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WHAT THIS EBOOK CAN DO FOR YOU?

This ebook contains everything that is required to speak Fluent
English confidently.

It has the power to totally change your life.

I genuinely wish to share with you my strategy and knowledge of
how you can improve your English.

This book is my sincere and honest gift to everyone to empower
them to fulfill all their dreams of Speaking Fluent English and learn
faster than everybody else.

A million wishes,




Topic Covered :-

*How To Speak Fluent English
*Meeting Greetings

*WH Family

*Expressing Feeling

*Subject, Verb & Object
*Helping Verb/ Auxiliary Verb
*Modal Auxiliary Verb

*3 Forms of Main Verb

*Use of This, Those, That, These

*|ldioms & Proverbs

*Tongue Twister & Pronounciation
*Position Sense

*Conversation

*Confusing Similar Words

*How to generate Contents for Essay and
Speech

*Profaun *How to Participate in Group Discussion
Sgntence Type *How To Write An Email.
*Filler Words

*Vocabulary and Uses
*Phrasal Verb



How to speak
Fluent English
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Meetings
Greetings




w@ﬂwa’lﬂm 12 991 dh- Good Morning (fAelel o)
Bye / Take care / See you / Have a nice day (fFdeT @it &)

GIIEY 12 §of ¥ oI A 5 §91 doh- Good Afternoon (FAe=T
)

Bye / Take care / See you / Have a nice day (TdgT ofst @)
M 5 §of T Al d- Good Evening (FFee W)

Good Night / Take care / Bye / See you ([der o ™)







ST 31T TRl & STt X X¢ &1 31 IS 1T AT 2ee; TS FoT o7e T 9T -

“I beg your pardon” or “I am sorry” or “I didn’t get it” or
“Excuse me” or “Will you please repeat, I didn’t get you” etc.

39X 31T fordT T a1 S &7 &Y Ahah YT 910 Shgadl d1g - “Sorry

to interrupt you” or “Sorry to intervene”



Thank yu very very much.

* ® ® & & ° 9 9 90 @ ° 0

Thank you (2fsF3)

| am vey gratefulﬁ: ﬁ§?|' W i

Not a problem. (It’s no matter) é’ CIGH aé’r

Thanks.

Cheers.

Thank you very much. *

I really appreciate it.
You've made my day.
You are great.

I’'m in your debt.

You are the best.

Thank you so much.
Thanks a million.

You’'re an angel.
Thanks a bunch.

| do not know how to
thank you.

I can’t thank you
enough.

* Words can’t describe

® Please accept my best

That's so kind of
you.Many thanks.

All my love and thanks
to you.

how thankful | am.

thanks.

Thanks a ton for helping
out.

Thank you for helping
me.

| appreciate it more then
you will ever know.

| don‘t have the words tof
thank you.




Welcome

Anytime

Sure

It's okay.

Never metion.
Mention it.

Glad to have helped.
It's all gray.

Cool.

Sure thing.

Not at dll.

No worries

It was nothing.
My pleasure.
Glad to be of any
assistance.

Oh anytime.

Don’t mention it.
You got it.

Happy to serve you.
No problem.

Of course.

It was nothing.

You are welcome.
You got it.

Glad to help.

That’s all right.

It's alright.

Not a problem.
That’s absolutely fine.
Certainly




Whoops! Sorry!
Oh! Sorry.

Sorry ‘bout that.
Oh, my bad.

My fault, bro.
I'm so sorry.

I apologize.

Oh my goodness! I'm so
sorry.

My mistake.

I had that wrong.

| was wrong on that.

My apologies.

I'd like to apologize.

I understand that you were
offended by my actions.

I should have known
better.

I want to apologize.l owe
you an apology.

Iwanted to tell you I'm
sorry.

I'd like to apologize for how
Ireacted yesterday.

| hope you can forgive me.
That was wrong of me.l
sincerely apologize.

1 take full responsibility.

Is there anything | can do to
make it up to you?

It's on me.




WH Family



#3ft WH Family Words #Y Hindi Meaning

What - 1 For how long - #a & What type of - fore ag &1
Why - = With whom - e amer Whenever - 5@ &3t
When - 4, 94 For whom - frerss e Whichever - Y e st

Where - %1, ST Aboutwhom - B aiyd  Whichtype -

How - && Towards whom - Rrgsiaew T ate a1, oy womre

Who - ®f77, 7t (freft safea & ) By whom - Berd gamr Whoever - 3t $15 8t

Which - sts &, 3t (Rt o & o) From where - ®g &, agrd Why so - ¥t

Whose - fraer, s Forwhat - frafare, Brafae  From which office - fr JiifFw &
Whom - s, Rrerdl, st How beautiful - Rraet g7ex  From whose office - e siiftew &
How many - faa (B A s a&ard)  How far - Rrger gy With which boy - % J5& & arw
How much - e (¢ Frem st smaseam) How good - et areon Towards which city -fF% T Y TE
How old - 8T (397 #) Rseretr qurer ar fiseem  How long - Rsetarr s For whose son - B a2 & fw
Until when - && a& How soon - frasT se) How many brothers - Brae amé
Since when -7 & What else - 3tz 7 How much money - Tore w94t
From when - &g & Whatever - 31t & 8t How come - S Ot / $9




In what way dig

What then dl' &1, d& &1, [T &Fam
Whenceﬁzf @f, Glﬁ q

Whereas ST&Teh

Where in [99#H

With who people fohe &Il b T
What kind of fog @ &

How come foh& g, Cons

At what time fpg T&T




Expressing Feelings



Joy: (@) Hurrah!, Great!, Wow!, Thanks! etc.

Grief: (g:@) Alas!, Oh my God!, So sorry!, What a
tragedy!, How tragic!, Oh no!, How sad! etc.

Surprise: 3MTAAfhd) What! , Ha!, Oh my God!, My
Goodness!, Amazing!, Fantastic!, Wow! , Is it! etc.

Consent: (HgHTd) Bravo! , Please! , Certainly! , True!
Well done!, Sure! etc.

Mistake: (3eldl) Oh!, Oops!, My God!, No! etc.




sTaTe 3maet ameiatg &1 God bless you!

arg!, e, sga afeant Wow! Wonderful!

sreraTet i gar /1, wey HrFwr @t By God’s grace !

s g@ Fraa ¢, Fraerg@e! How sad! , How tragic!
3 3+t e How dare he!

g (s R dwr 3Ag) Oh honey! , Oh dear!
sga s s Terrible mistake!

