67. _______________lets you type an uppercase leƩ er or characters when used in combinaƟ on with another.
 a. shiŌ   b. Alt   c. backspace d. windows
68. _______________allows a space to be indicated when pressed.
 a. backspace b. delete  c. space bar d. shiŌ 
69. _______________provides higher contrast and beƩ er viewing angles than LCD monitor.
 a. CRT  b. LED   c. projector d. laptops
70._______________are oŌ en used in meeƟ ngs and presentaƟ ons so that everyone in the room can view the 

presentaƟ on.
 a.  LED  b.  LCD   c.  projector
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10. ,Dlsy dh ewyHkwr tkudkjh

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• ,Dlsy ds mi;ksx dks tkusaxs 
• ,Dlsy dh ,gfe;r dks le>saxs 
• ,Dlsy esa MsVk enter djsaxs |

Excel ;k LçsM”kkhV

LçsM”khV ,d M‚D;wesaV gksrk ftlesa] ge row vkSj column esa dataenter djrs gSa A ;g ,d grid ds :i esa gksrk gS] 
vkSj blesa ge calculation djrs gSaA

 Spreadsheet ds Features

Spreadsheet gekjs fy, vkadM+ksa ls tqM+s lHkh dke cgqr ljy cuk ldrh gS | ;fn ge ;g l‚¶Vosj lh[k tk,¡] 
rks de le; esa cgh [kkrs tSlh eqf”dy maths problems dks solve dj ldrs gSa| Spreadsheets ds dqN ç;ksx] 
fuEufyf[kr gSa %

• cgh[kkrs j[kuk 

•  data dk vkadyu 

• MIS ¼management information system½ report cukuk 

• Graphs ¼for pictorial representation of data½ cukuk 

• fi nancial calculations djuk 

• budget cukuk

This is the icon for spreadsheets or Excel.

  
eSa D;k tkurk/ tkurh gw¡ eSa D;k tkuuk pkgrk/ pkgrh gw¡ vkt eSaus D;k lh[kk \

Copyright Free. Under CC BY License



IT  lk{kjrk

302

1. Loca  ng Microso   Excel
i. Click Start.                          ii. From the sub-menu point to MicrosoŌ  Excel.

iii.  MS EXCEL dks open djrs gSa 

MicrosoŌ  Excel worksheet has the following components:
Worksheet – a grid of horizontal rows and verƟ cal columns. Worksheet is also called an array of cells. 
Workbook– contains one or more worksheets.
Column – a verƟ cal arrangement of cells. The columns are named by leƩ ers of the English alphabet.
Row – a horizontal arrangement of cells. The rows are named by numbers.  
Cell Address – idenƟ fi es locaƟ on of the cell. It is a combinaƟ on of column name and row number of the cell, such 
as A1 or B3, etc.
Cell – intersecƟ on of the rows and columns. It may contain text, number, date or a formula. It is the fundamental 
element of a worksheet. This is where numbers or text are entered.
Formula Bar – located below the Ribbon. It displays the contents of the acƟ ve cell. It can also be used to enter 
and edit data.
Ribbon – contains mulƟ ple tabs, each with several groups of commands. These tabs are used to perform most 
common tasks in Excel.
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2. Func  ons commonly used in Microso   Excel are:
1. creaƟ ng a new document
2. formulae
3. font, bold, alignment
4. sheet tabs
5. cut, copy, paste
6. deleƟ ng column content
7. saving a new document
8. prinƟ ng a document. 
3.  Crea  ng a new Excel document

 Click on the start buƩ on in your computer. From the menu, click on MicrosoŌ  Excel and a new worksheet will 
open. This is a blank worksheet. Use the mouse and keyboard to navigate and work on the worksheet. However, 
using the keyboard is much faster and a beƩ er soluƟ on. 

 Make note of marks scored by the students in their exams. A sample is given here:
 As you can see in the sheet, in column A we have the students’ names. Columns B, C, D, E, F are marked for the 

subjects. Similarly, Row 2 has Names of the students. Subject names are wriƩ en in Row 2. The marks will appear 
on the right side under each parƟ cular subject.

 4. Choosing Font, Font Size, Alignment and modifying using Bold, Italics or Underline
 Like MicrosoŌ  Word, the font type, font size of the document can be changed in MS-Excel too. 
 The alignment of the words in a cell to LeŌ , Right or Centre aligned can also be changed. Similarly, a word can be 

made bold or underlined. These funcƟ ons are found in the ribbon of the worksheet on the top. 
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 For example, we can change the Name of the students to bold, all the marks can be centrally aligned and the 
heading can be underlined.

 Only RiƟ ka’s marks are centrally aligned and the marks of all other students are sƟ ll on the right side of the 
cells.

5.  Now that you have understood what is Microso   Excel is and its uses, you have to enter the following data 
to make an order list for Shreya’s Cake Shop. 

 Renu’s birthday on 12/3/2019. Party at Shreya’s cake shop terrace at 7:00 PM. Number of people is 35. Food 
items to be served - Cake, Pastry, Samosa. Total advance paid-Rs. 5000. Total amount for the party - Rs. 15000.

 Amir’s birthday on 13/3/2019. Deliver cake to the home address provided. Advance paid-Rs. 200. Total                      
cost - Rs. 500.

 John’s party on 16/3/2019. Party at Shreya’s cake shop at 3:00 PM. Food items to be served - Cake, Pastry, 
Samosa. Advance paid - nil. Total amount for the party - Rs. 6,000. Number of people expected at the party is 
10.

 a. Create a new Excel sheet on the computer.
 b. Enter the above data in the format given:
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Name of 
customer

Date of /
order

Venue No. of people 
Expected 
(in case of a party)

Food items 
ordered

Advance 
paid

Total 
amount

Remaining 
balance

 c. Save the Excel sheet.
 d. Share the Excel sheet with your trainer by email (opƟ onal).

,Dlsy lh[kuk D;w¡ t:jh gS\ 
 __________________________________________________________________________________________
 __________________________________________________________________________________________

excel ds dkSu ls features vkids fy, lcls egRoiw.kZ gSa\
 __________________________________________________________________________________________
 __________________________________________________________________________________________

hƩ ps://www.youtube.com/watch?v=rwbho0CgEAE
 hƩ ps://www.youtube.com/watch?v=J4zq3R8b5dQ

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA
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11. ,Dlsy ij ljy QaD”kUl

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:
• Excel worksheets save vkSj ÇçV djuk
• add, average calculate djuk 
• sum vkSj average dk vH;kl

a. Workbook save djuk
;fn vki viuk dke le;&le; ij save djrs jgsaxs] rks vki dk dke [kks,xk ugÈ ! ;s Hkh ns[k yhft;s dh save 
fd;k dgk¡ vkius Qkby dks] ugÈ rks vki ckn esa mls <wa< ugÈ ik;saxs A
b. Workbook save djus ds rjhds
Save: tc ge igyh ckj odZcqd save djrs gSa This command will be used most of the Ɵ me. While saving a fi le, 
choose a fi le name and locaƟ on the fi rst Ɵ me. AŌ er that, just click the Save command to save it with the same 
name and locaƟ on. 

save as% tc ge odZcqd dk uke cny dj] ;k çdkj cny dj] mls nksckjk save djuk pkgrs gSaA
c. ÇçV djuk 
dHkh&dHkh vkidks fdlh ls paper ij MsVk “ks;j djuk gksrk gS & ,sls esa gesa viuh excel Qkby ÇçV djuk Hkh 
vkuk pkfg, A

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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1.  Steps to save the workbook
a. Quick Access bar esa] Save icon ij click djsaA
b. Click Save AsA
c. Qkby save djus ds fy,  Select Desktop  A
d. in the File name fi eld box  esa File name type djsaA
e. Type HomeworkA
f. Click SaveA
g. Workbook “Homework” ds uke ls save gks x;h gSA
h. odZcqd ij dke djrs le;] Save icon ij fu;fer :i ls fDyd djrs jgsA
i. fi le close djus ds fy,] Quick Access ess bar esa ls File option click djsaA
j. Close select djsaA
k. vki close icon ij click dj ds Hkh workbook close dj ldrs gSa A

 excel esa cgqr ls fofHkUu function gksrs gSa A

2.  Excel ÇçV djsa
a. File ij fDyd djsa & shortcut gS & CRTL+P
b. Click Print- Print pane fn[ksxk
c. Click Copies drop down arrow &  pqusa dh vkidks fdruh copies print djuh gSaSA
d. nsf[k;s print gksus ij worksheets dSlh fn[ksxhA
e. iwjh odZcqd ;k dsoy oks “khV ftl ij vki dke dj jgs gSa ;k dsoy oks Hkkx tks vkius select fd;k gS & 

lgh p;u dj] ÇçV djsaA
f. portrait ;k landscape ¼lhèkk ;k vkMk½ choose djsaA
g. Page margin ,MtLV dj ldrs gSaA
h. scale cho ose dhft;s & vkidks iwjh worksheet ,d page esa fQV djuh gS] ;k dksÃ vU; option pquuk 

gSAi. 
i.  workbook print djus ds fy,] click the Print icon
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3.  excel esa numbers add djsa

 uacj add djus ds fy, fofHkUu rjhds gSaA sum buesa ls lcls ljy rjhdk gS] sum dh enn ls vki ,d column 
ds lHkh vkadM+s ,d ckj esa tksM+ ldrs gSa A sum dk QkewZyk type djsa ¼igyh vkSj vkf[kjh cell fy[ksa½ vkSj 
enter press djsa A

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA

  vkidks excel ds functions dh tkudkjh gS\
 __________________________________________________________________________________________

vki excel ds fdu functions dks tkuuk pkgsaxs \
 __________________________________________________________________________________________

 vki excel lh[kus ds fy, vkSj fdu resources dk ç;ksx dj ldrs gSa\
 __________________________________________________________________________________________

pfy, excel ds dqN vkSj etsnkj functions dks explore djrs gSa & Cut and paste; copy and paste; add rows; 
delete rows; add a sheet; delete a sheet; bold; italics; underline; highlight cells; colour subtract numbers; multiple 
numbers; divide number.

Monday
Tuesday
Wednesday
Thursday
Friday

1
2
3
4
5
6
7
8 =SUM(B2:B6)Total for week

A B
Sales

125
233
244
502
123

4.  excel esa average calculate djsa?

 average dh enn ls vki dÃ gt+kj vkadM+ksa dk vkSlr ,d second esa fudky ldrs gSa A bldk ç;ksx dSls 
djuk gS A

 ;g le>us ds fy,] fp= ns[k dj] steps dk vuqlj.k djsaA
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12. baVjusV D;k gS\

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs
• vki bUVjusV dks tku tk;saxs
• tkusaxs bUVjusV dks access djus ds rjhds
• igpkusaxs bUVjusV dk ç;ksx vkSj Qk;nsa

bUVjusV D;k gS\

bUVjusV dks ge ‘net’ ds uke ls Hkh tkurs gSa A ;g nqfu;k Hkj ds daI;wVj networks dk ,d ladyu gS A bldh 
otg ls vkt nqfu;k Hkj esa fdlh ls Hkh ckr djuk] fdlh ds Hkh fopkj tkuuk vkSj vius fopkj nqfu;k rd igq¡puk 
cgqr vklku gks x;k gS A

net dh enn ls gj daI;wVj ,d nqljs ls tqM+k gS] vkSj tkudkjh ck¡V ldrk gSA daI;wVj ,d  nqljs ls] network 
dh enn ls gh ckr djrs gSaA

20 lky ls de le; esa] bUVjusV 210 ns“kksa rd igq¡p x;k gS A bUVjusV dh enn ls iwjh nqfu;k ,d xk¡o cu x;h 
gS & ftlesa lc ,d nqljs ls tqM+s gSa A

bUVjusV dk ç;ksx ge yksxksa ls ckrsa djus ds fy,] uÃ pht+sa lh[kus ds fy, vkSj v‚uykbu fVdsV book djus ds 
fy,] cSaÇdx ds fy,] vkSj pht+sa [kjhnus vkSj cspus ds fy, ds fy, gksrk gSA 

We are connected with people across the globe through the internet.

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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c. Bandwidth

 vki ,d second esa fdruk data download dj ldrs gSa 
;k Hkst ldrs gSa & ;g vkids connection dh bandwidth 
ls fuèkkZfjr gksrk gS A bandwidth dks le>us ds fy,] 
,d ikbi dk mnkgj.k ysrs gSa A ,d ikbi eksVk gksxk rks 
T;knk ikuh ,d ckj esa tk,xk] vkSj irys ikbi esa ls de 
ikuh tk,xk & blh rjg T;knk bandwidth & rst+ xfr 
ls T;knk data vk,xk vkSj tk,xk vkSj de bandwidth 
& èkheh xfr vkSj de data A bandwidth dks ekius ds 
fy, ge ç;ksx djrs gSa & Mbps (Megabites per second)A 
Kbps (Kilobites per second) bps (bites per second) dkA

i ii

a. bUVjusV dusD“ku ds fy, D;k pkfg, \

 bUVusV ls connect djus ds fy,] vkidks ,d computing device] bUVjusV connection vkSj internet service 
provider dh vko”;drk gS A 

• ,d ySi V‚i ;k daI;wVj ;k smartphone ;k VscysV 

• modem ;k sim card.

• vkSj ;s nksuksa vk tkus ij] vkidks feysxk ISP & ;s gS bUVjusV ij vkidk irk@address
b. Wireless Internet ConnecƟ on

bUVjusV ls connect djus ds fy, vkids de vice esa wifi  card vo“; gksuk pkfg, A wifi  vkidks access point 
ls tksM+rk gS ] tks dh fQj wireless network ls vkids device dks tksM+ nsrk gS A 

The Internet

Your Computer

ISP
Bandwidth

d. ConnecƟ ons ds çdkj
 vki bUVjusV ls connect djus ds fy, cgqr ls rjhds viuk ldrs gSa A gj rduhd vyx cSaMfoM~Fk dks support 

djrh gS A Data transfer dk nj] ISP ds midj.k ij] o ,d le; fdrus yksx bUVjusV dk ç;ksx dj jgs gSa] 
ml ij Hkh fuHkj djrk gS A

 i. Dialup connecƟ on

 56kpbs LihM dk data vk,xk
ii.  DSL

 vkidk cable okyk Hkh vkidks bUVjusV dh lqfoèkk ns ldrk gS A vkidks 4mbpsdh LihM miyCèk gksxhA The 
data transfer rate of DSL Internet connecƟ on is 384 Kbps to 8 Mbps.
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iii.  Cable connecƟ on

 Cable tv provider Hkh vkidks gkÃ&LihM bUVjusV dh lqfoèkk ns 
ldrk gS A ;g connection 4mbps rd data transfer dh nj 
dks support djrk gS A

iv.  Wireless connecƟ on 

 ;g lcls vkèkqfud vkSj mi;qä çdkj dk connection gS A 
data dh LihM c<+ tk;sxh vkSj vkidks 11&45mbps rd dk data 
miyCèk gksxk A

e.  bUVjusV czkmt+j

bldh enn ls vki bUVjusV dks ns[k ikrs gSa A dqN vke browsers gSa & Google Chrome, Mozilla Firefox, Safari, 
Opera and Internet Explorer.

