
Homework for Winter Break Class XI 
 
1.READ THE PASSAGE GIVEN BELOW AND ANSWER THE QUESTIONS THAT FOLLOW. 
 
Conversation is indeed the most easily teachable of all arts. All you need to do in order to 
become a good conversationalist is to find a subject that interests you and your listeners. There 
are, for example, numberless hobbies to talk about. But the important 
thing is that you must talk about other fellow’s hobby rather than your own. Therein lies the 
secret of your popularity. Talk to your friends about the things that interest them, and you will 
get a reputation for good fellowship, charming wit, and a brilliant mind. There is nothing that 
pleases people so much as your interest in their interest. 
It is just as important to know what subjects to avoid and what subjects to select for good 
conversation. If you don’t want to be set down as a wet blanket or a bore, be careful to avoid 
certain unpleasant subjects. Avoid talking about yourself, unless you are asked to do so. People 
are interested in their own problems not in yours. Sickness or death bores everybody. The only 
one who willingly listens to such talk is the doctor, but he gets paid for it. 
To be a good conversationalist you must know not only what to say, but how also to say it. Be 
mentally quick and witty. But don’t hurt others with your wit. Finally try to avoid mannerism in 
your conversation. Don’t bite your lips or click your tongue, or roll your eyes or use your hands 
excessively as you speak. 
Don’t be like that Frenchman who said, “How can I talk if you hold my hand?” 
 
2.1 Make notes an the contents of above paragraph in any format, using abbreviations. Supply 
a suitable title also.  
2.2 Make a summary of the passage.  
 
 
2. READ THE PASSAGE GIVEN BELOW AND ANSWER THE QUESTIONS THAT FOLLOW. 
 
A good business letter is one that gets results. The best way to get results is to develop a letter 
that, in its appearance, style and content, conveys information efficiently. To perform this 
function, a business letter should be concise, clear and courteous. 
The business letter must be concise: don’t waste words. Little introduction or preliminary chat is 
necessary. Get to the point, make the point, and leave it. It is safe to assume that your letter is 
being read by a very busy person with all kinds of papers to deal with. Re-read and revise your 
message until the words and sentences you have used are precise. This takes time, but is a 
necessary part of a good business letter. A short business letter that makes its point quickly has 
much more impact on a reader than a long-winded, rambling exercise in creative writing. This 
does not mean that there is no place for style and even, on occasion, humour in the business 
letter. While it conveys a message in its contents, the letter also provides the reader with an 
impression of you, its author: the medium is part of the message. 
The business letter must be clear. You should have a very firm idea of what you want to say, 
and you should let the reader know it. Use the structure of the letter—the paragraphs, topic 



sentences, introduction and conclusion—to guide the reader point by point from your thesis, 
through your reasoning, to your conclusion. Paragraph often, to break up the page and to lend 
an air of organisation to the letter. Use an accepted business-letter format. Re-read what you 
have written from the point of view of someone who is seeing it for the first time, and be sure 
that all explanations are adequate, all information provided (including reference numbers, dates, 
and other identification). A clear message, clearly delivered, is the essence of business 
communication. 
The business letter must be courteous. Sarcasm and insults are ineffective and can often work 
against you. If you are sure you are right, point that out as politely as possible, explain why you 
are right, and outline what the reader is expected to do about it. Another form of courtesy is 
taking care in your writing and typing of the business letter. Grammatical and spelling errors 
(even if you call them typing errors) tell a reader that you don’t think enough of him or can lower 
the reader’s opinion of your personality faster than anything you say, no matter how idiotic. 
There are excuses for ignorance; there are no excuses for sloppiness. 
The business letter is your custom-made representative. It speaks for you and is a permanent 
record of your message. It can pay big dividends on the time you invest in giving it a concise 
message, a clear structure, and a courteous tone. 
 
2.1 Make notes an the contents of above paragraph in any format, using abbreviations. Supply 
a suitable title also.  
2.2 Make a summary of the passage.  
 
3. Water supply will be suspended for eight hours (10 am to 6 pm) on 6th of March for cleaning 
of the water tank. Write a notice in about 50 words advising the residents to store water for a 
day. You are Karan Kumar/Karuna Bajaj, Secretary, Janata Group Housing Society, Palam 
Vihar, Kurnool.  
 
4.You are Ram/Rajani. Draft a classified advertisement, in not more than 50 words, to be 
published in India Times for the sale of a used motor car giving all the necessary details. You 
can be contacted at 12345679. 
 
5.You are Personnel Manager of Green Bio-Products Ltd., Sector 18, Industrial Area, 
Faridabad. You need an efficient PA. / stenographer for your office. Write an advertisement for 
the ‘Situation Vacant’ column of a local daily. 
 
6. M/s Bright Vision have produced a new television named ‘Home Theatre’. Draft a display 
advertisement for a local daily to promote the sale of the television. Offer a Kodak Camera free 
along with the television to those who buy it before March 30. 
 
7.National Rail Museum and Railway Women Welfare Central Organisation are organising an 
exhibition on Nehru and Railways and an on-the-spot Drawing and Painting Competition for Bal 
Diwas as the Indian Railways completes 150 years of glorious service. Draft a display 
advertisement for publication in a newspaper. 



 
8.You have placed an order for a few books with City Central Book Shop, No. 10, Paharganj, 
Delhi. You have not received the books so far. Write a letter to the bookshop complaining about 
the non-compliance of your order. 
 
9.Kumar Shanu of Bareilly has purchased a Frost-free B.L.P. refrigerator of 265 litres from ‘Life 
Style’, Civil Lines, Bareilly. After a month of purchase, the freezing section of the refrigerator has 
failed to function. Write a letter to the Sales Manager of the firm complaining about it and 
requesting for the piece to be replaced, since there is a two year warranty. 
 
10.You are Ali/Alia, Head girl / Head boy of your school. You are deeply disturbed by the rising 
cases of aggressive behaviour of students in your school. You decide to speak during the 
morning assembly about it. Write a speech on ‘Indiscipline in Schools’. (150 – 200 words)  
 
11.Revise chapters 5,6 Poem 4 FLAMINGO. 
 
 