Hfaaae, S5 & STeReE! Incredible!, Amazing!, Awesome!
ssarw! Absurd! , Nonsense | Aweful!

srerare #1 g 8! Thank God!

‘&'g‘éaaﬁr! Eha#rge Hurry! , That’s it!

aswa @ Touch wood! , Finger crossed!

I, Far g g Sure! , Why not!, of course!
amerE! Well done!

Far @l g (@R @ &gam) What a news!

T Al (dFgu) Really! , Is it!

agd-agd v=gare! Thanks a lot!

aug gt Congratulations!

Far amsizar gl What an idea!




Subject, Verb
& Object



8 Parts of speech

Examples:

Adjective: Enormous, silly, yellow, fun, fast, big, small, many, few, millions, eleven

Adverbs: Slowly, Rapidly, Clumsily, Badly, Diligently, Sweetly, Warmly, Sadly

Prepositions: On, at, in, by, from, to, towards, up, across, between, among, in front of, above, under
Conjunctions: And, or, but, because, for, if, when



Subject

Subjectﬁmﬁﬁwaﬂﬁmﬁmﬁ'mawamﬁﬂﬁmm
fopam Aoy 7T Y T T &Y Subject Rl oft a1err 7 wog@ o Q1T |

Singular: I« Subject & JfFd, TFH arq I U Tl FT arer L/

Plural: 5 Subject U& & FIIGT T3, a¥q IT TIT FT T #1241

Singulair‘ Plural

1st Person I we

2nd Person you

3rd Person he, she, it




Verb

Main Verb: to dance, to sing, to think, to read, to write, to see, to
move, to miss, to beat etc.

Helping Verb/Auxiliary Verb: is, am, are, was, were,
has, have, had, do, does, did, will etc.



Object
Object: T Ig BT & ToIH IR hdl 3 PRI AT HTEATHT Y87Td ISar g |

Sentence Patterns Examples

The bell rang.

Subject + Verb
He wept.

She likes eggs.

Subject + Verb + Object
| met my brother.

Martin is busy.

Subject + Verb + Adjective
s e e pe— She was sick.

The truck came here.

Subject + Verb + Adverb
He ran fast.

They are teachers,

Subject + Verb + Noun
J Marilyn was the class president.




Helping Verb/
Auxiliary Verb



Uses: Tense and Simple Sentences

Simple Future

Helping Verb — will be
s F 3ed FH g’ HI
ST BIT B

Will have




Will - /3t

been -

does - &TITSJT
need - 3¥{d

dare -&&d
have -9 ?

must - 399

Were - &

2| Shall - ai/A/Eh

might - qTEQ
Could - d&T

being -& @lo
Should - FRT
Would - 71/3/3f
hasto -dT ?‘
had to -4ATYT
Can be - ST H&dT
may be - ST §%d
must be - W TAIRT
able to -37g ﬁ
have to -ATg§
about to - dTdlT i




Modals —
Modal Auxiliary Verbs









(Present)



Can
Can have to
Could
Could have
Should
Should have
Ought to
Ought to have
May / might
May / Might have
Used to
Would
Must
Must have
Dare
Has to / have to :Eﬂ‘:n‘%, WUE'HT%
Had to = AT UST
Will have to = ST 8T, HIAT TS

Need oEd
Need to G KRS LG

Sub +can + v1 + obj
Sub + can have to + v1 + obj
Sub + could + v1 + obj
Sub + could have + v3 + obj
Sub + should + v1 + obj
Sub + should + v3 + obj
Sub + ought to + v1 + obj
Sub + ought to have +v3 + obj
(Possibility) Sub+may/might+v1+obj
(Possibility) Sub + may/might + V3 + obj
Sub + use to + v1 + obj
sub + would + v1 + obj
Sub + must + v1 + obj
Sub + must have + V3 + obj
Sub + dare + v1 + obj
Sub + has to/ have to + v1 + obj
Sub + had to + v1 + obj
Sub + will have to + v1 + obj
Sub + need + v1 + obj
Sub + need to + v1 + obj




May/Might (Gehdl )/ May have/Might have (8hdl A1) (Possibility)

ﬁ'wmﬂﬁﬂ'ﬁﬁm?l It may also happen with you.
3 TGl STRRTET Hehahl AT| It may/might have rained that day.

May (Permission)

wﬁw&nmé? May | come in?

May (Wish)

$79TaTeT B 37TT bl &l SATU! May you succeed!



Must (ITfT (F13))/Must have (F1TFT 4T (F1%))

&1 :9eT ATAT [9dT T TaT =11 A1eT | We must serve our parents
_cf%'\_ﬁ T 37T T80T 471 You must have come.



Will have to (FV=T 9377
ua?ﬁ?rgu%‘mn;ﬁ el 93917 | You will have to face trouble some/one day.

Will be able to (T, 9137T)

& ggr A8t EITEI'IQF'IT/FI%TI'I I will not be able to go there



Would like to (TG )
ﬁwwmmfr@ﬂl I would like to meet you once.

Would

H@'Wﬁmﬁ?aﬁ'ml I knew that he would win.
T H?:I'W AT HSG FI? Would you please help me?

Is/Am/Are/Was/Were + Used to
(flY et Y 3mga @ ST AT 3FSHT HEGE Y S

?Fl'g'?f el Helad ohl IS &1 [ am used to listen to abuses. / I am habitual to listen to abuses.
H?%'%Efﬂ?‘rﬂ' 31ed 2| You were used to tell a lie./



3 Forms of Main
Verb



Three forms of verb
I
First form Second form Third form

| ! !