1. electric wind boy dh dgkuh i<+sa

vÝhdk dk ,d yM+dk vius xk¡o esa fctyh vkSj ikuh ykuk pkgrk Fkk & vkSj mls ;g xokjk ugÈ Fkk] fd oks blds 
fy, lkyksa rd cM+s gksus dk bart+kj djsA 
„åå„ esa mlds ns“k esa fcydqy Hkh ckfj“k ugÈ gqÃ Fkh] vkSj ikuh dh deh ls gt+kjksa yksx ej x, Fks A mldk ifjokj 
Hkh [kkus dk ekSgrkt gks x;k Fkk A  bl lc ds chp bl yM+ds dh Ldwy dh i<kÃ Hkh NwV x;h] ij mlus *i<+uk* 
tkjh j[kk A oks fu;fer :i ls ykbczsjh esa tkrk Fkk A ,d fnu mlus vius lcls fç; fo’k; & foKku dh ,d 
fdrkc mBk;h vkSj windmill ds fp= dks ns[kk ! gok ls Hkh Hkyk fctyh cu ldrh gS vkSj ikuh iai fd;k tk ldrk 
gS\ mls windmill ds ckjs esa lkjh tkudkjh tqVkuh gh Fkh A mlus windmill cukus dh Bku yh A oks vius eôk ds 
[ksr esa dke djrk Fkk] vkSj tc Hkh le; feyrk viuh windmill cukus esa yx tkrk A
yksxksa us mldk et+kd cuk vkSj lkspk dh oks ikxy gS A ,d fnu mlus viuh windmill ij p<+ dj ,d xkM+h dk 
cYc yxk;k vkSj tSls gh windmill pyh vkSj jkS“kuh QSyh lHkh yksx vk“p;Zpfdr gks x, !  ml fnu ls mls the 
electric wind boy ds uke ls tkuk tkus yxk A oks cgqr tYnh gh çfl) gks x;k] vkSj çflf) feyus ij mldh 
eqykdkr *net* ls gqÃ ! *eSaus bUVjusV dHkh ugÈ ns[kk Fkk ! ;g rks vn~Hkqr gSA eSaus windmill ds ckjs esa lkjh tkudkjh 
xwxy ls gkfly dj yh gS] vkSj fdruh lkjh tkudkjh miyCèk gS ;gk¡ !*
vkt bl yMds dh viuh osclkbV vkSj blus ,d fdrkc Hkh fy[kh gS & “Boy who Harnessed the Wind” - bl 
yM+ds dh dgkuh ij ,d fQYe Hkh cu jgh gS A
;s gS bUVjusV dh rkdr & vÝhdk ds ,d yM+ds dks mlus nqfu;k ls tksM+ fn;k] vkSj mldh esgur dk iSxke ge 
lc rd igqapk fn;k A

iIi

Internet Modem Wireless
router

Desktop

Laptop
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KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç“u dk mÙkj fy[ksaA

vkt geus D;k lh[kk \ 
_____________________________________________________________

bUVjusV ds D;k Qk;ns gSa \

_____________________________________________________________

vki fdl çdkj ls bUVjusV dk ç;ksx dj ldrs gSa \

_____________________________________________________________

pfy, bUVjusV ij dqN le; fcrkrs gSa! ;g dqN link gSa] bUgsa bUVjusV ij nsf[k;sA

hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+use+in
ternet+videos%27#id=1&vid=fad69bc8926798c7fcc58c719a089cf6&acƟ on=click
hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+use+in
ternet+videos+beginners#id=13&vid=d42434c667eec92d89c47683c7c41d84&acƟ on=click

a. bUVjusV ds Qk;ns
lksfp, fd vki vYyknhu gksrs vkSj vkids ikl viuk ,d ftUu gksrk A vkidk ftUu lc dqN tkurk gS vkSj 
vkidh dksÃ Hkh bPNk iwjh dj ldrk gS & vkidks fdlh ls Hkh tksM+ ldrk gS] fdlh Hkh course esa vkidk ,Mfe“ku 
djk ldrk gS] vkidks dksÃ Hkh Hkk’kk fl[kk ldrk gS vkSj vkids fy, iSls dh saving djuk Hkh vklku cuk ldrk 
gS! bUVjusV ;s gh ftUu gS A blls vutku u cus jgs] vkt gh bUVjusV ls tqMsa vkSj nqfu;k ds lkjs Kku dk ykHk 
mBkuk “kq: djsa A 

bUVjusV ij ge% lh[k ldrs gSa

bUVjusV ges“kk miyCèk gksrk & „† ?kaVs vkSj lkrksa fnu] dHkh can ugÈ gksrk cgqr lkjh tkudkjh j[krk gS & fHkUu 
fo’k;ksa dh] fHkUu tkudkjh vkidks bl ij fey tk,xk 

vkidks nksLrksa ls tksM+ ldrk gS A vkidks nqfu;k ls tksM+ ldrk gS A vkSj gj pqukSrh dk lkeuk djus ds fy, 
vkidks jkLrk fn[kk ldrk gS] gy crk ldrk gS vkSj jkstkuk ds cgqr ls dke vkids fy, ljy cuk ldrk gS & 
tSls dh cSad tkuk] “kkSÇix djuk] fVdsV [kjhnuk] iqjkuh pht+sa cspuk vkfn
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13. baVjusV ij tkudkjh <wa<uk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs:

• tkusaxs ‘search engines’ dks

• bUVjusV ij tkudkjh <wa<uk lh[ksaxs 

• bUVjusV ij tkudkjh <wa<us ds rjhds le>saxs

Searching informa  on on the internet: bUVjusV vkidh life dks cgqr easy cuk ldrk gS A ij ;g bruk fo“kky 
gS fd bUVjusV ij lgh tudkjh vkSj lqfoèkk rd igqapuk Hkh vius vki esa ,d dyk gS & vkSj vkt ge blh dyk 
dk vH;kl djsaxs !

a. search batu D;k gS \

search batu ,d l‚¶Vosj çksxzke gS ftldh enn ls ge bUVjusV ij tkudkjh <wa< ldrs gSa A 

vkidks viuk topic Li’V vkSj de “kCnksa esa type djuk gS vkSj search batu vkids topic ls tqM+h lHkh osclkbV 
,d gh page ij display dj nsxk A

 

Google Search I’m Feeling Lucky

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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b. Address bar

search batu ds lcls Åij fn[kus okyh iêh & blesa gj osclkbV dk address fy[kk vkrk gS A gj osclkbV 
address unique gksrk gSA

 

1.  tc vki osclkbV address tkurs gSa%
We know that every website on the internet has a unique address. If you know the exact address of the website 
that you are looking for, the following steps can be used to access that website:

 a. czkmt+j open djsa vkSj address bar esa osclkbV dk address ess fy[k nsaA
 b. Click on the web page and once it opens, you can read through it to fi nd the informaƟ on that you need.

2.  How to search when the website address is not known?
 Suppose now you want to search the internet and don’t know the exact website. What do you do? Well, there 

is a trick to fi nding exactly what you need from among millions of webpages and websites on the Internet. This 
trick is knowing the keywords. Keywords are words that help us fi nd what we are looking for on the Internet. 
 i. Open the browser.
 ii. In the search box, type the keywords. 

 For example, if you are looking to purchase Kashmiri shawl in a large market in Delhi, you will use “Kashmiri 
Shawl” as key words along with “Delhi” to get beƩ er search results.
 iii. Click and choose any link from the opƟ ons given to get more informaƟ on on what you are searching for.
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3.  Answer the following ques  ons.
 Name the sites you can visit to read the news.
 _______________________________________________________________________________________
 What are the steps to get to the site?
 _______________________________________________________________________________________
 If you don’t know the site, how will you get to a new site? 
 ______________________________________________________________________________________

  Complete the What I learned column in the KWL chart.

  What did you learn today? 
 __________________________________________________________________________________________
 How can you search informaƟ on online when you don’t know the website?
 __________________________________________________________________________________________
 What are some of the things that you would like to know using the internet? List them down below. Write the 

keywords that you will use to fi nd that informaƟ on online.
 __________________________________________________________________________________________
 __________________________________________________________________________________________

 You have learned how to search informaƟ on online. Now go online and fi nd out the names of any ten presidents 
of any 10 countries of your choice.
hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+use+in
ternet+videos+beginners#id=8&vid=d1baed90c7c6fd89f8bd3cb8458beaf0&acƟ on=view

kashmiri shawls
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14. baVjusV ds mi;ksx ds fy, ^csLV çSfDVlsl*

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!

• tkusaxs fd bUVjusV dks bLrseky djus dk lcls vPNk rjhdk D;k gS 

• tkyh [k+cjksa dks igpkuuk tkusaxs

• lh[ksaxs fd dSls fdlh Hkh bUVjusV lqfoèkk dk ç;ksx lqjf{kr :i ls dSls fd;k tkrk gSA

,d LVªksax password, dqN anti&virus l‚¶Vosj vkSj FkksM+h le>nkjh & gesa bUVjusV ij gksus okys Ý‚M ls vklkuh 
ls cpk ldrh gSa A vkb;s bl ls”ku esa tkusaxs dh dSls vius bUVjusV ç;ksx dks lqxe cuk ldrs gSa A

a.  daI;wVj dks protect djus ds rjhds  

vkidks cgqr dks vuqlj.k djuk gksrk gS A

 i. user vkbMsafVfQds”ku dk ç;ksx djsa

bl rjhds ls dsoy oks gh yksx vkids daI;wVj dk ç;ksx dj ik,axs ftUgsa vkius] ,slk djus dk vfèkdkj fn;k gSA 

ii. User name o password

vkids daI;wVj o lHkh t+:jh websites ij vki username vkSj password dh enn ls vki lqj{kk c<+k ldrs gSaA 

iii. viuk passwords fdlh ls “ks;j u djsa

viuk ikloMZ lqjf{kr j[kus ds fy, dqN guidelines  fn”kk funsZ”kksa gSa% 

• tc Hkh vki viuk password type dj jgs gksa] rc è;ku nsa dh dksÃ vkSj vkidks type djrs gq, u ns[k 
ik,  

• viuk password fdlh dks u crk, 

• viuk password dgÈ Hkh fy[k dj u j[kk 

• ;fn vkidk password fdlh vkSj ds ikl gS] rks QkSju mls cny nsa

iv. vius daI;wVj ij y‚d yxk;sa

tc daI;wVj y‚d gks tkrk gS] rc fcuk lgh password ds mls open ugÈ fd;k tk ldrk gS A Windows e”khu esa 
vki cntrl + alt + del type dj & lgh fodYi dks pqu dj] daI;wVj lock dj ldrs gSa A 

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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 v.  çksVsD”ku l‚¶Vosj
fo”ks’k anti&virus l‚¶Vosj vkids daI;wVj dh bUVjusV ds viruses ls j{kk djus esa enn djrk gS A 

 vi. v‚uykbu ysu&nsu
tc Hkh vki card }kjk bUVjusV ij dksÃ payment djsa rks dsoy lqjf{kr osclkbV }kjk gh djsa A eps±V ¼[kjhnkjh½ 
okyh osclkbV vkids card dh tkudkjh vkids cSad dh osclkbV dks nsrh gS] vkSj vkidk cSad vkids Q+ksu ij OTP 
Hkst dj bl tkudkjh dks confi rm djrk gS A
b.  v‚uykbu ysunsu lqjf{kr
The acƟ ons that you can take to secure online transacƟ ons are:
i. Strong Passwords are a combinaƟ on of upper and lower case leƩ ers, numbers and special characters and it 
must be created for all accounts.
ii. AnƟ spyware: Spyware are small programmes that get installed on your computer and transmit your personal 
data to hackers. AnƟ spyware delete such programmes installed on your computer and can prevent them from 
geƫ  ng installed.
iii. Clear browsing history: Personal informaƟ on can be stored in browser history, cache memory and cookies. 
Delete this content regularly to prevent hackers from geƫ  ng your informaƟ on.
iv. Avoid sharing personal informaƟ on: Give personal informaƟ on especially bank account or credit card details 
in online forms only on secure sites.
v. Use secure site only: A website is secure if it has hƩ ps as its prefi x and a locked padlock symbol. 
vi. Confi gure security components: Windows Control Panel provides many uƟ liƟ es such as Firewall, Malware 
protecƟ on, automaƟ c security related updaƟ on and Internet seƫ  ngs which provide protecƟ on against security 
threats.
vii. Disable acƟ ve content: You can use browser seƫ  ngs to disable acƟ ve content which are small programmes 
that get installed in your computer while browsing and cause a security threat.
c. emails o IM lqjf{kr
Ãesy vkSj instant messages ds }kjk vkidks virus-okyh Qkby Hksth tk ldrh gS% Ãesy dks lqjf{kr j[kus ds fy,] 
fuEu fcUnqvksa ij è;ku nsa%

• vutku O;fä ls feyk Ãesy [kksyrs le; lkoèkkuh cjrsa
• vutku O;olk;ksa ls feys Ãesy dk tokc u nsa
• fdlh Hkh Ãesy ds tokc esa viuh futh tkudkjh & vkèkkj uacj] cSad dh tkudkjh bR;kfn u nsa 
• mUgÈ ls ckr djsa ftUgsa vki tkurs gSa
• ;fn dksÃ vupkgh ?kVuk gksrh gS rks vius bUVjusV lÆol çksokbMj ls laidZ djsa

d. v‚uykbu Økbe ls cpsa 
dHkh&dHkh v‚uykbu ÝsaMf”ki ds uke ij yksx vkidks Bxus dh dksf”k”k djsaxs & og vkidh cSad lEcafèkr tkudkjh 
vkfn ys dj] vki dks uqDlku igqapk ldrs gSa A  bUVjusV ij vutku O;fä;ksa ls uhth ckrsa djus ls cpsa 
i. ladsrksa dks tkusa
v‚uykbu f”kdkjh cgqr tYnh varjax gks tkrs gSaA vkidks ;g lqfuf”pr djus dh vko”;drk gS fd vki vkSj vkids 
ifjokj ds lnL; laHkkfor v‚uykbu f”kdkfj;ksa ds laidZ ls cpus ds fy, bl rjg ds O;ogkj dk irk yxk ldrs 
gSaA 
ii. migkjksa ls lkoèkku
v‚uykbu fØfeuy vkerkSj ij migkj ;k vU; yqHkkous çLrkoksa ds lkFk vius y{;ksa dks vkdÆ’kr djrs gSaA 
iii. vius ifjokj dks f”kf{kr djsa 
v‚uykbu f”kdkfj;ksa }kjk yf{kr gksus ls cpus ds fy, vius ifjokj ds lnL;ksa dks mi;qä pSV :e O;ogkj ij 
f”kf{kr djsaA LØhu ukeksa dks viuk okLrfod uke] vk;q] Çyx ;k laidZ tkudkjh ugÈ nsuh pkfg, D;ksafd bl 
tkudkjh dk nq#i;ksx fd;k tk ldrk gSA
iv. vuqfpr lkbVksa dks Cy‚d djsa
vki vius czkmtj ds daVsaV ,Mokbtj Qhpj dks mu lkbV~l dks fu;af=r djus esa l{ke dj ldrs gSa tks 
baVjusV czkmt djrs le; vkids ifjokj ds lnL; ns[k ldrs gSaA
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1. jes”k bUVjusV ij vius fy, ukSdjh <wa< jgk gS A mls ,d *youthful* uke dh] sports lkexzh cspus okyh 
daiuh feyrh gS A mls daiuh Hkh cgqr vPNh yxrh gS] vkSj t‚c dh iksLV Hkh mlds interest vkSj qualifi cation 
ds vuqlkj gS ! oks viuk fjT;wes vkSj doj letter Youthful ds HR dks Hkstrk gS A 

,d g¶rs ckn jes”k dks baVjO;w ds fy, d‚y vkrk gS A og cgqr [kq”k gksrk gS A baVjO;w dh rS;kjh djus ds fy, 
jes”k daiuh ds ckjs esa bUVjusV ij search djrk gS A mls social media ij ,d article feyrk gS] ftlesa fy[kk gS 
fd bl daiuh ds CEO us bLrhQ+k ns dj] bl daiuh dks cspus dk QSlyk ys fy;k gS A jes”k vkSj Hkh tkudkjh 
<wa<rk gS & ij social media ds ,d article ds vykok mls bl lEcUèk esa fdlh Hkh vfèk—r newspaper website ij 
blls lacafèkr dksÃ tkudkjh ugÈ feyrh A jes”k ?kcjk tkrk gS] vkSj baVjO;w esa ugÈ tkrk A 

D;k vkidh jk; esa jes”k us Bhd fd;k \
__________________________________________________________________________________________

vki jes”k dh txg gksrs] rks D;k djrs \
__________________________________________________________________________________________
What are the ways in which you can fi nd out if a news item is true or fake?

__________________________________________________________________________________________
Why should we check if the news is real or fake?
Fake news refers to false news that has no basis, but is presented as being factually accurate. Fake news is wriƩ en 

The roots of “fake news”, UNESCO’s World Trends Report

Loss of
confi dence in

tradi  onal media

Low levels of
cri  cal thinking and

news literacy

Shi  s in business
models

Mallicious actors

Fake news

so
ci

al
 m

ed
ia

Fake news
Fake news

News Fake news
Fake news

Fake news
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 KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA

fake news lEcafèkr fp= D;k dg jgk gS \
__________________________________________________________________________________________

fake news dks ij[kus ds fy, gesa D;k dne mBkus pkfg;sa\
__________________________________________________________________________________________
__________________________________________________________________________________________

D;k news dh ‘publication ¼çdk”ku½ date’ gekjs dke vk ldrh gS \
__________________________________________________________________________________________
__________________________________________________________________________________________

vkius vkt D;k lh[kk\ 
__________________________________________________________________________________________
__________________________________________________________________________________________

fdlh Hkh tkudkjh dh iqf’V ds fy,] gekjs ikl D;k rjhds gSa \
__________________________________________________________________________________________
__________________________________________________________________________________________

tc vki v‚uykbu tk;saxs] rks viuh lqj{kk ds fy, dkSu ls egRoiw.kZ dne mBk,axs \
__________________________________________________________________________________________
__________________________________________________________________________________________

Social media ij fn[kus okyh fdlh Hkh [kcj dks pqfu,] vkSj mldh iqf’V ds fy, – bl session esa ckrk;s x, 
rjhds viukb, A nsf[k;s fd ;s news real gS ;k fQj fake!

CONSIDER THE SOURCE
Click away from the story to invesƟ gate 
the site, its mission and its contact info.

READ BEYOND
Headlines can be outrageous in an eff ort

to get clicks. What is the whole story?

CHECK THE AUTHOR
Do a quick search on the author. Are they 

credible? Are they real?

SUPPORTING SOURCES?
Click on those links. Determine if the info 

given actually supports the story.

CHECK THE DATE
ReporƟ ng old news stories does not

mean they are relevant to current events.

IS IT A JOKE?
If it is too outlandish, it might be saƟ re.
Reserch the site and author to be sure.

CHECK YOUR BIASES
Consider if your own beliefs could 

aff ect your judgement.

ASK THE EXPERTS
Ask a librarian, or consult a

fact-checking site.
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15. Ãesy dks mi;ksx djds lapkj djuk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!
• Ãesy vdkmaV cukuk vkSj mldk ç;ksx

• Ãesy esa dksÃ Hkh Qkby attach djuk

• cc o bcc dk ç;ksx

E&mail }kjk ge bUVjusV ij tkudkjh dk vknku & çnku dj ldrs gSa A Ãesy ,d i= dh rjg gSa] ftlesa vki 
“kCnksa ds lkFk&lkFk fp=] M‚D;wesaV] fofM;ks] v‚fM;ks bR;kfn Hkh Hkst ldrs gSa !

1.  Ãesy account dSls cukrs gSa \

Ãesya account ds fy, vki fuEu lsok,a pqu ldrs gSa%

Gmail ¼Google }kjk lapkfyr½

Outlook ¼Microsoft }kjk lapkfyr½

Learning to use an 
email has helped me keep 

in touch with my loved ones 
who are far away?

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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Gmail account cukus ds fy, %
 a.  gmail-com ij tk,¡

 b.  create account ij click djsa

signup window [kqy tk;sxh

viuk uke vkSj vU; tkudkjh Hkjsa

Create your Google Account

Create your Google Account

One account is all you need

One account is all you need

One free account gets you into everything Google.

One free account gets you into everything Google.

Switch between devices and pickup wherever you leŌ  off .

Switch between devices and pickup wherever you leŌ  off .

Take it all with you

Take it all with you

Name

Name

Choose your username 

Choose your username 

That username is taken, Try another
Available ksn9755

Create a password 

Create a password 

Confi rm your password 

Confi rm your password 

Birthday 

Birthday 

Gender

Gender

Mobile phone 

Mobile phone 

Your current email address 

Your current email address 

LocaƟ on 

First

sri

************

************

srikumar

Day

Day

Year

Year

Month

Month

I am...

I am...

+91

+91

Last

kumar

@gmail.com

@gmail.com
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 c. Q+ksu uacj bR;kfn Hkh Hkjsa

 d. google ds terms and conditions i<+sa vkidk account cuus ij] ;g page vkidks fn[ksxk 

vkidk [kkrk cu tk,xk vkSj Google Lokxr i`’B fn[kkÃ nsxk] tSlk fd fn[kk;k x;k gSA

2. Email dk Format

From: Hkstus okys ¼vkidk½ email address
To: ftls ge email Hkst jgs gSa] mldk address. ge ,d ls vfèkd yksxksa dks ,d gh lkFk esa email dj ldrs gSaA
CC: bldk full form gS carbon copy. mu O;fä;ksa ds Email addresses ftUgsa ge email dh copy Hkst jgs gSa A lHkh 
yksx ,d nqljs dk email address ns[k ldrs gSa A

BCC: bldk full form gS Blind carbon copy- vU; yksxksa ds Ãesy irs ftUgsa Ãesy dh vaèkh dkcZu çfr;ka Hksth xÃ gSaA 
Ãesy çkIr djus okys ;g ugÈ tkurs fd chlhlh esa mlh Ãesy dks vU; Ãesy irs ij Hkstk x;k gSA

Subject: message dk topic

Message body: fudk; esa ikB lans”k vkSj Hksts tkus okys fdlh Hkh vuqyXud gksrs gSaA

tc fd u;k Ãesy vkids buc‚Dl esa vk,xk] rks mlds bold font ls vki le> ldrs gSa dh ;g vHkh *unread* email 
gS A email fcuk open fd;s gh vki Hkstus okys dk uke vkSj Ãesy dk topic ¼Subject@fo’k;½ ns[k ik;saxsA

Welcome
Your new email address is srikumar19812@gmail.com

Thanks for creaƟ ng a Google Account. Use it to subscribe to channels on Youtube,video chat for free, save 
favorite places on Maps, and lots more

By choosing “I agree” below agree to Google’s Terms of

You also agree to our Privacy Policy, which describes how we
process your informaƟ on, including these key points.

Data we process when you use Google

When you use Google services to do things like write a message in 
Gmail or comment on a You Tube video, we store the informaƟ on 
you create.
When you search for a restaurant on Google  Maps or watch a 
video or You Tube, for example, we process informaƟ on about 
that acƟ vity including informaƟ on like the video you watched, 
device IDs. IP addresses, cookie data, and locaƟ on
We also process the kinds of informaƟ on described above when 
you use apps or sites that use Google services like ads. AnalyƟ cs, 
and the You Tube video player.

Depending on your account seƫ  ngs, some of this data may be 
associated with your Google Account and we treat this data as 
personal informaƟ on. You (myaccount.google.com) 

Why we process it

We process this data for the purposes described in our policy, 
including to

Help our services deliver more useful, customized content such • 
as more relevant search results:

Improve the quality of our services and develop new ones:• 

Deliver personalized ads, both on Google services and on sites.• 

Privacy and Terms
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3.  Ãesy esa fi le attach djuk

Attachment dksÃ photo ;k document gks ldrk gS] ftls vki vius email esa layXu dj Hkstuk pkgrs gSa A 
Attachment add djus ds fy,] vkidks Attach cVu ij click djuk gksxk A

• Attach cVu vdlj paper clip tSlk fn[krk gS A

• Attach click djrs hi, new window [kqysxh

• blesa vkids daI;wVj esa j[ks fi les vkSj folders fn[ksaxs

• lgh Qkby [kksft;s vkSj ml ij click dj nhft;sx

• vc ;g fi le vkids email ij attachment ds :i esa fn[ksxh A

• Paper clip fpà ds cxy esa vkidks bl fi le dk uke fn[ksxk 
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fp= ns[k dj] le>sa:
4. Ãesy ds lapkyu (managing)
fofHkUu Q+ksYMj gSa tks vkids Ãesy dks çcafèkr vkSj O;ofLFkr djus esa vkidh lgk;rk dj ldrs gSaA

• Inbox og email tks vkidks feys gSa
• Sent folder, emails tks yksxksa dks Hksts x, gSa
• og lHkh Ãesy tks vkius fy[kus rks “kq: dj fn, gSa] ijUrq vc rd Hksts ugÈ gSa
• og Ãesy tks vutku ;k lafnXèk osclkbV ls vk;s gSa 
• og Ãesy tks vkius delete dj fn, gSa] og bl  folder esa ik, tkrs gSa A email dks fMyhV djus ds fy,] 

email dks select djsa vkSj Delete cVu dks click djsa

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA

Ãesy address dh vko”;drk D;w¡ gSa\
__________________________________________________________________________________________

yahoo ;k gmail ds dkSu ls feature vkidks lcls vPNs yxs \
__________________________________________________________________________________________

viuh Dykl ds fdlh Hkh student dks viuh rjQ ls ,d NksVk lk email fy[k dj Hksft,A

      Gmail

Categories
Manage labels
Create new lable
         GHA

COMPOSE

Inbox (1)
Starred
Sent Mail
Dra  s (1)
Less
Important
Chats
All Mail
Spam
Trash

+
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16. baVjusV lqj{kk

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!
• bUVjusV safety ds egRo dks tkusaxs 

• bUVjusV ij lqjf{kr jgus ds rjhds

• bUVjusV dks lqjf{kr :i ls ç;ksx djus dk vH;kl djsaxsA

bUVjusVs fety% bUVjusV ls gekjh life cgqr vklku cu x;h gS A ge Ãesy ls communicate dj ldrs gSa] 
v‚uykbu “kkSÇix dj ldrs gSa] restaurant esa Vscy book djk ldrs gSa A ijUrq] bUVjusV ij lqj{kk lqfuf”pr djuk 
Hkh cgqr t+:jh gS A viuk Ãesy password fdlh ls Hkh “ks;j u djsa A Ãesy dh enn ls vkids fdlh Hkh v‚uykbu 
account dk bLrseky fd;k tk ldrk gS & social media ls ys dj eksckby wallet rd !

1.  fuEu lokyksa ds tokc nhft;s

D;k vki fdlh O;fä dks tkurs gSa tks v‚uykbu payment ds nkSjku Ý‚M dk f”kdkj gqvk gks \ ;fn gk¡] rks mldh 
dgkuh fy[ksa ________________________________________________________________________________

lqjf{kr v‚uykbu payment ds fy, vki D;k dne mBk ldrs gSa \
_______________________________________________________________________________________

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\

Copyright Free. Under CC BY License



IT lk{kjrk

326

bUVjusV ds cgqr ls Qk;ns gSa A ;g vkidh life vklku cuk ldrk gS A ijUrq] blds dqN feature tks gekjs fy, 
life easy cukrs gSa] mudk dqN yksx xyr Qk;nk Hkh mBk ldrs gSa A vkidks v‚uykbu Økbe ds Mj ls v‚uykbu 
xfrfofèk;k¡ jksduh ugÈ gS A vkidks dsoy FkksM+h lh lkoèkkuh cjruh gS A

a. bUVjusV ij lqjf{kr jgus ds fy, bu tips dk ç;ksx djsa%

 vius daI;wVj vkSj eksckby ij anti&virus l‚¶Vosj install djsa A ;g vkidks [krjukd virus vkSj çksxzkeksa ls j{kk 
djsxk A

b. Safeguard your Usernames and Passwords

 vius password vkSj username fdlh dks u crk,a  & pkgs oks password fdlh Hkh osclkbV dk gks & email, 
Facebook, banking, shopping, ;k online courses- vkidk username vkidh igpku gS] vkSj password vkidk 
secret code gS A budh enn ls dsoy vki gh vius account dk ç;ksx dj ldrs gSa A

 ,slk password pqusa tks vkidks Hkh ;kn jgs vkSj fdlh vkSj ds fy, mls guess djuk vklku u gksa ¼tSls 
fd vkidk tUefnu½ A lcls mÙke password v{kjksa vkSj vkadM+ksa nksuksa dk ç;ksx djrk gS A bls ge strong 
password dgrs gSa A ,d  strong password esa  8 ;k 8 ls vfèkd characters gksrs gSa ¼ftruk yack] mruk csgrj½ 
& vkadMsa] fpà] capital o NksVs v{kj A mngkj.k, Moon&star901@we; Qwerty6378*wr#; #@375dofguard.