Cut Cut Cut
} All 3 forms same
Put Put

Sweat

First, second same,

Was =
} All forms different
Were

Sold Sold
fell

Ate Eaten }_

third different

First form + e/en

Colored Colored

Called Called First form + ed




Iijm 2»¢farm 3.¢fom
Eat - ate - eaten
Shuuz shuuted shauted

Ww wnrc wam
G”ﬂwp gotﬂp gotup

vae L moved moved |
Sound - sounded - sounded
Ece sa,w seen

Leam leamf:ﬁ learm-; earnt
Watch - watched - watched
Caﬁk @g@k@d @3@3&&1

Corl - combeil=: coﬂﬂ)ed
Take - took - taken




I"‘f""’"__ _2“fm - 3uform

Commam mmamed, compliingd

Dip - dipped - dipped
Flee - fled - fled
Blfﬂ bit - bltten
; "'”"v”"'bﬁgan beglm
Drm émam{ dmamt
Hlf i hlt
Beat“heat ‘beaten

Ty -1 o m@d
Ploug‘h Plﬂughe d pl
Rest - rested - rested oughed
Spit - spat - spat







Pronouns



Pronouns

TG subject T TR TG Object HIAA TFT T Ll ST TG & Pronoun FTTART AT & 5T Pronoun &l FAIT Od fehaT
o ST B fore fasam Simar & s ap g & - A, S7aT & 57 Subject @, h ak &
TFGRT, 3T, IeAahT AT O fwT 3R 1| aarar g1

Myself(# ©g)

Qurselves (5H 9g)
Yourself/Yourselves (dH/31T4 W)
Himself

Me {'ﬂ?mﬂi’]

Us (GATY)

You (TF%, TFEN, HIUT, HTUH)
Him (3, 3T, 393

Her (33, 3T, 39

Them (3=1)

Herself

Themselves (d T&/d Tg)




Sentence Types






Filler Words



Filler Sounds Filler Phrases

think that

you know

believe me hopefully
uh huh | guess/| suppose probably

or something possibly

what I'm trying to say

IS

you see basically
¢ mean/you know actually
hmm what | mean? literally

at the end of the day seriously
mhm

-

tuff like that quite
kind of relatively
reasonably
fairly




Vocabulary & Uses



18. Come &HH T=AT

19. Laugh &TH §HAT
20. Learn o1 @
21. Ask 36 TB=1T
22. Say A Fgall

23. Tell & ST

24. Cheat e T &=
25. Push T eIoFhT &l
26. Pull goT @reem

27. Play ot Eet=T

28. Game AT W

29. Home g1 B

30. Deaf F3S% FgXT
31. Dumb 3H M

32. Lame oI ofdIaT

33. Alive 3reTga Shfad
34, Stay T 38T



Assault- §FelT =T - Terrorists from across the border, always looks to assault in India.

Snatch - ©1s1 o1, TRT o1 - Chain snatching incident is common in some Indian cities.

Perpetrator - 9TdT, afﬁfr- The perpetrators of the Mumbai terror attack are living a tension-free life in Pakistan.
Leap - BelleT #FI=AT, 3B7cT - Due to good Moonson, the leap can be seen at the share market.

Emulate - 37sshY0T s - If you are emulating someone, you are losing your talent.

Exodus - 5E2IT=, fSETS - Because of war in Syria, the exodus of people is becoming a common problem.
Norm - TGS, HAIET - The employees who don’t follow the norms of the company, rusticated by the
company.

Hurdle - 14T, 3790 - Hurdle comes everyone's life, but those who faced it courageously, they made history.
Rhetoric - lecTs#eX, HTYUT &hell - Indian Politicians are known for their Rhetoric skills.

Stern - #oRX, [A%3X, #3T- India needs some stern rules to curb corruption.

Collude - &9c-gfer $AT, TTS-IMS HLAT - Few people collude with anti-national elements to break the
unity of India.

Hasten - Siedl &, 2fEdr el - In the final match of the Asia cup, India should avoid hastening.
Subsume - 2NMfA &TET - He subsumed a new feature in his computer to enhance the performance.
Contingent- g&dr 3hEHS, Hedcd, &of - The government has decided to secure sufficient food for the
future contingent calamities.




Quite ‘-T?fm?fﬁ ﬁﬁ‘ﬁf?ﬂ?aﬁgl | am quite well now.

Slmllarl\gr gﬁm #Wﬁmﬁw sﬁrm‘s'qfra’r i TR | went and met him. Similarly, he met too.
Simultaneously W@'Wtﬂ' W@"HTQI 3‘-\'%@@ Tl H AT EHﬂ'WQ?TﬁI | am studying, working
simultaneously.

Needless ST&{d Flﬁ- Ghsatl EﬁT._JN\{d F'l'e?i', %a’rwﬁl Needless to say that he is mad.

Continuously eITdR - ST SIMAR 8T e 6l It s raining continuously.

Worthwhile TTI T HieT, SIS - A WIIC &7 TlaT 18T 21 1t"s not worthwhile.

Materialize &9 &Y T, HTehIX Y ol - Fﬁmﬂﬂéﬁﬁl | will materialize the dreams.

Ascribe A =TT - H 31T THEIAT BT AT AT AT < T Gl © TEuI | ascribe my success to my real ones.
Ooze &Y ga a1 falaas o1 Aadtar - Hﬁﬂ@ﬂ'ﬁﬁrﬁf%] Blood is oozing from the wound.

Lisp JcefTeTT - Eﬂiﬁﬁﬁﬂ]ﬁ? | Small kids Ilsp

Stammer Bhellal - EITEWT!ET 4T| He was stammering.

Whlsperm?ﬂ' aﬂmmﬁwmlﬁs’r ? What are you whispering in his ear?

Totter FIBEBFIT mm*mm Q%T%'I India is tottering against Pakistan.



Phrasal Verbs



exam.



Run after : To chase (91T AT, W A1ETAT) - Does he run after money?
Run away/off : To escape, flee (8T THAHAAT/SIT ST=T) -1 ran away from there, the moment I saw him.
Run down : To feel weakness in body (SRR & HHSINT HAGHH Y6 - [ am run down in health today.
Run over : Study quickly (STedr m 9Gal) - Don™t run over the lesson.

To knock down (8T &=T) - He ran over the defending champion.

Turn on/off : Switch on/Switch Off =T - I turned on the tap.

Turn around : To turn (9¢7¢4T) - He turned around, the moment I called out his name.

Turn over : To turn the page (95T IeleaT) - Stop turning over the page.

Turn upside down : To turn something opposite (€ AT ql\ﬂ' RE IeIT ¢a) - It is a glass, if

I turn it upside down, it would form a conical shape.



Put out/ off : Extinguish (light/fire/gas etc) (&T=1I- ASC/HARAT 37E) Kindly put out the fire.
Put down : To write (fa/@e1) All the students are requested to put down their ideas.
Put forward : To present/propose (92T SHIANIEIE I&AT ) 1 put forward my report.
Put up : To live (Xg411) I put up in Delhi
Put through : To transfer the call / to pass the phone to someone else (FT:dT @l BT HT ST AT
oY fohar q\:ﬂ' &I & &= Mr. Rakesh, now I am putting you through to Mobile Department.
Put on : To gain weight/mass (35«1 dgol AT delell) | have put up 10 Kgs in just 10 days.
To wear (dge1«l) She puts on Saree even at home.
Put up with : To bear / To tolerate (Hgel &¥al) I can™t put up with your anger.