 Strong password cukus ds fy,%

• dHkh Hkh futh tkudkjh tSls fd uke] birthday, email address dk ç;ksx u djsa A ;g tkudkjh lHkh dks 
irk gksrh gS] vkSj bl ij vkèkkfjr password dksÃ Hkh guess dj ldrk gS A

• long password dk ç;ksx djsa A vkidk password de ls de 6 characters dk gksrk gS ] vkSj extra security 
ds fy, vki bls vkSj Hkh cM+k cuk ldrs gSa A 

• lHkh accounts ds fy, same password dk ç;ksx u djsa A ,d account dk password tkuus ij dksÃ Hkh 
vkids lHkh vU; accounts dk password tku ldrk gS A

• viuk password fdlh dks u nsa A

• passwords cnyrs jg

c. email account dks lqjf{kr j[ksa

blds fy, dqN tips gSa%

• vutku O;fä ls feys email dks u i<+sa] mls delete dj nsa

• ;fn xyrh ls dksÃ vutku email [kqy tk,] rks mlesa fn, links dks click u djsa

• SPAM dk tokc u nsa

• SPAM email dks block dj nsa 

• viuk password fdlh dks Hkh u crk,a A dksÃ Hkh lgh dke djus okyh daiuh vkils dHkh vkidk password 
ugÈ ekaxsxh A

d. Lo;a dks false information ls cpk,¡

 tSls fd nqfu;k esa dqN yksx gesa lgh tkudkjh nsrs gSa vkSj dqN yksx xyr & oSls gh bUVjusV ij feyus okys 
lHkh tkudkjh lgh ugÈ gksrh A lgh vkSj iq’V tkudkjh vfèk—r osclkbV ls vkrh gS & tSls fd BBC News, 
WebMD, government portals, bR;kfn- dqN websites vkidks *eq¶r* pht+sa ;k lottery tSls [ksyksa ds fy, vkeaf=r 
djrh gSa & ,slh osclkbVksa ls nwj jgs A buesa virus gks ldrk gS A blh rjg] cgqr lh websites ij vfoKkfud 
o xyr lwpuk gksrh gS] [k+kl rkSj ij health- foKku] èkeZ vkSj VsDuksy‚th ls lEcafèkr ckrsa xyr gks ldrh gSA 
;fn vkidks bu ls lEcafèkr dksÃ ,d ne u;h lh ckr bUVjusV ij irk pys rks osclkbV dh iqf’V djsa] vkSj 
fdlh ,sls O;fä ls Hkh iwN tks bUVjusV ls Hkyh&Hkkafr ifjfpr gks A
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• “Trusted brands” ls gh “kkSÇix djsa] tSls dh amazon, fl ipkart, snapdeal, bR;kfn

• websites ij fy[kh security advice dks è;ku ls i<+sa vkSj mldk ikyu djsa 

• tc vki credit ;k debit card details nsus okys gksa] rks ns[k ysa dh vki lqjf{kr https osclkbV ij gSaA

• ;fn vkidks dksÃ Q+ksu vk;s tks dgs dh oks vkidh v‚uykbu “kkSÇix esa enn djsaxs – vki mUgsa viuk card 
uacj bR;kfn crk nsa] rks ,slk dHkh u djsa ! dksÃ Hkh osclkbV ;k cSad vkids card dh tkudkjh vkils Q+ksu 
ij ugÈ ysrk gSA

;fn fdlh Hkh osclkbV ds address bar esa vkidks ‘lock’ dk fpà fn[ks rks tku yhft;s dh oks osclkbV lqjf{kr gS 
vkSj ml ij vki viuh uhth tkudkjh “ks;j dj ldrs gSa A

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA

bUVjusV ij lqjf{kr jgus ds D;k rjhds gSa \
__________________________________________________________________________________________
__________________________________________________________________________________________

gesa strong password dk ç;ksx D;ksa djuk pkfg, \ 
__________________________________________________________________________________________
__________________________________________________________________________________________

password dks et+cwr @ strong cukus ds D;k rjhds gSa \
__________________________________________________________________________________________
__________________________________________________________________________________________

hƩ ps://youtu.be/25G4tLVH1JE
hƩ ps://youtu.be/5JdM95WQKys

e. v‚uykbu “ksÇix ds le; lkoèkku jgs

bUVjusV ij ge de nke esa cgqr dqN [kjhn ldrs gSa A cgqr ckj bUVjusV ij lsy yxh gksrh gS] vkSj bUVjusV ds 
nke nqdkuksa ds nke ls de gks tkrs gSa A

 bUVjusV ”kkSÇix esa dksÃ cqjkÃ ugÈ gS A ijUrq] ,slk djrs le; dqN lkoèkkuh cjrsa% 
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17. eksckby dh ewyHkwr tkudkjh

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!:

• ns[ksaxs dh eksckby Q+ksu ds D;k Qk;ns gksrs gSa

• tkusaxs dh eksckby dks pykuk dSls lh[k ldrs gSa 

• eksckby Q+ksu dk ç;ksx djsaxs

vkb;s feysa eksckby apps ls% vDlj ge esa ls dksÃ Hkh vxj viuk le; Q+ksu ij fcrkrs gq, fn[k tk,] rks cM+s&cqt+qxZ 
dgrs gSa *D;ksa lkjk le; Q+ksu ij yxs jgrs gks\* vkSj ge Hkh vius Q+ksu dks entertainment dk t+fj;k gh ekurs gSa] 
vkSj viuk dkQh le; chatting ;k games, selfi es vkfn esa fcrkrs gSa A 

;g lgh gS dh eksckby ls dkQh euksjatu gks ldrk gS] ijUrq ;fn vki pkgsa rks vki blls cgqr lh u;h skill ls 
Hkh lh[k ldrs gSa A ;g vkidks vkèkqfud rduhdksa dh tkudkjh ns ldrk gS vkSj vkidks Hkh pass djk ldrk gS ! 
vkidks flQZ vius le; dk lgh mi;ksx dj] lgh fdLe ds apps dk ç;ksx djuk gS A 

vxyh ckj vki ls dksÃ dgs fd Q+ksu ij ’Vkbe waste’ er djks] rks vki mUgsa bu learning apps dh tkudkjh 
vo”; nhft;s ! vkidks Q+ksu ij lh[krk ns[k dj] lHkh dks vki ij xoZ gksxk A

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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a. eksckby dk ç;ksx djds lh[kuk M-learning dgykrk gS 
b. Q+ksu ij ge vklkuh ls u;h Hkk’kk,¡ lh[k ldrs gSa A english fl[kkus ds fy, yxHkx 300apps miyCèk gSa ! 
c. vki apps ls vkSj Hkh cgqr dqN lh[k ldrs gSa] tSls dh yoga, cooking, poems, dieting, stitching vkSj 

carpentry

fo’k; Apps dk uke websites dk uke
English Hello English
Typing Typing Master
CommunicaƟ on Skills www.bharatskills.gov
WriƟ ng Resume
Time Management
About Trade www.bharatskills.gov

www.youtube.com/NSDCIndiaOffi  cial

Online Payment BHIM UPI

vkb;s eksckby Q+ksu ds ckjs esa dqN cqfu;knh ckrsa le> ysrs gSa A ge nks çdkj ls Q+ksu dk ykHk mBk ldrs gSa 
internet ds }kjk] app ds }kjk ! vki internet dk ç;ksx rks tkurs gh gSa] vkb;s vkt apps ds ckjs esa tkurs gSa 

Mobile application ;k app bl çdkj dk software gksrk gS tks eksckby@tablet bR;kfn ij pyk;k tk ldrk gS A 
vke rkSj ij apps NksVs gksrs gSa] vkSj budk ç;ksx lhfer pht+ksa ds fy, gh fd;k tk ldrk gS A Mobile Apps free 
Hkh gks ldrs gSa] vkSj paid Hkh A vki bUgsa Playstore;k app store ls download dj ldrs gSa A

;s gSa vkids Q+ksu ds vusd mi;ksx%

• bUVjusV search – cl type dhft;s vkSj vki tks pkgsa mldh tkudkjh ik yhft;s

1. jathr ds firk us gky gh esa Q+ksu fy;k gS A ;g ,d VpLØhu LekVZ Q+ksu gS & ftlesa 3G bUVjusV Hkh gS A jathr 
ds ikik vaxzsth i<us vkSj fy[kus esa FkksM+s det+ksj gSa A mUgsa Q+ksu pykus dk Hkh vH;kl ugÈ gS A mUgsa yxrk gS 
dh Q+ksu ij flQZ calling vkSj texting gks ldrh gS A jathr vius firkth dks Q+ksu ds Qk;ns crkuk pkgrk gSA 
mldh enn djsa%

,d smartphone ds *LekVZ* ç;ksx%
 • calculator ij tksM+&?kVk vkfn dj ldrs gSa

• pictures ys ldrs gSa

• [kcjsa i<+ ldrs gSa
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

2. jathr] vki gh dh rjg] ITI dk Nk= gS A mlus ikik ls promise fd;k gS dh oks jkst+ dsoy ,d ?kaVs gh Q+ksu 
pyk,xk  Ranjith ugÈ pkgrk dh oks viuk ;g ?kaVk dsoy youtube ;k Qslcqd ;k whatsappe fcrk ns A oks ,d 
?kaVs esa ls 30 feuV learning dks nsuk pkgrk gS A jathr fdl fdLe ds subject bUVjusV ij i<+ ldrk gS\

vkidh enn ds fy, dqN mngkj.k çLrqr gSa] ckdh vki bUVjusV ij [kksft;s vkSj fyf[k, 
vkidks “kq: djus ds fy, ;gka dqN ladsr fn, x, gSaA fjä LFkku Hkjsa vkSj jaftr ds fy, u, fo’k;ksa dk lq>ko 
nsaA
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• google maps –traffi c vkSj jkLrs dh tkudkjh

• recorder – t+:jh v‚fM;ks conversation fjd‚MZ djus ds fy, (lectures, conversaƟ ons, etc.)

• clock –alarm o reminderset dhft;s

• friends vkSj family ls connect djus ds fy,

• music lquus ds fy, 

• calendar dk ç;ksx dj] le; çcaèku djuk 

• u, topics vkSj skil ls lh[kuk

 cgqr lh apps gSa tks gesa [kkuk order djus] videos ns[kus] v‚uykbu TV ns[kus] billspay djus] M‚D; esaVscan] Vªsu@
cl@plane@ewoh ticketbook djus esa lgk;rk djrh gSa !

 ij eksckby dk lcls t+:jh ykHk gS – lh[kuk ! cgqr ls yksx Q+ksu dk ç;ksx lh[kus ds fy, djrs gh ugÈ gSaA ij 
ckgj ds ns”kksa esa education institutions vkSj universities vius Nk=ksa dks apps vkSj websites ds t+fj;s lh[kus ds fy, 
çksRlkfgr djrs gSa A ;g learning dk u;k vkSj vuks[kk rjhdk gSA 

 eksckby ls lh[kus ds dqN Qk;ns% 

 vki lh[kus dh çfØ;k dks fujarj tkjh j[k ldrs gSa A fdlh Hkh le;] dgÈ ij Hkh lh[k ldrs gSa – pkgsa jkr esa 
i<+sa ;k fnu esa]ohdsaM ij ;k g¶rs esa fdlh Hkh fnu !

 Type of Apps for Daily Life fp= dks è;ku ls ns[ksa] vkSj Vhpj ls iwNsa dh apps ds D;k&D;k Qk;ns gSa  

• tkudkjh tYnh fefyrs gS

• tkudkjh eq¶r vkSj “kh?kz feyrh gS

• audio, video, pictures & fdlh Hkh ekè;e ls lh[k ldrs gSa

• fdlh Hkh le;] fdlh Hkh txg ij lh[k ldrs gSa

• nwljksa dh ut+j vkSj fuxjkuh ls nwj – vius space esa lh[k ldrs gSa
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• vki ftruh ckj pkgsa mruh ckj lesson dks nksgjk ldrs gSa – ,d ckj esa le> u vk;s] rks nksckjk ns[ksa – 
tgk¡ eqf”dy yxs ogk¡ pause djsa 

• dsoy “kCnksa esa ugÈ] vki viuh ckr dks fp=ksa ds t+fj, ns[k ldrs gSa

• lh[krs&lh[krs pkgsa rks game es Hkh [ksy ldrs gSa !

• tc pkgsa lesson revise dj ysa

• vki viuh ilan dh Hkk’kk esa lh[k ldrs gSa – ;fn app ij oks option gks

eksckby dk ldkjkRed ç;ksx djus ds D;k rjhds gSa \
__________________________________________________________________________________________
__________________________________________________________________________________________

vkidks D;k yxrk gS & vki lcls T;knk D;k eksckby ij D;k lh[kuk enjoy djsaxs \ 
__________________________________________________________________________________________
__________________________________________________________________________________________

eksckby learning ls Nk=ksa dks D;k ykHk feysxk \ 
__________________________________________________________________________________________
__________________________________________________________________________________________

KWL pkVZ esa fn, x;s ^eSaus D;k lh[kk* ç”u dk mÙkj fy[ksa

hƩ p://www.youtube.com/watch?v=ZLNO2c7nqjw
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18. ljy eksckÃy ,fIyds”kUl

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!
• eksckby apps dk ç;ksx tkusa

• QR code can djuk vkSj bLrseky djuk lh[ksa

• BHIM UPI dk ç;ksx dj] v‚uykbu funds transfer djuk

Çliy eksckby apps: eksckby Q+ksu vc cgqr gh ge vkSj vke cu x;k gS ! vxj vki xkSj ls ns[ksa rks tkusaxs dh 
eksckby dk bLrseky Hkh daI;wVj dh rjg gh gksrk gS A eksckby ls vki Ãesy Hkst ldrs gSa] uacj calculate dj 
ldrs gSa] fofM;ks cuk ldrs gSa] edit photos  dj ldrs gSa] net ij tkudkjh [kkst ldrs gSa A vkèkqfud Q+ksu dh dk;Z 
{kerk daI;wVj ds cjkcj gh gksrh gS A

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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1.  uhps fn, x, fp= dks è;ku ls ns[ksa A vius fe=ksa vkSj Vhpj ls ppkZ djsa vkSj fy[ksa dh bu phones esa D;k eq[; 
varj gS A

SMART PHONE OLD MOBILE PHONE
Has Camera
Touch screen

No Camera
Has buƩ ons and pad

eksckby ds lcls vPNs mi;ksxksa esa ls ,d gS & v‚uykbu payment ! ;g payment, BHIM UPI, Paytm, Google 
Pay, bR;kfn tSlh apps ls gks ldrk gS A vkt  dy vfèkdrj nqdkunkj bl çdkj ls payment accept djrs gSaA 
vkius ns[kk gksxk fd cgqr lh nqdkuksa ij bu apps ds uke ds uhps ,d dkyk lk MCck cuk jgrk gS A vki bl 
MCcs ds fp= dks s can dj] payment dj ldrs gSa ! lcls vPNh ckr gS fd vki 1 :i, dk payment Hkh dj 
ldrs gSa A bl app dk uke UPI app.

2. i<+sa vkSj le>sa fd UPI app dSls dke djrk gS%

Bharat Interface for Money “BHIM” ,d payment app gS] ftldh enn ls ge  Unifi ed Payments Interface 
“UPI” ij vklku] ljy vkSj “kh?kz ysu&nsudj ldrs gSa A UPI ID dh enn ls vki fdlh ds Hkh cSad esa direct iSls 
transfer dj ldrs gSa A blds fy, vkidks dsoy mudk upi id vFkok  BHIM app ij miyCèk mudk bar code can 
djuk gSA vki UPI ID dh enn ls iSls ek¡x Hkh ldrs gSa A 

National Payments Corporation of India “NPCI” }kjk jfpr] BHIM 30th December 2016 dks launch gqvk Fkk A 
bldk mís”; gekjs fy, v‚uykbu payment dks ljy cukuk FkkA
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3. igyh ckj BHIM dk ç;ksx

i.  vius ,aMª‚bM Qksu ij Iys LVksj [kksysaA ;g ,si Mª‚vj 
;k gkse LØhu ij    vkbdu gSA

ii.  [kkst c‚Dl esa QR dksM jhMj Vkbi djsa vkSj [kkst 
cVu ij VSi djsaA ;g Iys LVksj esa BHIM ,si çnÆ’kr 
djrk gSA

iii.  Tap Install fDyd djsa  

iv.  BHIM app vc vkids Q+ksu ij install gks x;k gS A 
install gks tkus ij] vkidks ‘install’ dh txg ‘open’ 
fn[ksxk A bl ij click djsa

v.  app esa viuh ilan dh Hkk’kk pqusa & ge english pqu 
jgs gSa

i 

ii 

 
iii iv 

v 

vi. ‘next’ ij click djsa] vkSj fQj LET’S GET STARTED ij fDyd djsa

 

vi 

 _________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
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vii 
 

viii 

ix. ,d 4 digit dk Passcode enter djsa - ;g vkidk password gS  

x.  Passcode set gksus ds ckn] viuk bank pqusa 

xi.  Bank pquus ds ckn] app vkids Q+ksu uacj dh lgk;rk ls – vkidh lHkh details pqu ysaxh A vkxs ds lHkh 
transactions ds fy, viuk çkFkfed bank choose djsa A

xii.  fp= ns[ksa] vkSj mlh çdkj app ij Hkh funsZ”kksa dks ikyu djsa

xiii. app esa rhu fodYi fn[ksaxs — send, request vkSj scan/pay. dsoy verify gks pqds phone numbership vkil esa 
iSls dk ysu&nsu dj ldrs gSa A

 
xii 

 
xiii 

vii.  BHIM app vkils ‘access to send and view SMS messages’, ‘make and manage phone calls’ vkSj device’s 
location dk fuosnu djsxh - vki rhuksa requests ij ‘allow’ click djsa A

viii. vkidks SMS ds t+fj;s vius uacj verify djus ds fy, dgk tk,xk & Next ij click djsa vkSj verifi cation process 
iwjk gksus dk bart+kj djsa A

 

ix 

x0 

xi1 

x

xi
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xiv. fdlh dks iSls Hkstus ds fy,] mudk Q+ksu uacj type djsa vkSj transfer amount ¼iSls½ enter djsa A App dks vius 
contacts access djus dh permission nsa A viuk MPIN Mkysa] vkSj bl ds lkFk ;g transaction complete gks 
x;k gS !

xv.  blh rjg ls] ;fn vkids ikl fdlh dk Q+ksu uacj gks rks vki muls iSls request Hkh dj ldrs gSa A

 

xiv xv 

xvi. rhljk fodYi gS – scan vkSj pay – blls vki dkys vkSj lQ+sn jax ds QR code dks scan dj iSls transfer dj 
ldrs gSa A bl app ij gj uacj dks viuk QR code feyrk gS] ftls vki  home screen ij ns[k ldrs gSa A

 
xvi 

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
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i 

4.  QR code scan djsa 

vU;  website ij QR code dk mi;ksx% 

i.  Playstore [kksysa vkSj QR code reader type djsa  ;g ,si Mª‚vj ;k gkse LØhu ij vkbdu gSA [kkst c‚Dl esa 
QR dksM jhMj Vkbi djsa vkSj [kkst cVu ij VSi djsaA

ii. QR code reading apps dh list vk,xh

 vki viuh ilan dh app pqu ldrs gSa ! App download djus ls igys mlds review vo”; i<+ ysa A ;g  
step gj app ij ykxw gksrs gSa A

iii. Install fDyd djsa- 

iv.  App vkils Android dh information ysus dh vuqefr ekaxsxh A Accept pqusa 

v.  QR Code Reader vc install gks x;k gS | app dks open djsa

vi. QR Code Reader [kksysa

 
iii ii 

iv 

v 
vi 
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vii vii.  app dh LØhu dSejk tSls fn[ksxh] vki dks bls dSejk dh 
rjg gh qrcode dh rjQ point djuk gS A tc QRcode 
LØhu ij vk tk, rks click u djsa] app dks viuk dke 
djus ds fy, FkksM+k le; nsa A 

viii.  tc scanner code i<+ ysxk] rc vkidks ,d URL fn[kkÃ 
nsxk

ix.  OK click djsa] vkSj website [kqy tk;sxh

QR code fdlh Hkh nqdku esa fHkUu products ij cus barcode ds lkeku hi dke djrk gS A ;g ,d image gS ftls 
fdlh Hkh smartphone camera ds }kjk i<+k tk ldrk gS A QR code esa cus dkys@ lQ+sn <kapksa esa tkudkjh lek;h 
gksrh gS A tc vkidk Q+ksu bl tkudkjh dks i<rk gS rks oks bls vkidh Hkk’kk esa translate dj nsrk gS A

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA

 
viii ix 

Walk-in DTP Operators - April 22,2019 
to May 21.2019 in All Working Days 
Click here to download No  fi ca  on I 
ApplicaƟ ons are invited for the post 
of DGM(Finance) on DeputaƟ on 
Basis Click here to download 
details NSQF Latest syllabus books 
available. Click for Price  List I Online 
course materials available in www.
nimilearningonline.in I Visit TENDERS 
for latest available Tenders

NaƟ onal InstrucƟ onal Media 
InsƟ tute (NIMI)was set up in the 
name of CentralinstrucƟ onal 
Media InsƟ tute (CIMI) in Chennai in 
December 1986 by the

About NIMI

AITT-RPL CITS 2019 FEB FIRST 
BATCH EXAM NOTIFICATION I

Updates

UPI D;k gS? 
__________________________________________________________________________________________

UPI app ls gesa D;k ykHk gS? 
__________________________________________________________________________________________

D;k vkidks yxrk gS fd UPI account cukus ds fy, & cSad [kkrk gksuk vko”;d gS \ 
__________________________________________________________________________________________

x 

hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=bhim+applicaƟ 
on+tutorial#id=1&vid=cce2c533ef0b726f2a443678c44188c7&acƟ on=click

 hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=bhim+applicaƟ 
on+tutorial#id=3&vid=96c6c6e98dc19da07e1c6dd2c7570c12&acƟ on=click

 hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=bhim+applicaƟ 
on+tutorial#id=2&vid=51a25c8de3739a91bf3ec9e7a0a3ĩ 85&acƟ on=click
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19. i<kÃ vkSj dSfj;j fodkl ds fy, çfl) osclkbV

bl ikB ds var esa ge fuEu mís”; iwjs djsaxs!
• dkS”ky vkSj career fodkl ds fy, mi;ksxh  websites dks tkusax
• apprenticeship training ds fy, v‚uykbu apply djuk lh[ksaxs
• t‚c search websites dk ç;ksx djsaxs

Apprenticeship
Apprentices Act, 1961 dk mís”; Fkk – ns”k esa py jgs on & the&job training çksxzkeksa dks la;ksftr djuk o 
industry dks dkS”ky fodkl ds ç;klksa ls tksM+uk A bl act ds lapkyu dk ft+Eek Ministry of Skill Development 
and Entrepreneurship dk gS A 

a. Apprenticeship VªsÇux ds Qk;ns

i. çSfDVdy vuqHko% bl Ldhe ds varxZr vki cgqr ls t‚Cl vkSj baMLVªh tSls fd health care, construction, 
information technology, transportation, energy vkSj advanced manufacturing esa dke djrs&djrs viuh 
skills dk fodkl dj ldrs gSa A

ii. Kku vkSj dkS”ky% bl vH;kl ls vkidh trade&lEcafèkr le> vkSj dkS”ky nksuksa gh fodflr gksaxs A 

iii.  dfj;j% ,d ckj apprenticeship iwjh gks tk,] rks ;g vuqHko vkidks ,d lQy career ds fodkl esa enn 
djsxk A

BHARATSKILLS

LOG ON -LOG ON -
For Study MaterialFor Study Material
Course VideosCourse Videos
QuesƟ on BankQuesƟ on Bank

BHARATSKILLS
#EXAMSKASAATHI

GOVERNMENT OF INDIA
MINISTRY OF SKILL DEVELOPEMENT

& ENTREPRENEURSHIP

h  ps:bharatskills.gov.in

eSa D;k tkurk/tkurh gw¡ \ eSa D;k tkuuk pkgrk/pkgrh gw¡\ vkt eSaus D;k lh[kk\
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b. Apprentices dh ;ksX;rk

Category of 
Appren  ce

Minimum Age
 (Years)

Maximum Age 
(Years)

Minimum Educa  onal
Qualifi ca  on

Aadhar
Number

Aadhar linked 
Bank Account

ITI Pass Out 14 Not applicable As per Trade Mandatory Mandatory
Dual-Mode 
Trainee of ITI

14 Not applicable As per Trade Mandatory Mandatory

PMKVY/MES 
Pass Out

14 Not applicable As per Trade Mandatory Mandatory

Fresher 14 21 As per Trade Mandatory Mandatory

c. ApprenƟ ceship Training dh vofèk

 Apprenticeship training esa cqfu;knh training vkSj çSfDVdy VSÇux dk lekos”k gksrk gSA vyx&vyx Ldheksa ds 
varxZr apprenticeship training dh vofèk fHkUu gksrh gS A

Routes of appren  ceship training Dura  on of Basic 
Training

Dura  on of Prac  cal Training/
On-the-jobTraining

Maximum Minimum Maximum
ITI Pass out Not required 1 year 2 years
Trainees who have completed PMKVY/ 
MESSDI courses or courses approved by State 
Governments/ Central Government

1 year 2 years

Graduates/ diploma holders or persons 
pursuing graduaƟ on/ diploma in any 
engineering stream or medical or paramedical 
(ApprenƟ ces who are not covered under NATS 
administered by MHRD).

1 year 2 years

Graduates/ diploma holders / 10+2 vocaƟ onal 
cerƟ fi cate holders or persons pursuing 
graduaƟ on/ diploma in Arts or Commerce or 
Science streams such as B.A., B.Sc., B.Com., 
L.L.B., etc.

1 year

Dual-learning mode from ITI 5 – 9 Months
Fresher apprenƟ ces 3 months 1 year 2 years

1. v‚uykbu ukSdjh <wa<uk

 ;fn vki ukSdjh ryk”k jgs gSa] rks cgqr lh websites vkidks ukSdjh&lEcafèkr tkudkjh ns ldrh gSa A dqN vke 
mnkgj.k çLrqr gSa%
a. www.naukri.com
b.  www.monster.com
c. www.Ɵ mesjob.com
d.  www.sheroes.com
e.  LinkedIn jobs: hƩ ps://www.linkedin.com/jobs
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2.  Lo&jkstxkj (Self-Employment)  

 Self & Employment dk vFkZ gS – [kqn dk fct+ul pykuk- vkt dy cgqr ls yksx vius [kqn ds fct+ul ;k 
vius QWfeyh fct+ul esa dke djrs gSa A 

 cgqr ls yksx bUVjusV dh enn ls fct+ul lEcafèkr dkS”ky Hkh lh[k jgs gSa A Hkkjr esa vkt ljdkj Hkh m|eh 
yksxksa dks cgqr lh lgk;rk çnku djrh gS A NksVs m|eksa dh enn djus ds fy, LFkkfir eq[; ,tsalh gS Ministry 
of MSME - Ministry of Micro, Small and Medium Enterprise. hƩ ps://msme.govin.
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;g ea=ky; cgqr ls jkstxkj voljksa dh jpuk djrk gS A ;g viuk fct+ul “kq: djus okys yksxksa ds fy, training 
ds volj Hkh çnku djrk gS A ns”k Hkj esa m|e”khyrk vkSj dkS”ky fodkl çksxzkeksa dks lapkfyr fd;k tk jgk gS A 
buds varxZr rduhdh vkSj xSj&rduhdh nksuksa gh çdkj dh training çnku dh tkrh gS A vfèkd tkudkjh ds fy, 
bl website ij tk,¡% hƩ ps://msme.gov.in/entrepreneurship-and-skill-development-programmes

MSME ds lkFk&lkFk vki NSIC or National Small Industries corporation (http://www.nsic.co.in/) dh osclkbV 
Hkh ns[k ldrs gSa A
vU; eq[; websites gSa%

• hƩ ps://www.india.gov.in/
• hƩ ps://services.india.gov.in/

3. Apprenticeship ds fy, apply djuk

vkb;s lh[krs gSa dh dSls NCVT MIS Portal ds }kjk ge apprenticeship ds fy, apply dj ldrs gSa%

 

Open any web 
browser 

 

Open any web
browser
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a. dksÃ Hkh czkmt+j [kksysa
b. address bar esa type djsa & www-apprenticeship-gov-in vkSj enterclick djsa- 
;g apprenticeship training dh vfèk—r osclkbV gS A 

  

Address bar 

 
 

Apprentices tab – you will be able to 
find Candidate registartion.  

Click on it , and it will take you to the 
registration form.  

c.  viuh details Hkjsa 

 (*) yky fpfàr fi elds dks Hkjuk vfuok;Z gS
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d. Dropdown esa ls viuh lgh qualifi cation pqusa

 
Qualification: select the right 
qualification from the drop 
down list.  

 Attach the scanned copy 
of the marks card.  