Take off To take the clothes off (93 3IdRAT) Take off your dirty clothes

Abide by To adhere the rules (fAIHT ST ITelal FAT) We must abide by the company policy

Back out of Not to keep one's words (9=l a7 I dl¢; & ) | never back out of my promises.
Blow out To extinguish (§%T) He blew out the candle.

Act upon To follow (316101 FHAT/ITeled &hiAT) Ram always acts upon my advice.

Bring up To foster (ATeAT/ATeleT 99T &IAT) They brought me up.

Call off To cancel X HTeT) He called off the meeting.







8 Eo on O Set off © Come out

O Carry out Come in

O Setup Get in

O Pick up Come round
O Go back Make out

O Go aver Get off

O Turn over Turn down
Go through Bring down
Hold on Come over
Pick out Break out
Sit back Get through
Hold back Give out
Put in Come off
Maove in Take in
Look around Give back
Take down Set down
Carry on Move up

Go up Turn around
Get out Get in

Take out Go down
Come down Work out
Put down Set out

Put up Take up
Turn up Get back
Get on Sit down
Bring up Turn out
Bring in Take on
Look back Give up
Look down Get up
Bring back Look up
Break down
Take off

Go off
Bring about
Go in

Take back
Hold up
Get down
Hold out
Put on
Bring out
Move on
Turn back

Put back
Go round
Break up
Come along
Sit up

Turn round
Put off

Come about
Go along
Look round
Set about
Turn off
Give in
Move out
Come through
Move back
Break off
Come back
Go out
Point out
Find out
Come up
Make up
Take over

0000000000 0000000000C000000000O0O0000Q0
0000000000 ECQC0O00C0O00OD0O0GBOO0O0O0O0O0O
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Get, Put, Come, Take, Go, Give, Turn, Push
Look, Set, Carry, Pick, Hold, Sit, Break, Pull
Bring, Move, Let, Back, Wipe, Pass, Pick

Wake, Run, Keep, Check, Log, Knock, Jump
Stop, Hang, Read, Grow, Ask, Point, Fall, Drop




Use of This, That,
These, Those



Plural (sgz==)

Near [@m3) These (3. 7%)

Far (57 dl, 9) Those (z&, =1 @)

Singular Plural
This - T8 These ~ 3/9g (§4)
This is a book. These are books.
(T8 s gETa 21) (@ gETSH 1)

This book is torn. These books are torn.

(Tg =T BT gE 21) (g g&Teh REI gER1)
That . g8 Those . 3/ag (Fa)

That is a chair. Those are chairs.

(a8 o it §1) (T greftat 21)

That chair is broken. I'hose chairs are broken.

(aEgdighgdd) (ag geffal g g2 1)




Idioms & Proverbs



Idioms

At a loss : To be confused (3HATH H AT ) - [ am at a loss due to having so many things

mixed up.

At finger tips : To be an expert (W E-ﬂ?IT) - English grammar rules are at my finger tips.
Black sheep : A disgraceful person (Eh_oFﬁ) - He is a black sheep for his family.

Blue blood : Noble blood (“<TeTgr EI“?-F) - I have a blue blood.

Break in : Enter with aim of stealing (AT & 3¢’ A HHe1T) - He broke in the house.
Burning Question : Important question (ﬂ%ﬁ'q‘;uﬁ' 9°s) - It is a burning question of the day.
By leaps and bounds : Rapidly (ag?r Sl @f) - I am preparing this book by leaps and bounds.

By virtue of : Because of ($ &RUT) - By virtue of his power, Security guard didn®t stop him.



To bank upon : To depend ({3 §=T) - I bank upon my Dad for everything.

To bring to book : To face the risk (TcRT Al @=T) - His name is brought to book now.
Eye wash : To deceit (WT a?lT) - He washed my eyes and just escape in the guise of an old man.

By fits & starts : Irregularly (ﬁﬁﬂﬁﬁ' I ) - I am unhappy as the project is being
prepared by fits and starts.

Fall flat : Collapse (E“EFH, ﬁlﬁT) - Share market has suddenly fallen flat.
For good : For keeps (87" =TT & foIT) - You can take this book for good.

To grease the palm : To bribe (Elt\?f &) - I greased the palm of that waiter. There is no need to
grease policemen™s palm if you strictly abide by the law.

Hale & hearty : Healthy and strong (¥3¥) - All the members of my family are hale and
hearty.



Hard up : Financial difficulty (3 &T faheeld) - T am hard up at this time but hoping

to receive good money in near future.

Nook and corner : Each corner (l=1T @l=AT IT ICUT TCUT) - Betel sellers are at every
nook and corner these days.

Once for all : Finally, At the end (3=d ﬁ) - Once for all, I conclude “Love is something

without which we are incomplete”.

Point blank : Frankly (ﬁ?lT Rafesage E‘ﬁ) - He replied to me point blank.

A rough diamond: An illiterate but noble (319 olfehel 7{_I)'Uﬂ'\) - He is a rough

diamond that"s why even if he is illiterate; he has reached to this amplitude in business.

Red tapism : Too many official formalities (§gd AR HIATRSHATV) - The problem

3 2 S,
with government departments is too much red tapism.

To run down : Weak in health (Gfdd WS gI=T) - He is run down in health these

days that™s why he is not coming to school.



A sharp tongue : A bitter tongue (ehsdrl CIfer) dTell) - He speaks
only truth that”s the reason he is said to be having a sharp tongue.

A stumbling block : An obstacle (J/8T, IFd T FIel) - Financial
hard up is a stumbling block for us.

Sink differences: To forget differences (Fefeerd WA I can)
- | have sunk differences a long back.

To split hairs: To go into minute details (FRII deh HHeT) -
Don“t split hairs of this matter.

To standby : To support, To help (T &) - I will always
stand by you; be it a happy time or a grief.



To wind up : To bring to an end (FHATCT &LAT) - [ am going

to wind up the discussion now.

A bosom friend: A close friend (@ GI¥d) - He has been a

bosom friend of mine since childhood.

En route: On the way (TEd #H) - Dehradun is en route when
you go to Shimla from Delhi.

Hither and thither: Here and there (I8l @gl) - Why are you
clothes lying hither and thither?

In vain: Useless (FR¥&, §HR) - Our endeavor will not go in

vain.