 Enter Technical 
qualification details, then

Click on Add button as 
shown in the picture. 

e. vius marks fy[ksa

 marks card esa fn, x, marks Hkjsa

f.  marks card dks scan dj] mls attach djsa 

g. viuh rduhdh qualifi cations fy[ksa
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,d ckj fy[k nsus ds ckn] ;g details update gks tk;saxh 

h. viuh ilan dh trade dk p;u djsaA vki 3 trades pqu ldrs gSa] viuh çkFkfedrk Li’V djsa ¼1] 2] 3½ 

 

Select the trade Select the trade

 

Select the Preference Select the Preference

Tick the checkbox 

 Attach Passport size 
photograph 

 
Attach Valid birth certificate 

Tick the checkbox () 

A  ach Passport size
photograph

A  ach Valid birth cer  fi cate

Upload Your Passport size Photograph

DOB Document

Choose File

Choose File

Submit Clear Click Submit Click Submit

vkf[kjh dne%
i.  Passport size photograph Mkysa-

j.  Birth certifi cate dh scan d‚ih upload djsa

k. Declaration okys checkbox ij click djsa

l.  Submit click djsa
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4. ukSdjh dh [kkst!
 vkt ge teams esa caVdj ,d etsnkj xse [ksysaxs vkSj [ksy&[ksy esa gh v‚uykbu vkSj v‚Qykbu ukSdjh <w¡<us 

ds u, rjhds tkusaxs A vkids team esa 3 yksx gksus pkfg, & ‘searcher’, ‘documenter’ vkSj ‘caller’ A vki lc 
fey dj ukSdjh ds volj ryk”ksaxs A bldk mís”; gS] ge lh[ksa%
• v‚uykbu ukSdjh dSls <wa<h tkrh gS 
• daiuh esa d‚y dj HR@concerned person ls ukSdjh&lEcafèkr tkudkjh dSls yh tkrh gS 
• lk{kkRdkj ¼baVjO;w½ ds fy, le; dSls book fd;k tkrk gS 
• baVjO;w esa dSls tk;k tkrk gS

 Click on activate registration 

cèkkÃ gks! vkius lQyrkiwoZd apprenticeship portal ij register dj fy;k gS ! Registration uacj note dj ysaA

uksV% vkids email ij link vk;k gksxk - mls check djsa A

You will get an email in your inbox for acƟ vaƟ ng the account.
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rhu yksxksa dk group cuk,a] vkSj vius&vius roles fuèkkZfjr dj ysa A roles gSa & ‘searcher’, ‘documenter’ vkSj 
‘caller’ A 

Searcher: vkidks xwxy dh enn ls ukSdjh ds volj ryk”kus gSa !

Documenter: vkidks searcher ls feyh tkudkjh dks ,d format esa fy[kuk gS] ftlls dh d‚yj dks lgh daiuh 
igpkuus esa vklkuh gks A 

Caller: vkidks p;fur daifu;ksa dks d‚y dj] muls ftruh tkudkjh eqefdu gks mruh tkudkjh tqVkuh gS 

a. fuEu column ds lkFk ,d Excel sheet cuk,a

b. bl “khV esa ukSdjh dh tkudkjh fy[ksa

Company 
Name

Address/ 
LocaƟ on

Contact person &
DesignaƟ on 

Contact number 
& Email

Job role/ Salary/ 
Job type

Remarks

gj esEcj dks viuk dke djuk gS] vkSj gj team dks de ls de 10 ukSdfj;ka <wa<uh gSa A tc vki ;g dke dj 
ysa] rks vkidks ;g volj vius classmates ls share djus gSa A

KWL pkVZ es fn, x, ^eSus D;k lh[kk^ ç”u dk mÙkj fy[ksaA

vkt geus D;k lh[kk \ 
_____________________________________________________________

Apprenticeship training esa apply djus ds fy, fdu documents dh vko”;drk gS \ 
____________________________________________________________

Apprenticeship training dh U;wure vofèk D;k gS \
___________________________________________________________

vc vkius cgqr lh websites ns[k yh gSa A vius dkS”ky fodkl ds fy, bharatskills-gov-in ij tk,¡ vkSj vius 
trade & lEcafèkr cgqr lh tkudkjh ik,a !
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1. A row is a verƟ cal arrangement of cells.
 True    False

2. Which of the following funcƟ ons can be performed with the help of spreadsheets?
 a. doing calculaƟ ons b. searching for informaƟ on c. create documents d. create videos

3. Where can you click to edit data?
 a. on the worksheet b. on the formula bar  c. inside the cell  d. cell address

4. What are spreadsheets?
 a. a sheet that we can spread  b. an electronic programme that is used to compute data
 c.  a type of buƩ er   d. a sheet used for prinƟ ng documents

5.  If you press ___, the Excel sheet gets ready for prinƟ ng.
 a. Tab   b. Ctrl+P   c. P   d. Alt+Enter+P

6. With which of the following all formulae in Excel start?
 a. /   b. *    c. $   d. =

7. What is the name of the addiƟ on formula on Excel?
 a. add   b. sum    c. plus   d. together

8. There are only two funcƟ ons in Excel-addiƟ on and average?
 a.  True   b.  False

9. What is the Internet?
 a. pizza stand  b. fi sherman’s net  c. world wide web

 d.  computers that are all linked together in a network
10. What is a website?
 a. start a computer     b. where spiders live
 c. house where the inventor of Internet lives  d. desƟ naƟ on on the Internet to fi nd informaƟ on

11. What does website address mean?
 a. air well      b. a name to access a website on internet c. a holiday desƟ naƟ on        d. address of library

12. Which of the following is a true statement about the Internet and the library?
 a. They both provide knowledge.   b. They both have strict rules about returning books.
 c. They both close aŌ er hours.   d. They both are very expensive.

13. Using keywords on the internet
 For each of the informaƟ on requests below, write the list of keywords you would use. One example is given for 

your reference
Example: You need to fi nd out what people in China eat.
Key words : Food in China
1. You need to fi nd out what languages people in Indonesia speak
 Key words:  
2. You need to fi nd out the full name of former President A P J Abdul Kalam.
 Key words:
3. You need to fi nd out how to make a PayTM account.
 Key words:
4. You need to fi nd out which mobile phone is good.
 Key words:

20- [kqn dks ij[ksa
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14. Choose the correct answer by Ɵ cking the correct opƟ on.
i. Browser:   a.  It’s a computer programme.     b. It’s a brown colour page online. 
   c. It’s an online site.      d. all of the above
ii. Key Words:  a. words with keys and links    b. a computer programme    

  c. describe what you are searching for online d. key chain
iii. Search engine: a. a soŌ ware system used to search the internet.    b.  an engine picture on the net.   

  c. automaƟ cally searches the internet.       d.  diesel engine 
iv. Benefi ts of:   a. helps people who also don’t know how to spell      b.  useless one      

search engine  c. helps people to design an engine             d.helps people in giving suggesƟ ons
v. Where do you type the address when you are looking for a website?   

    a.  address bar    b. anywhere on the computer     c. on Gmail        d.  in LinkedIn

15. How much money did Nida get on her birthday?
 Nida has lived in many diff erent countries. On her birthday, she received giŌ s from her numerous friends and 

family members. An American friend gave her 10 Dollars. Her sister living in Australia gave her 30 Australian 
Dollars. An uncle from Britain gave her 15 BriƟ sh Pounds. Her parents gave her 500 Indian Rupees.

i. Look up a currency converter website to convert the various currencies to Indian Rupees.
ii. How much money in Indian Rupees did Nida totally get on her birthday?
iii. Name the websites you visited to calculate the amount of money received.

16. There is no fake news on the internet.
  True    False

17. There is no way to protect ourselves from online predators.
 True    False

18. An email cannot be sent to more than one person at a Ɵ me.
 True    False

19. Which of the following statements are correct? Select all the correct opƟ ons.
 a. Email is an electronic message transmiƩ ed over internet or computer network from one user to another.
 b. You can aƩ ach pictures, documents, spreadsheets, audio fi les, video fi les, etc., in an email.
 c. The recipient of email can open the email at his or her convenience.
 d. Email addresses are long and diffi  cult to remember.

20. Which of the following are points to be borne in mind while sending emails?
 a. Check spellings, use full sentence structure and use proper grammar.
 b. Have a nice greeƟ ng: Hi, Hello, etc.
 c. Have a proper sign off : Thank you, Sincerely
 d. All of the above.

21. Which of the following are email services?
 a. Google.com b. Hotstar.com  c. Cartoon Network d. Hotcrossmail.com

22. While shopping on the internet, you should:
 a. visit sites that look good and have good products.
 b. visit sites that have a good reputaƟ on as ‘trusted brands” or established brands.
 c.  visit as many sites as you can and download details.

23. A stranger on an internet social site asks you if you want to meet up. What will you do?
 a. say yes and meet up with them.   b. say no and log off  the site.      c. say yes but go with your friends.
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24.  What should you do if a random person in a chatroom asks for your picture?
  a. Find a good photograph and send it to them.
  b. Ask them to send their picture to you fi rst.
  c. Do not send your picture and tell an adult.

25.  Unwanted programmes can be harmful to the data stored in your computer or mobile device. 
  True    Fasle

26.  Special applicaƟ ons called anƟ -virus soŌ ware are used to detect hackers.
  True    False 
27.  You do not always need usernames and passwords to visit on most websites. 
  True    Fasle

28.   A strong password has:
  a. more than 8 characters (the longer, the beƩ er) b.  contains numbers and symbols
  c. contains upper and lower case alphabets  d.  all of the above

29.  Using your date of birth and Name is a strong password.
  True   False

30.  People cannot send you emails to try and access your private informaƟ on such as bank account or credit 
card details.

  True   False

31.  In Windows, you can lock your computer by pressing
  a. CTRL+ALT+DEL  b. CTRL+ALT+D  c. ALT+D+ShiŌ   d. CTRL+ALT+Fn

32. When a computer is locked, it immediately hides the content of the screen. 
  True   False
33.  To unlock a locked computer, you need to 
  a. create an account b. enter any username  c. enter you email username and password
  d. enter the correct username and password

34. To implement user idenƟ fi caƟ on of a computer, you need to 
  a. set up  password     b. set up account     c. choose an authorised name    d. reboot computer

35. You can protect your computer from viruses and spyware by 
  a. locking your computer         b. seƫ  ng up a username and password
  c. installing anƟ virus and anƟ spyware soŌ ware.        d. avoiding the use of external hard disk

36. What is a ProtecƟ ve SoŌ ware?
  a. a soŌ ware to protect your password 
  b. a soŌ ware to detect people hacking your computer
  c. a soŌ ware that keeps you away from receiving fraud emails
  d. a soŌ ware programme that detects and remove viruses and spyware present in your computer.

37. What are Spyware?
  a. a Small programmes that get installed on the computer and transmit personal data to hackers.
  b. a Small programmes that get installed to help you
  c. a Small programmes that delete unwanted documents
  d. a Small programmes that protect computers from virus

38. You cannot block inappropriate sites in your computer and devices.
  True     False
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39. The ApprenƟ ces Act, 1961 was enacted for imparƟ ng
 a. Entrepreneurship  b. Skill development c. On-the-job training    d. Career development

40.  Which is the administraƟ ve ministry responsible for implementaƟ on of the ApprenƟ ceship Act? 
 a. Ministry of Commerce and Industry.
 b. Ministry of CommunicaƟ ons and InformaƟ on Technology.
 c.  Ministry of Heavy and Public Enterprises
 d. Ministry of Skill Development and Entrepreneurship 

41.  Minimum age eligibility and requirements for apprenƟ ces is
 a. 18   b. 17   c. 14   d. 21

42.  Aadhar linked Bank Account is not mandatory to register for apprenƟ ces
 True   False

43.  For ITI passouts the minimum duraƟ on of pracƟ cal training/on-the-job training is 9 months and maximum is 
3 years.

 True   False

44.  The largest government agency that helps the small entrepreneur is 
 a. Ministry of Skill Development and Entrepreneurship 
 b. Ministry of Micro, Small and Medium Enterprise
 c. Ministry of CommunicaƟ ons and InformaƟ on Technology
 d. Ministry of Finance

45.  (*) Fields marked are not mandatory fi elds to be fi lled by apprenƟ ces in the portal.
 True   False

46. How many trade preferences can be made?

 a. upto 5  b. only 1  c. upto 3  d. upto 2
47. Which of the following is the fi nal step in registering in apprenƟ ceship portal? 
 a. upload the passport photograph and scanned copy of valid birth cerƟ fi cate
 b. click the home buƩ on
 c. Ɵ ck the checkbox () – DeclaraƟ on which menƟ ons that the informaƟ on is correct.
 d. click Submit

48. An email will be sent in your inbox for
 a. acƟ vaƟ ng the account of your apprenƟ ceship.  b. for submiƫ  ng the registraƟ on
 c. verifying your idenƟ ty    d. accepƟ ng to terms and condiƟ ons
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2.  Meet a person who uses UPI Apps (BHIM UPI, PayTM, Google Pay) and ask him / her how they use these 
apps. Ask them the following ques  ons and note down their responses.
a.  What are the benefi ts of this app?
b.  How oŌ en do you use it?
c.  Do you feel safe using the app?
d.  How can we make sure we don’t get cheated using this app?

3.  Now, get access to a smartphone (can be your father’s, mother’s, family elder or elder sibling) and install 
a UPI App (BHIM UPI, PayTM, Google Pay) and help them understand how to use this app. 

hƩ ps://www.thehindu.com/sci-tech/technology/gadgets/A-step-by-step-guide-on-how-to-use-BHIM-app/
arƟ cle16977338.ece

 hƩ ps://in.video.search.yahoo.com/yhs/search?fr=yhs-trp-001&hsimp=yhs-001&hspart=trp&p=how+to+install
+BHIM#id=5&vid=a133f87d48b8a22ded0191bf3abea9b4&acƟ on=click

__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

21. Project

Date What did I enjoy? What is diffi  cult? What can I do to reduce the 
diffi  culty?

1. Download any English Learning App and learn the language on your own. 
As you try this amazing new method to learn , write down your experience in the table below. 
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A.   Answer Key for English Literacy
 Answers for acƟ viƟ es in the lessons are given here. Some acƟ viƟ es do not have a right or wrong answer and are 

more to do with the trainees’ ability to use language fl uently and confi dently. Hence, answers for such acƟ viƟ es 
are not given in this secƟ on. It is leŌ  to the discreƟ on of the instructor to facilitate fl uency and assess the trainee 
based on the confi dent responses given.

 1. I Can & I Will
2. Spoken- b,c,f,g,i,k,l,o,        WriƩ en- d,e,h,j,m,n

2. Word Building

1. b. nut   c. needle   d. tester   e. plumber   f.electrician   g. mason    h. carpenter   i. tailor    j. beauƟ cian                               
k. fi Ʃ er   l. nurse

2. b. library    c. Central avenue    d. Second street    e. Drugstore   f. Store / bank / police staƟ on & 
main street  g. Restaurant / movie theater & central avenue   h. Bank/police staƟ on & Main street                                                                                    
i. School & train staƟ on      j. Hospital / Church

3. exƟ nguish, climb, clean, pull, cut, push
4. cuƫ  ng, welding, plumbing, connecƟ ng, install
5. a. blue/ small     b. round/brown/smooth    c. many/shiny     d. many/rough
6. Open, dirty, preƩ y, interested (no wrong answer as far as they describe the image)
7. a. he    b. you     c. it    d. she    e. we    f. it    g. she    h. you
8. They, They, it, He, it, his, She
9. Naming word, AcƟ on word, pronoun, Describing word

10. Naming word – container, nitrogen, energy, liquids, vapour
AcƟ on word – fi ll, dropped, develop, heaƟ ng, drew 
Pronoun – it, we, us, he, they 
Describing word – cylindrical, dry, pungent, Ɵ ght, soŌ 

3. Naming Words
2. Answers given are only indicaƟ ve. It can include a lot more.

Place Names of things
Home fan tubelight refrigerator table cupboard
Classroom benches blackboard duster Chalk piece door
Library Books shelves Chair newspaper notebook
Bus stand Timekeeper 

room
bus shops luggage restrooms

Grocery Frozen food pulses Dry fruits cereals biscuits
Mobile shop Mobile phones SIM cards Chargers Headphones Memory Cards
Cinema theatre Screen Speakers Air CondiƟ oning Popcorn Projector

Le  ers Names Places Things Animals Birds
H Hyder Ali Hyderabad Hammer Hyena Humming bird
M Modi Mumbai Mango Monkey Macaw
S Steve Srinagar Screwdriver Snake Stork
P Peter Punjab Puncher Panther Parrot

3. Answers given are only indicaƟ ve. It can include a lot more.

Copyright Free. Under CC BY License



Answer Key for English Literacy

354

R Rahul Rajasthan Ring Rabbit Raven

K Karan Kolkata Kite Kangaroo Kingfi sher

L Lokesh Ludhiana Lock Lion Lovebird

B Bruce Bengaluru Bolt Bull Brown Pelican

W Wade Wayanad Wrench Walrus Woodpecker

C Clint Chennai Cracker Cat Cuckoo

E Emily Ernakulam Ember eel eagle

criekeocor rice cooker utctre cuƩ er

fecofetreilf coff ee fi lter eplere peeler

ximie mixie lceris slicer

crmiovewa microwave rngidre grinder

frgreietroar refrigerator ndutonicitvoes inducƟ on stove

ednbelr blender taewruprifeir water purifi er

uiejcr juicer msteare steamer

Ɵ rokamer roƟ  maker leecƟ rcetlkte electric keƩ le

5.

6.  a. cuƫ  ng plier    b. screw driver    c.spanner    d. tester    e. torch

7.  b. unit of weight / to beat    c. a band on a fi nger / something circular in shape    d. correct / direcƟ on 
opposite of leŌ     e.  a genre of music / a stone    f. to have goƩ en up / a fl ower    g. a season / coiled 
metal    h.fl at piece of wood / to get into a vehicle, plane or ship    i. gentle / off er of money 

 j. to grow Ɵ red / a part of a wheel   k. in good health / a source for water in the ground

 8. b. bat– a small mammal/a wooden equipment used to play cricket 
 c. bright– smart/presence of light
 d. circular– in the shape of a circle/ a noƟ ce
 e. current– in the present moment/ electricity
 f.  express– to say or show one’s feeling/fast
 g. fair– lighter in complexion/honest
 h. kind– type of / being considerate and helpful
 i. lie– not true/ stay fl at on ground
 j. match– suit something / a game
 k. mean– being unkind / average
9.  umbrella, children, raincoats, bags, water, cat, postbox, car, book, cap, tree, leaves, drain, boots, 

windows, door, road, pavement, puddles
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H L J W C F G H W I A U I T R

K U B L I O L K F H F M I L B
O A E X U N N E R W U E U I I
D R I L L G L N V O S A J T D
P O S I T I O N E E W S C U T
S A K H N P C G E C L U E N L
E I B A G O T P L J T R A E C
W X E M R N I O J Q O E F D A
F L W R U S E T A B N I W S T
C I E P A L V C L Y L K Z L J
D C T S K J P E X E O Q Q I F
T R K E A B K R O Y Z P G D P
L J U Q S V R E D R L N A E F
E C R E I P R M E T I E L E Q
P J C A K O B T K A J F M X S

N E N K W T M F M T N C
N O U E E Y A Q N S O D
O G I N T C X E D P I E
W V G T T S M P X            M S V
G A E O U P A G K A N I
M D R R  I A Y F I L E C
V Y X U A S C Y Q C P E
R Y Q B Z L A E G I S S
W E R O L L L L R T U R
T I U C R I C S P P S B
U G X K B L N C P K D Y
C O M P O N E N T J R I

6. singular, plural 
7. clutches, bananas, classes, machines, teams, brushes, roses, apparatuses

5. Ac  on Words

1. weld, repair, plant, dance, service, sƟ tch, teach, sow, fl ow, drive, fl y, build, jog, fall, burn, liŌ , calculate, 
play, install, skate

2. 
3. a. operates   b. gave   c. is   d. has   e. appreciated   f. delivered   g. drove   h. barked                                                                          

i.  found   j. is     k. is    l. worked
4. fi x, connect, sƟ tch, remove, repair, paint, hit, cut, smoothen, sharpen, walk, build, install, fasten, mix 

(Answers given are only indicaƟ ve. It can include a lot more.)
5. a. is    b. help    c. is    d. assists    e. do    f. looks    g. are    h. are    i. has    j. is
6. a. repair    b. install    c. are    d. work    e. is    f. cuts    g. apply    h. recruits   i. erects   j. is  k. are                     

l. is   m. blows   n. grows    o. complained
7. a. asked     b. repaired    c. fi xed     d. follow     e. are     f. is     g. wear    h. are     i. ensure     j. try
8. comes, looks, likes, asks, tells, asks, shows, are, are, requests, asks, informs, is, gives, asks, gives.

4. Naming Words - Singular and Plural

5.
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6. Ac  on Words – Tenses

1. loaded, came, fi Ʃ ed, soldered, kept, hunted, cut

2. 1.inspect   2. spoke   3. connected   4. shut   5. hit   6. supplied    7. insulated    8. apply    9. gave   10. Made

3.  a. I am installing Windows 10 in my Laptop.   b.  Jothi is installing an app in her mobile.

       c. They are installing anƟ virus in all the computers.  d. I  was installing  new soŌ ware in my laptop yesterday. 

        e. They were installing  fi refox in the offi  ce systems.

4. He is twisƟ ng the old bulb in the anƟ clockwise direcƟ on.

He is removing the bulb from the socket.

He is pushing the new bulb gently into the socket.

He is turning the bulb in the clockwise direcƟ on.

He is switching the power on.

He is disposing the old bulb.

5. He was twisƟ ng the old bulb in the anƟ clockwise direcƟ on.

He was removing the bulb from the socket.

He was pushing the new bulb gently into the socket.

He was turning the bulb in the clockwise direcƟ on.

He was switching the power on.

He was disposing the old bulb.

8. Describing Words

1. a. refl ecƟ ve jacket      b. wet fl oor      c. sharp tools       d. safety signs      e. electrical shock

2. a. He put the small plug in the socket.              b.  He is Ɵ ghtening the screw with a small screwdriver. 

 c. The round rings are on the pink cloth.              d. The plumber has fi xed the blue pumps. 

 e. Wires of many colours are seen in the picture. f. The young man was walking on the broken pavement.

4. The man in the picture is wearing a yellow refl ecƟ ve jacket. 

He is wearing green shoes.

His hands are protected with green gloves.

His head is protected from injury with a hard hat. 

He is wearing a yellow refl ecƟ ve jacket.

His safety shoes are red in colour.

His ears are protected with the help of ear protecƟ on equipment.

His hands are protected with gloves.

He is wearing nose mask for nose protecƟ on.

He eyes are protected by the goggles he wears.

The hard hat protects his head from injury.

6. bright x dark    cold x hot     correct x incorrect     right x wrong     clean x dirty      slow x fast   wet x dry                                      
before x aŌ er    hard x soŌ       healthy x sick     loud x quiet       curly x straight      new x old      young x old               
open x shut       smooth x prickly     sweet x sour.
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9. Describing Objects, Surroundings and Processes

 2.  a. is made, used   
 b. three, square, round, used, third, for, used, made.
3.  Fill in the columns with the details of the given objects.(Answers given are only indicaƟ ve. It can include a lot 

more.)

Object Shape Size Colour Material Use
Doughnut round small brown maida snack
TV rectangle various black screen silicon watch programs
Mud pot round both big or small brown clay store water, cook
Bed rectangle big brown wood or metal sleeping
Water boƩ le cylindrical small various plasƟ c metal carry water
Tool box cuboid small diff erent

colours
plasƟ c, metal 
fi bre

store tools

Speed square triangle small no colour plasƟ c draw lines
water heater cylindrical big diff erent

colours
ceramic heat water

Hammer cylindrical small metallic iron and wood hit nails
Washing machine cuboid big metallic plasƟ c, metal wash clothes
Microwave oven cuboid big white/black metal, glass cook
InducƟ on stove square medium black metal, glass cook
Needle cylindrical small metallic metal sew
bobbin cylindrical small metallic metal wind thread

4.  Trainees can frame suitable sentences using the above words and other linking words.
5.  an electrician/service mechanic, airport/warehouse, consists, many, airport, There are, bank, There,  
      is, warehouse, near
6.  Trainees can complete the sentences with suitable items using the picture.
7.  Trainees can frame suitable sentences using the given picture clues and other linking words.
8.  female moth, eggs, larva, Next the caterpillars come out, mulberry, the caterpillars, cocoon, the caterpillar, 

pupa, fi nally.
9. First, take a blending jar or a juice jar.  Then, put the apple slices into the jar. Next, add some ice cubes and 

sugar. AŌ er that, pour boiled chilled milk into it. Finally, close the lid and blend it well for 2-3 minutes. Now, 
pour it into serving glasses.

10. Pronouns
2.  I know her.
    I know him.
 Vimal sold it.
 It is on her face.
     Kishore has it.
     Treat others the way you want to be treated.
 They are all one family.
 They / We work together happily.
 They had a teacher. He was Mr. Karim.
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3.  a. This is a spanner.      b. These are spanners.      c. This is a screwdriver.      d. These are screwdrivers.
4.  I know Ramesh. Ramesh knows me.

We know Ramesh. Ramesh knows us.
You know Ramesh. Ramesh knows you.
He knows Ramesh. Ramesh knows him.
She knows Ramesh. Ramesh knows her.
They know Ramesh. Ramesh knows them.

5.  a. Yes, it is his.    b. They are theirs.     c. No, it isn’t theirs.     d. They are ours.     e. Yes, it is his. 
6.  b. his.    c. mine.    d. my    e. mine    f. mine    g. theirs    h. yours    i. his 
7.  they, They, They, They, It, them, She, She, She, She, It, She, She her, her

      11. Introduc  on to Punctua  on

1. capital leƩ er, period/fullstop,  quesƟ on mark,  comma
2. b, c, d, i, j
3. Do you know what happened in the meeƟ ng yesterday? All the workers were called for a meeƟ ng. The chief 

engineer Ramesh convened the meeƟ ng. He spoke about the safety measures that have to be taken in the 
factory. The employees gave their suggesƟ ons to improve safety in the company. The chief engineer stated 
the problems, analysed them, heard employee’s suggesƟ ons and gave recommendaƟ ons. He also distributed 
goggles, masks, gloves and shoes to the workers. Will you come for the next meeƟ ng? It is on August 29, 
2019.

4. a-.    b-.   c-.   d-?   e-?   f-.   g-?   h-?   i-?    j-.
6.  a-?   b-.   c-.   d-?   e-.    f-?   g-?   h-?   i-.    j-?
7.  a-.    b-?  c-.   d-?   e-?   f-.    g-?   h-?   i-.    j-.
8.  a. I bought apples, mangoes, and grapes from the shop.

b.  The box is full of nuts, bolts, screws and nails.
c.  She has pens, papers, manuals and a few tools.
d.  The job got over on June 16, 2019.
e.  Welders, plumbers, fi Ʃ ers and engineers were called for a meeƟ ng.
f.  The company will work on 6th, 7th, 11th and 12th of this month.
g.  The exam is on December 7, 2019.
h.  There are ten days leŌ  for the conference.
i.  Keep away from acids, gas, cylinders and fi re.
j.  They are off ering training on embroidery skills.

9. b.  When is it safe to remove or replace fuse?             
c.   What is the use of a micrometer?
d.  What will happen when kerosene comes into contact with fi re?           
e.  The company has opened its branch offi  ces in Mumbai, Kolkata, Bangalore and Shimla.
f.  Remove fuse grips while working on dead circuits. 
g.  Turn an adjustable wrench toward the movable jaw.
h.  Don’t you have shoes to wear in the workshop?

 i.   The training was conducted on February 24, 2019 in Delhi.
 j.   The chest has cuƫ  ng pliers, screwdrivers, drilling machine, hammer and nails in it.
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12. Kinds of Sentences-Introduc  on
3.  b. ImperaƟ ve      c. InterrogaƟ ve      d. InterrogaƟ ve     e. Exclamatory
4.  a. wrong, ImperaƟ ve    b. wrong, InterrogaƟ ve   c. correct   d. wrong, DeclaraƟ ve   e. wrong, ImperaƟ ve
5.  a. ImperaƟ ve     b. InterrogaƟ ve    c. DeclaraƟ ve    d. DeclaraƟ ve     e. ImperaƟ ve    f. InterrogaƟ ve    g. DeclaraƟ ve      

h. ImperaƟ ve    i. Exclamatory      j. InterrogaƟ ve
6.  a. Use only correct capacity fuses in the circuit.
      b. We don’t know how to manage our machines.
      c. What kind of a machine is this?
      d. Is it important to know how to switch off  a circuit?
      e. Make sure all plugs are correctly wired.
7.  a. Where    b. How    c. What    d. Why    e. Which

13. Prac  ce in Framing Sentences

1. a.   I speak English.
b. We received the parcel.
c. Welder uses welding gun.
d. I love homemade food.
e. I fi nished the work.

2. a. Peter worked in BHEL as supervisor.
b. We wish you happy new year.
c. The Principal gave the medal.
d. They want money immediately.
e. I met Sam at the theatre yesterday.

Naming word AcƟ on Word (Verb) addiƟ onal informaƟ on

Peter in BHEL as supervisor

We you a happy new year

They money immediately

I
Sam

at the theatre yesterday

3.  Call him.
 Try it.
 Be quiet.
 Watch out.
 Standup straight.
 Don’t move.
 Be careful, don’t trip.
 Somebody answer the phone.
 Don’t drive aŌ er drinking.
 Cut the onions into small pieces.
4.  Trainees can frame as many sentences as possible.
5. Trainees can frame as many sentences as possible.
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15.Gree  ngs and Self-Introduc  on

16. Asking and Responding to Ques  ons

Expressions Formal / informal Used to greet … Response
Hi, how are you? Informal Friends Hi, am good.
Good morning. Formal Boss, elders, teachers Good morning
Hello! Informal Friends Hi/hello
How have you been? Informal Friends good
How are things? Formal Colleagues good
How do you do? Formal / Informal Friends / Colleagues good

Hi, how’s life?
How are you?
Good evening, Jerry.
Hey, come and join us.
I am SaƟ sh from Ranchi.
Hello, this is Janaki from Nagpur.
Hey, it’s long Ɵ me since we met.
My name is Ranjith.

1.     b. Q      c. R     d. Q     e. Q      f. R     g. Q     h. Q     i. R      j. R     k. R

Responses        / X
Yes, he is.
No, we are not.    X
Not possible.    X
She hasn’t come.    X
I won’t.    X
You can.
I don’t know.    X
Yes, I am.
No, he is not a fi Ʃ er.    X
Never.    X
Good!
None.    X
Of course.
Sure.
She hasn’t.    X

 1. 

 2. 

 2. 
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Are you safe? Yes, I am.

Are you an engineer? Yes, I am./No, I am not.