Rank and file: Common people (3TH 3GH) - Luxury is

mostly not for rank and file people.

Look down upon: To hate (TR &AT IT AT HHSIEAT) -

I never look down upon the poor.



Proverbs

A bad man is better than a bad name. azamﬁraa?rmml

A burnt child dreads the fire. - QIWEIETWQ’W -2 mtﬂ?ﬁ%l

A diamond cuts a diamond. - F—I’IETEI’I%'EFTEI'TIEFIT?I

A friend in need is a friend indeed. - ST H ST &TH 3'IT£I' aﬁmﬁra’lﬁrﬁl

A honey tongue, a heart of gale. - H'?JTEITUTF miﬁfﬁf‘ Tl |

A little knowledge is a dangerous thmg MWW@HT%’I

A man is known by the company he keeps. -H@WWW?WWE’]
A nine day"s wonder. - AR {1 T Atesi|

A rotten apple injures its companions . - Ueh el AGel R dTelld &l Iegl & Gl 6l
All is well that ends well. - 3ecT 3TelT ol T 3Tl

All that glitters is not gold. - 83 THheT aTeil Tl AlAT 76! aiall

Barking dogs seldom bite. - ﬁh—ﬁmﬂ'sﬁ'ﬂ'ﬁ-‘fﬂﬁl




Beauty needs no ornaments. - H‘Iaz‘rﬁamw O 3 ST STeXd oTar &

Beggars are not choosers. - amaﬁraﬁmtamaﬁﬁﬁaﬁl

Beauty is in the eyes of beholder. - @a’aﬁrm e arel &Y 37T &/ & HGES R
Between two stools, we come to the grour nd. - iﬂiﬁﬂ hedl EIX bl o1 H1C <hT |

Fool to others, to himself a sage. - 39T Hj ﬁﬂTﬁB‘Q%ﬂT

Let bygones be bygones. - ST a’IFI'B‘mTHTaH?I'QTI

Many a little makes a mickle. - ﬁaﬂa#t@aﬂm%l

Tit for tat /word for word/measure for measure. - 5y & AT |

To make a mountain of a mole hill. - TI%‘EF[EIE'E{EHFITI

Prosperity gains friends and Adversity tries them. - F&R AT0fY, GITTETST ehl [l TcT=T |
Prosperity gains friends and Adversity tries them. - Bﬁﬁaﬁm?ﬁmﬁm%l
Poverty breeds contempt, / Poverty breeds strife. - ?I'ﬂ'sffs?[ TS hT AS BT 6

Limit your spendings to your earnings. - ﬁlﬁ?ﬁ WW@W?WWWI



Tongue Twisters for
Pronounciation






. 9g % TrET A, dg T ardl @, diesr dish A,
gicaT Id H, TiEr & AT ¥ g aas|

. @k TAF & WSha & WSHhal § @Sl
fasfhal & wWeaeT ¥ WsHhaT § WsHh 1TE|

. 9%k 98 9T Yehl gUIdl, Gehl Ug AT Yehl JUIT,
9k U5 HI Gehs U, T gehs eRr quldT

. UAF-HASH & FASA F HHASAT, §AA THASAE 8l Toh TAH ¢,
HAS-FAA & S a1 §H, A AF H a7 AHASA g

. T gH Y a0 WA ¥ AT, FeH 1 A,
&9 ¢H ¥ 9T gAcH & AU, gracH a1 fAen)

. STell-8Tell WX AR STefl, fohall & 3res] Srell, fohell & qdr srell,
ﬁﬂmﬁrwﬂﬁrmmﬁr ar 3l Ry  a1E STeh|

. e I TTem 15 X deT H Jel AT
amgmaﬁmas‘réﬁaa‘r@ﬁﬂﬁaaml



Peter Piper picked a peck of pickled peppers

A peck of pickled peppers Peter Piper picked

If Peter Piper picked a peck of pickled peppers

Where's the peck of pickled peppers Peter Piper picked?

Betty Botter bought some butter But she said the butter’s bitter
If I put it in my batter, it will make my batter bitter

But a bit of better butter will make my batter better

So ‘twas better Betty Botter bought a bit of better butter

How much wood would a woodchuck chuck

if a woodchuck could chuck wood?

He would chuck, he would, as much as he could,

and chuck as much wood

As a woodchuck would if a woodchuck could chuck wood

She sells seashells by the seashore
How can a clam cram in a clean cream can?
| scream, you scream, we all scream for ice cream

| saw Susie sitting in a shoeshine shop



Susie works in a shoeshine shop. Where she shines
she sits, and where she sits she shines

Fuzzy Wuzzy was a bear. Fuzzy Wuzzy had no hair.
Fuzzy Wuzzy wasn't fuzzy, was he?

Can you can a can as a canner can can a can?

| have got a date at a quarter to eight; I'll see you at
the gate, so don'’t be late

You know New York, you need New York, you know
you need unique New York

| saw a kitten eating chicken in the kitchen

If a dog chews shoes, whose shoes does he choose?
| thought | thought of thinking of thanking you

| wish to wash my Irish wristwatch

Near an ear, a nearer ear, a nearly eerie ear

Willie's really weary

A big black bear sat on a big black rug



1.Tom threw Tim three thumbtacks

2.He threw three free throws

3.Nine nice night nurses nursing nicely
4.80, this is the sushi chef

5.Four fine fresh fish for you

6.Wayne went to wales to watch walruses
7.Six sticky skeletons (x3)

8.Which witch is which? (x3)

9.Snap crackle pop (x3)

10.Flash message (x3)

1.Red Buick, blue Buick (x3)

2 Red lorry, yellow lorry (x3)

3.Thin sticks, thick bricks (x3)

4 Stupid superstition (x3)

5.Eleven benevolent elephants (x3)
6.Two tried and true tridents (x3)
7.Rolling red wagons (x3)

8.Black back bat (x3)

9.She sees cheese (x3)

10.Truly rural (x3)



1.Good blood, bad blood (x3)

2 Pre-shrunk silk shirts (x3)

3.Ed had edited it. (x3)

4 \We surely shall see the sun shine soon

5 Which wristwatches are Swiss wristwatches?

1.Fred fed Ted bread, and Ted fed Fred bread

2.1slit the sheet, the sheet | slit, and on the slitted sheet |
sit

3.A skunk sat on a stump and thunk the stump stunk, but
the stump thunk the skunk stunk

4 Lesser leather never weathered wetter weather better

5.0f all the vids I've ever viewed, I've never viewed a vid
as valued as Alex’'s engVid vid



Position Sense



Tl A : next to, adjacent, beside
3T ahead of

¥ Behind

"THAS In front of, before

aril 31T Right to, to the right of

IRl 30T Left to, to the left of

I A ﬁiﬂ' 3T immediate right to
T A G AT immediate left to
ﬁagm FIA A extreme corners



Examples

1. o 90l & O 86 6 |

Teacher is sitting in front of the students.