Can you check the fuse? No, I can’t./Yes, I can.

Do you know how to use a 
Vernier Caliper?

No, I don’t./Yes, I know.

Can you measure the height of 
an object?

Yes, I can./No, I can’t.

Does your friend know 
swimming?

No, he doesn’t. Yes, he knows.

Did you read the newspaper? No, he didn’t. Yes, he read.

Can you ride bikes? Yes, I can./No, I can’t.

Did you pay the examinaƟ on 
fee?

Yes, I paid./No, I didn’t.

Will you aƩ end the training in 
your insƟ tute?

Yes, I will./No, I won’t.

Have you fi nished? Yes, I have./No, I haven’t.

5. b. Who is the plumber?
 c. When is the training?
 d. Where is the training?
 e. How many spanners do you need?
 f.  What do you want?
 g. Why do you want the cuƫ  ng plier now?
6. A . a.  By Walk.     b.  Blue.    c.  Excellent!    d. Bus broken down.   e.  In 2021.   f.  It’s on the fi rst fl oor.
 B.  a.  He is a fi Ʃ er.   b.  It wasn’t.   c.  No, never.   d.  None.   e.  Not sure.   f.   Mumbai.
9. A: Hi! How are you?
 B: I’m fi ne. How about you?
 A: Is it raining?
 B: Yes, it is.
 A: Then, take the umbrella.
 A: Do you want to read the manual?
 B:  Yes, I want to.
 A: Can you fi x the pipe?
 B: Yes, I can.
 A: Where is your ITI?
 B: My ITI is near the park.
 A: When does your class start?
 B: It starts at 09:00 a.m.
 A: Do you have the lunch break?
 B: Yes, it is from 01:00 p.m. to 02:00 p.m.

 4. 
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19. Formal and Informal Communica  on
 1. a. iii  b. iii  c. ii  d. iii e. ii,iii
 2. Formal – Thank you, sir!; With reference to your mail …; I wish to bring to your kind noƟ ce …; You are   

    requested to complete the given assignment by Monday.; I look forward to …; Let me congratulate 
     you on …
       Informal – What’s up?; Listen, I wanted to tell you something.; No Problem.; Guess what?

20. Speak and Share Informa  on about the Workplace
 1. b. Desktop publisher-DTP center       c. Plumber-Buildings/Plumbing unit       d. FiƩ er- Machine Workshop             

    e. Customer representaƟ ve-front offi  ce
2. Cut or drill holes in walls or fl oors to accommodate the passage of pipes. And also measure, cut, thread and 

assemble new pipe, placing the assembled pipe in hangers or other supports. 
     diffi  cult 
 A customer representaƟ ve 
 Defi nitely 
 A customer representaƟ ve has to interact with customers in order to provide informaƟ on about 

products and services, to take orders or cancel accounts, or to obtain details of complaints. 
 Is it that diffi  cult? 
 people with diff erent cultural backgrounds. 
 diff erent 
 various

 2,3,4,5,6,7,8,9 – Trainees can frame appropriate sentences and speak or write as directed in the acƟ vity.

A B
What do you see in the fi rst picture? I think in the fi rst picture, friends walk off  because they are 

unhappy or have disagreed on something.
Don’t you think it’s a negaƟ ve aƫ  tude? Defi nitely! We should avoid such behaviours in discussions.
What do you see in the second picture? The second one is posiƟ ve. The lady listens carefully to the 

speaker.
How do you say that she’s listening? She maintains a good eye contact. It is an essenƟ al skill 

required in discussions.
Correct, but if you don’t listen…? You may lose the track of discussion. You will not be able to 

speak sensibly.
Exactly! What about the next picture? The third one looks like an argument. Their body language 

seems to be aggressive.
Won’t impolite behaviour aff ect discussions? Yes, it will. They should sort out their diff erences to have a 

healthy discussion.

21. Discussions on Current Happenings
3.  The details about MUDRA loan are given for reference.
4. Trainees can frame appropriate sentences and speak and write as directed in the acƟ vity. Details given in the 

tabular column on hydraulics and pneumaƟ cs may be used.
5. Trainees can frame appropriate sentences and role play as directed in the acƟ vity.
6. Using the informaƟ on given in the acƟ vity, trainees can engage in discussion.
7. Using the informaƟ on given in the acƟ vity, trainees can engage in discussion.
8. Using the informaƟ on given in the acƟ vity, trainees can engage in discussion.

17. Sharing Informa  on with Others
 All answers are open and fl uency and use of appropriate words may be noted by the instructors.

2. 
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22. Telephone Skills
1. telephone, caller, receiver, telephone
2. dial, disconnect, on hold, engaged
3. 

Sl. No. Gree  ng Iden  fying Self Purpose of Call
a. Hello! My name is Ramesh. I would like to speak to 

Anju, please.
b. Good aŌ ernoon! This is Shanthi. May I speak to ArƟ ? 
c. Hi! I’m Ajith. Is Anu at home?
d. Hello! My name is Rajesh and 

I’m calling from HSBC.
I would like to speak 
to Mr. Chetan from the 
markeƟ ng division.

e. Good morning! I am calling from Harsha 
Trading Company.

Could you connect me to 
your accountant?

f. Good evening! Rakesh Sharma here. I would like to speak to 
Ms. Rekha.

4. Good Morning, Sir.
I’m X calling from Room 34.
I’m calling to report about the leaking tap in my room.
Can you please come and fi x it immediately because water is being wasted?
Thank you, Sir.
See you soon.

5. Good aŌ ernoon, Sir.
I’m X calling from the ITI Workshop.
There’s no power in our building here for the past 30 minutes. 
Can you please check the problem because all the other buildings here have power?
Thank you, Sir.
See you soon.

6. Hello, Sir.
I’m X calling from AB ConstrucƟ on at Guindy site. 
I’m calling to request you to erect scaff olds for working at heights here. 
Can you please come and install the scaff olds by tomorrow?
Thank you, Sir.
See you soon.

7. Hello, Sir.
I’m X calling from AB Garment unit. Is this Quick Cargos?
Is ....... ready? 
Can you please transport them to the client by this evening? 
Thank you, Sir.
See you soon.

8. The statements 4,7,8,9,12 are correct.
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9. Correct statements are

10. Answer with ‘Hello’.
Answer with your number.
Answer with your name.
Answer with the name of your company.
Answer with the name of your department.

23 Telephone Skills – Role Plays

1.  a. Would you mind speaking louder?
b. I am, sorry. He/She is not available now.

 c. Just a moment please. Let me get ready to take notes.
 d. Could you please tell me your name and where you are calling from?
 e. Could you repeat what you just said, please?
 f. Would you like to leave a message?
 g. I am afraid that the person you want is in a meeƟ ng now.
2. a.  The person is on another call. - I’m afraid he/ she is busy at the moment.

b. The person is on leave.- I’m sorry he/ she is not available.
c. The person is busy at the moment. - I’m afraid he/ she is busy at the moment.
d. The person is not in his seat. -I’m afraid he/ she is away/ not in at the moment/ in a meeƟ ng.
e. The person is in a meeƟ ng and will be free at 4 -I’m afraid he/ she is away/ not in at the moment/ in a 

meeƟ ng.
f. The person is available.- I’ll put you through. Hold the line, please.

3.  hold, May, hold, who, calling, louder, transfer, secƟ on 

7.  Hello, this is Seema. - I’m calling from ICF. Good morning ma’m. - Is this PT industries? Check the company 
name.- Repeat the company name. Yes, you are right - May I speak to Ms. Durgadevi Introduce yourself and 
ask for someone.-Respond and check B’s name. Of course, It’s Ms. Durgadevi you want to speak to, right?-Yes, 
please tell her I’m Seema from ICF - Clarify who you are.Ask B to wait. Please wait while I connect her. 

8. Good Morning, HR Industries. - Good morning, I’m Sandeep from JK Manufacturers. - How can I help you sir? 
I want to speak to Mr. Venkat please. - I’m sorry. He is unavailable at the moment as he is in a meeƟ ng Ɵ ll 12. 
May I note a message?  Case 1: Thank you. Can you please note it down? Case 2: That’s okay. I will call later. 
Case 1: Sure, let me take it down Case 2: Thank you.

Dos for Caller Always Some  mes Never
Give your name
Give a greeƟ ng
Give your telephone 
number
Say why you are calling
Give your address
Give the name of your 
company
Explain your relaƟ onship 
to the person you are 
calling
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24. Let’s Read
1.  a. N      b. N    c. N     d. N    e. N    f. A     g. −    h. N     i. N      j. N     k. N     l. A     m. N     n. N    o. N  p. N
2.  b. Box   c. French    d. carpenter    e. cycle    f. start     g. paper    h. shirt     i. bank     j. engine     k. forkliŌ  
     l.  ball   m. bake    n. cookery    o. book
3. a. empty   b. fast    c. order   d. warning bell    e. warning   f.  walker    g.  safe   h.  aƩ racƟ ve                                                                                     

i.  building for storing goods    j.  path
4.  a. true                  b. false          c. no           d.  blue          e. no             f. green and yellow
5.  a.  iii                      b. i                c. ii              d. i                  e. iii               f. i
6. A. a. proper         b.  sharp      c. yes          d. no              e.  unsafe     f.  true

B. a. manually     b. yes           c. danger    d. unsafe       e.  good       f. do not
C. a. no                 b. no            c. yes           d.  no             e. no            f. yes

7. a. There is fi re in the factory. Entry is restricted.   

b. He played football regularly. He won the match.     

c. The pipe was repaired.  Water problem is solved.     

d. She reads books and visits places. She is knowledgeable.    

e. The instructor started to talk. The trainees listened.   

a. The surveyor measured the land. Ploƫ  ng of land was done.    
b. The small object has to be measured.  She brought the micrometer.   
c. The car broke down. The Mechanic arrived.     
d. The steel gate is broken. The welder is called.    
e. He used the fi le on metals. The surface became smooth.    

8. First, then, next
26. Wri  ng Simple Sentences

1. She gave the book. He gave an apple. She eats an apple. They are coming. 

 (Answers given are only indicaƟ ve. It can include a lot more.)

2. Gita is painƟ ng a plant. Guru is eaƟ ng biscuit. Sheela is liŌ ing the chair. Deepak is listening to a song. Mac is 
crawling on the fl oor. Rita is sleeping on the bed.Mukesh is singing a song. 

 (Answers given are only indicaƟ ve. It can include a lot more.)

3. Gita was painƟ ng a plant. Guru was eaƟ ng biscuit. Sheela was liŌ ing the chair. Deepak was listening to a song. 
Mac was crawling on the fl oor. Rita was sleeping on the bed.Mukesh was singing a song. 

 (Answers given are only indicaƟ ve. It can include a lot more.)

4. There are screws next to the nut. There is a screwdriver above the bradawl. There is a wrench next to the 
screws. The bradawl is between the nails and the handsaw. 

 (Answers given are only indicaƟ ve. It can include a lot more.)

5. The pair of scissors has a blue handle. The bucket contains yellow paint. The colour of the Ɵ n is grey. The 
pencil is colourful. There is a white towel.

 (Answers given are only indicaƟ ve. It can include a lot more.)

6. What is the colour of the pair of scissors’ handle? What is the colour of the paint in the Ɵ n? 

(Answers given are only indicaƟ ve. It can include a lot more.)

7. Come to help me tomorrow. Write this sentence in 30 seconds. Walk fast to catch the train. Close the door 
now. Can you say the name of this place please. 

 (Answers given are only indicaƟ ve. It can include a lot more.)
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8.  a. Rearrange

b. The dogs run very fast.

c. She came late to class.

d. The lorry driver was caught.

e. The children were playing with ball.

f. The aircraŌ  is taking off .

g. The police were searching for the thief.

h. The woman was speaking to the Principal. 

i. Many buƩ erfl ies are fl ying in the garden.

j. The old man was reading the newspaper. 

27. Speaking

1. My name is Shankar.

My name is spelt as S-H-A-N-K-A-R.

I am from Delhi.

My contact number is 99999 99999.

My house is situated near the government school.

Yes, I shall come. 

(Answers given are only indicaƟ ve. It can include a lot more.)

2. How do you get to work? – Normally I drive.

How long is the drive? – About 40 minutes.

Do I need to wear a Ɵ e? – You’re supposed to, but not everyone does.

Why are you late? – I got struck in the traffi  c.

Where is your car? – It’s been repaired.

3. Expressing Opinion: In my opinion, To my mind, I think, I am sorry to say

Agreeing: I completely agree, You are right

Disagreeing: I totally disagree, I don’t agree

4. a. I fi nish my homework. I brush my teeth.

 b. I try to do well in studies, in maintaining good relaƟ onships, in helping others.

 c. I take others’ pieces of advice seriously. I seriously take medicines when I am sick.

 d. I do not fear to face the crowd. It is so diffi  cult to stay awake in the class.

 e. I volunteer to lead the team. I take chance to meet new people.

 f. I go early to staƟ ons to catch the bus. I go early to exam halls.

 (Answers given are only indicaƟ ve. It can include a lot more.)
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5. a. I hate walking long distances.

b. I am worried about my mother who is sick.

c. I hope to be a beƩ er trainee next year.

d. The last Ɵ me I helped my friend was during the Annual exam. 

e. My parents don’t allow me to waste money.

f. Last year I promised to visit my cousin at her home and then I forgot. 

g. Reading books is the best thing I do now which I wasn’t doing before. 

h. My parents ask me to help them in shopping.

 (Answers given are only indicaƟ ve. It can include a lot more.)

6. Discuss the following 

 I seriously believe that the reason for Rahul’s absence is because he is sick. I remember him feeling so weak 
yesterday during football game. I hope he has been taken to the hospital for treatment. I pray that he will be 
back soon to the college. 

 (Answers given are only indicaƟ ve. It can include a lot more.)

28. Listening

1. d

2. 1-c    2-a     3-c

3. a. F b. F c. F d. F e. T f. T g. T h. T i. T j. T k. T  l. T m. T

4. a. F b. F c. T d. F e. T f. F g. T h. T i. T

29. Produc  ve Use of Skills

1. a. Lalpur     b. IGNOU   c. Rs. 4025  d.  Rs. 25   e. State Bank of India  f. 30.09.2016

2. a. 239658   b. 30. Apr 2013   c. Mr. Ramesh Sharma   d. HDFC Bank   e. JP Nagar   f. 30 Apr 2013    g. 126985 

3. a. wood      b. pulping    c. pulp    d. pulp, paper

4. Meaningful sentences may be wriƩ en/given based on the infographic given in the acƟ vity.

5. Meaningful sentences conveying the process of the producƟ on of tea may be wriƩ en using the two infographics 
in the acƟ vity. 

6. Using the infographic and expressions trainees may engage in expressing their views. 

7. Using the clues given, trainees may engage in giving Ɵ ps on interviews.

8. Introduce your company to Mr. Ramesh using expressions you have learnt so far.
---------------
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Specifi c Vocabulary (words) that an ITI trainee has to
develop for communicating effectively and better employability prospects.
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