2. T2 Eeam & ot ¥ g1 3R I &1

Rashmi is sitting immediate right to Divya.

3. FYE IO & 31T ST B

Masood is sitting ahead of Tarun.

A. TH HIh o 93T H 90T g
Ram is sitting adjacent/next to/beside
Mayank.

5. AT T%0T & 9T 7 &1 T daT B

Nitin is sitting immediate left to Tarun.

6. AMfolatl T h ST AR TS B |
Shalini is sitting left to Ram/
Shalini is sitting to the left of Ram.

7. FAF B 1d F IS ST 8
Mayank is sitting behind Sandeep.

8. J1H 0T 3R AL o 97T H doT g |
Ram is sitting beside Tarun & Mayank.

9. AFE VWA IR Fee h g A JaT g |

Masood is sitting between Rashmi and Junaid.

10. feeam, enfaeh, FENT 3R #1I ok HIA 7 35 E|

Divya, Shalini, Sandeep & Mayank are sitting in
extreme corners



Conversations



1

Doctor 3T Patient & T dra<ld



TR I3 AT ER|

Rakesh : Good Morning sir.

ST0 SHe: I[3 AT, 3ee 3T BT
Dr. Bansal : Morning. Come in please.

T T FO foatl TN R FAFrhrae ware | Fa 15 At A gl o
3O 31 Il & 3F T HleY ST &, 3 ST T5e 9 Tt 3 |

Rakesh: Sir, Actually, | have got a severe headache for a few days. It has been
about 15 days now. Pain mostly occurs at night, just before | go to bed, at about 9.

310 S oT: el & ¢argdl oif ?

Dr. Bansal : Did you take medicine from somewhere?

TIH: 319 b Al Ie] | BTcilieh & TI< T&T &AT|

Rakesh : Not yet. Though, | was thinking.

370 §cT; TR ot AT T §ooh H AT o=l TR 15 A AT Igd eld &1 5-7 TA AN Torar &1 Talr
m#mm%ﬁmwé’rwwm%aﬁ?ﬂaﬂgaqﬁ|

Dr. Bansal : No illness must be taken lightly. 15 days is more than enough. 5-7 days period is acceptable.
Anyways, now you atleast made out that the headache occurs at the same time before going to bed.



TR Tgel FHiad AT 3 Te; 61 S1h 81 S9N IR 37 HT 3T 3T W8T & | TTA-Uled T TITel o 3@ bl
ToTE A it STATRAT 37707 ol BT T & 308 AT & 5T oaTeT oo &

Rakesh : Well, initially | thought it might be cured itself but now | am a bit scared. Due to irregularity in
food habits, the illnesses which are known these days, | get horrified even thinking about those.

ST0 SHeT: TaRTel 1 Tl =T8T § | 3T 3119 HFH R BIS ST | 37eaT I3t 37 15 &= @iet
STeRTH, wmﬁﬂwmmwm?

Dr Bansal Not to worry. Leave it on me now. Let me know if in these 15 days, you had cold,
cough, fever or any giddiness sort of.

ToTeRer: BT & I Tareh] 31| 347T@T o 3T9Y 37ERT 6T 7 97137 47|

Rakesh : yeah, | felt giddiness twice. It just got dark in front of eyes.

310 ST T: oIoT TTH &t |ﬁwmﬁmaﬁ|#mmm$am§m
T @ SIAT| T Eleh &1 ST | 37 31T 2 et e R 30| Swd & = v &l

Dr. Bansal :Breathe heavily. Don™t worry. | am writing a few medicines. Purchase from the medical
store outside. Everything will be alright. Now you have to come after 2 days. Let’s see the progress.

T1ehe: Bl & S10. AR |
Rakesh : That"s fine, Doctor.



2

Teacher 31X Student & = I



o a5 A & |

Priya : Good marning, sir.

fRo. 2T : 75 Hifeter aeey | HA B 3N 2
Mr. Sharma: Good morning dear. How are you doing?
e 3 S § w1

Priya : | am doing well, sir.

0. T  FATFTRHTH QA TATE ?

Mr. Sharma: Have you done yesterday’s homework?/ Are you
done with the homework?

TOT: el TR EX R 0 RYACR 3T I & SHICIT WIAT TeATod 7 Sclell el 81 1S b Feerepel Harg =161
IGEARRSIEL] ﬁﬁmmﬁmﬁwmﬁwwﬁﬁsﬂﬁnﬁﬁﬁ 1 |

Priya : Actually sir, yesterday some relatives had dropped in so | got so busy into cooking food that | couldn™t
spare time. | thought, | would do at night but they stayed even at night so it got difficult to manage.

0. 21T - Toll IS T AGT, HgHA Tol I3 ?

Mr. Sharma: It’s ok. Have they left? / Are they gone?



O 3117 eraex & S| aaaaaﬁa?q@%"gﬁ, al ST g g |

Priya : They will go in the afternoon. By the time | reach home, they’ll have left.

fA0. 2/AT - ik & AT et Aok T ST, 3ATST # Foltd # g1Hd 16! garT|

Mr. Sharma: That’s alright. Get it checked tomorrow. | won’t give homework today.

TS 3 weh &1 g, B glHah AT AR g1 ggelal
o' at farespet & A8 Y AT e A

Priya : sir, can | say something? Actually, Homework is a bit 0. orHT
0. SHPT AT JHe AT 0. 3 &aT gerl
tough. | wasn*t able to solve the first two questions at all. a’raﬁ%’rmar—hﬂ %QT#%I ?Flﬁ 8l
Mr. Sharma: That means, you haven"t read the third chapter
properly/thoroughly. They both are from the third chapter.

forT: B e %imwﬁmmmg
da @A g fh A AT QYo 52T T LTI

Priya : Sir, | WI|| do one thlng | will revise the third chapter.
Let me see if | will be able to solve both of them.

0. et - 31 ThI & g gAST Sl R st 3R
IS Reereht ST Y & aFeiTer 3 GYaRT e SaT, 8 & 2

Mr. Sharma: | believe, you will understand. But if you still
face any problem, | will revise in class. Okay?

orar: ﬁTﬂlT\HTI
Priya : Thank you sir. 0. 2T : AT S

Mr. Sharma: Most welcome.



ASHT - d5hT & T drada



Afga: gra enfosr | Fdrer?

Rohit: Hi Shalini, How are you doing?

enfar=ir : 319 qar3it ?
Shalini: You tell?

e S g | 37007 a1 37 e # Frgr o 3172 o |

Rohit: | am good. Well, | had come to your home the other day.

TSl : BT Il &1 FF#T & ST 207 foh 3T §HART HFCYeX Sieh
febar o | Y Al I g1 el 2T fob 3719 Ueh Shetg e ST B |

Shalini: I know. Mom had told me, You had repaired our computer. |
had no idea that you are a computer engineer.

At o A Ry €T e

Rohit: | didn’t see you there? / You were not seen around?

enfeledr : &F ar & 3791 37ehel & Jgl 2T |

Shalini: Yeah, Actually | was at my uncle’s place.



Afg: A FeI @A 8 ?

Rohit: Where does he live?

A : 373Tel &1 3Tl 3 3 a1 i 3l FAEe g

Shalini: In the next street. The one, who teaches English.

Afea: Mwpea Tx |

Rohit: Vikrant sir!

onfotel :gragrar |

Shalini: Yeah, he is.

QAfEer: Y reT 3ieher § 2 HY AET 9T o | H 38T A 3ol A |

Rohit: Is he your uncle? | didn“t know. He is the one, even | learned English from.

QMfelell : T Il AW BT I & 379 | 3opiel P 6 HTeT Tl TGT=AT U foha
oT | Far 2 Sl FO FRIAT AT & |

Shalini: He is quite famous now. He had started teaching about 6 years ago. Now
he earns around 2 lacs a month.



QAT TN Teh a1 o | A X7 Al oFgt AL |

Rohit: Can | say something? Please don*“t mind.

o=t - arelt|

Shalini: Sure.

ARt TaT & | H Faft g 6T 9T A o6 H T Tod TG AT & | H g T TR
el 25 3 STa A STAT AT 3 o rel Fielt o fob 3 v O foer o T e 1 21 g 91851
A FTeAAT | HeT R TET T i1 7T HE L §3TT|

Rohit: You know what. | couldn’t ever say that | like you. | was always scared of your family’s
high status. | tried a lot but couldn’t courage. Don’t mind, okey. | just said what | felt.

QTR+ S AT & 37 FH Tol=AT AR | H TN BleT &l 315 |

Shalini: I think | must leave now. I'll call you, okey.
Afec: S el
Rohit: Alright.

il &1 |
Shalini: Bye.



a

Brother 3iIX Sister & €T dard=id



e T A, T o e I fA71eAT| (3T

Sister : Bhaiya mere, Rakhi ke bandhan ko nibhana. (sings)

ST ST AT X | Berdhe T & |
Brother : Don™t make fun. Hurry up and tie the Rakhi.

TET; 3T, A AT 19 Iy el THET IEAT & ? §HAT Aol A B &l

Sister : Bhaiya, do you ever have time for me. You are always in a hurry.

3T T, 3Tl A FET TR W | o I A aifer, fohY 3 #R/1 IRms |

Brother : Sweetheart, | am very much here at home today. You tie and see the surprise.

ST T ¢ TS 6 1T 4 Ao arel €

Sister : Looks as | am going to get good amount of money today.

S1IT: G T Sedolk dl |
Brother : Well, just wait for the right time hone

TEoT: T SliToTU 2R IR 44T Srer &1 3| 3R 319 39 WU I fF7as 3 Ha R § 379 o 9118 £

Sister : Here it is, my dear brother. It’s done. Now you eat the sweets that I've prepared for you with love.

AT ATA Ge 918 B | A g g <

Brother : You made it yourself, hard to believe.



gl HAcleld, 39! AL HIfSTlId T AR & |

Sister : That means you doubt on my abilities. _
T AT T TETE

Brother : | am ju‘s:t kidding honey.

TEeT: 3T gHTART T A ST Bl

Sister : You always hurt me bro.

T 3re0T AY 98, A o AU TS [

Brother : | am sorry sweet heart, here is your surprise gift.

ST AFATE ?
Sister : What’s this?

AT Wel & Al S|

Brother : Open and see.

o1 T, A A VU F AT ¥ g FE ar 2 T Y Iga Agem A

Sister : Bhaiya, this is Apple’s mobile. How much for? It must be expensive.

7. 7 T8 & T I FHNC RIS et Hgel 76T | F gl & R Al &l

Brother : Nothing is expensive for me than you are. It’s costly but you are precious.



et Aerg 17| 3179 GfAAT & Y TS 1S BY | AN AT, TAN A A T & ?

Sister : Thank you so much bhaiya. You are the greatest brother in the world. By
the way, how much did it cost you?

ST ¥ 88000 FO FT & |
Brother : It's for Rs. 88000. / It cost me 88k.

g 1T, SlaAT HEaN | IR 3T, SHH TR FHO 761 81 Fehel |
Sister : My god, so costly! But Bhaiya, it’s amazing.

Mzmmwmﬁﬁﬂﬁ|

Brother : For me, nothing matters more than you.

g 31T, # 3TIY Tgd R Al g

Sister : Bhalya, | love you so much.

3T 7 81| U 919 3R, 379 B8R o ToIT S18X ST | J 39T A9 e, WielT Wied aTell & | FFAT 85
TS HIS 8 FoF erhoidY | 97T T 8 FAT oA ey 3T & [oIT |

Brother : | love you too honey. One more thing, tonight we’ll have dinner outside. You are going to
have your favourite food today. Mom, we all will leave at about 8. Convince dad as well to come early.

HEHT: I ST I OIS &l | UT9T GeT 3N Sif 3Tkt HE T 2rgai|

Mummy : Leave it on me. Dad is going to follow what your mom says.



5

Restaurant Conversations



Restaurant staff: This is Emma Restaurant.

Customer: Hi, | would like to make a dinner reservation for 2 people.
Restaurant staff: What night will you be coming?

Customer: We will need the reservation for Sunday night.

Restaurant staff: What time would you like?

Customer: 8.30.

Restaurant staff: We don’t have anything available at 8.30. Is 7.30 OK?
Customer: Yes, that’s fine.

Restaurant staff: Please just give me your name.

Customer: My name is John Thomas.

Restaurant staff: Thank you, Mr. Thomas, see you this Sunday at 7.30.

Customer: Thank you. Bye.



Waiter: Good evening. Welcome to Emma Restaurant.

John: | booked a table for two for 7.30 under the name of John Thomas.
Waiter: Yes, Mr. Thomas. Please come this way.

Waiter: Here is your table.

John: Thanks for your help!



Waiter: May | get you anything to drink?

John: Yes, please. May | get 2 glasses of orange juice?
Waiter: Sure. Would you like an appetizer?

John: I'll have the tomato soup to start.

Lisa: I'll have the shrimp soup.

Waiter: Would you like to order anything else?

John: That’ll be all for now.

Waiter: Let me know when you're ready to order your food.
Waiter: Here is your potato soup, Madam.

Lisa: But | ordered shrimp soup!

Waiter: I'm so sorry. I'll change it for you straightaway.
Lisa: | would appreciate that.

John: Excuse me. Could you bring us the menu, please?
John: We'd like to order a cheeseburger and some fries.

Waiter: Sorry, the fries are off. Why don’t you try the steak? It
is excellent.

John: I'll trust your taste and take one order of that.
Waiter: Do you want a dessert?

Lisa: The chocolate mousse cake sounds great.

Waiter: Would you like coffee or tea with your dessert?
John: Just some water, please.

Waiter: Can | get you anything else?

Lisa: That's all, thank you.



Lisa: lohn, is your steak OK?

John: The steak tastes wonderful!

Lisa: How is your cake?

John: My cake is too sweet for me.

Lisa: So is mine. | think they put too much sugar in cakes.

John: The food here is usually good, so | think that we should mention
this to the waiter.

Lisa: You're right. Maybe they can bring us some better food.



Cashier: Can | help you?

John: Yes, could | have the bill?

Cashier: Of course. Here you are.

John: Thank you. | am ready to pay the bill.

Cashier: Of course, Sir. How would you like to pay, cash or card?
John: By cash, please.

Cashier: That will be $80, please.

John: Here you are.

Cashier: Thank you. Here’s your change and your receipt.

John: Thank you.



Confusing Similar
Words



HOMONYMS

HOMOPHONES

HOMOGRAPHS

multiple meaning words

words that sound alike

same spelling,
different pronunciation,
different meanings

the spruce tree...
to spruce up...

addition for math
edition of a book

desert = abandon
desert = area of land

suit yourself...
wore a suit...

I want to go
T like it too
One plus one is two

bass = fish
bass = instrument

weigh on the scale...
scale the wall...

capitol building
state capital

close = nearby
close = to shut

the price is fair...
go to the fair...

pick a flower
bake with flour

bow = to bend down
bow = ribbon




2 words may have same spelling but different meanings, 2 words
may have different spelling but same pronunciation etc.

Story TN - FElAT _ _
Storey TEIY - HTSTeT (SHARE 1), (the horizontal division of building)

Suite TATC - BIC T HFAT
Sweet '{-ﬂ’l?} Hrar

Currant #{ec - feheIfaer .
Currentﬂﬁ'-ﬂaaﬁfﬂm,a?‘[ﬂmﬁﬂﬁrﬁ

Tasty CECT - FATCST
Testy ¢ECT - ?J@F-r (ma?&rﬂwms’r) (short tempered)

Lightening @TSe feieT - A2relT
Lightning TTSCTAaT - 3TeRTT H [SSTell T THhAT



— - - —
"—l:r' i
i

i ‘

Shoulder 2MTe8Y - ST h
Soldier Oroor - fAYTEr Cheque e - 3 T T

Check e - Teh AT







How to generate
Contents for
Essay and Speech



| - International

G - Geographical
E - Environmental
T - Technical

H - Historical

E - Economic

L - Legal

P - Political

S - Social

Positive
Negative



PREP: Point Reason

Introduction Example Point

Body —
Conclusion

ERP: Example
S
Reason Point



How to Participate in
Group Discussion



GROUP DISCUSSION

Sodial skills
and
Politeness behavior

Leadership skills Listening
ability




General Guidelines for GD

1. Understand the topic for group discussion.

2. Understand the rules and guidelines

given by the
organizer.

3. The leader will introduce the topic.

4. Individual mempers of each group should be given

pParation.




1. Discussion Structured Unstructured

Type Discussion Discussion
2. Topic Based General Topic Role Play
Case Study Abstract Topic
FOCUS

Content : What to Speak
Interpersonal Skills: How to Speak



Expressing Opinions

Personal Point of View General Point of View
In my experience... It is thought that..
As far as I'm concerned... Some people say that...
In my opinion... It is considered...
Persanally, I think... It is generally accepted that...
I'd say that...
I'd like to point out that...
| believe that...

Agreeing with an opinion Disagreeing with an opinion

« Of course. « Yes, but..

« You're absolutely right. « I'm afraid | have to disagree.

«  ¥es, lagree. = I'm sorry to disagree with you,
| think 5o too. but...

That's a good point. That's not entirely true
Exactly On the contrary...

That's true. I'm not so sure about that.
Neither do I

| couldn't agree more,




O First person to speak necessary? Not Always
1 Do 1%t person get extra marks? Not always

2" speaker:

O Broaden the topic of discusion by
picking key points & elaborating
them not done by 1t speaker.

L Take forward the discussion



Handling Fish Market Scenario




GD Entry Strategies

1.Enter at low point : when points started getting repeated
and participants don’t have new content to speak

2.Enter at the end of someone’s point : Yes | agree with
you but looking at another perspectives.... Or Adding on.....

3.Enter with a praise or agreement : People will allow
you to speak if you praise them

4.Enter with a raised pitch of voice: High pitch to be

audible to all participants

Summary: Don’t add any extra points from your side
Conclusion: Summary + 1-2 points to close it.
Rate the GD/Rank the Members: Logic and Analysis



How to write an Email



Structure of an email










MOST FREQUENT EMAIL SIGN-OFFS

. thanks

. best

. regards

. sincerely

. take care

. thanks so much

7.
8.
9.

10.
i
1%,

cheers

all the best
best wishes
respectfully
talk soon

sincerely yours




How to write a formal email

Follow these five simple steps to make sure your English emails are perfectly professional.

1.Begin with a greeting
2.Thank the recipient
3.State your purpose

4.Add your closing remarks
5.End with a closing













