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ENGLIS

(@) LEARNING OBJECTIVE

e Apply to greet people in various
situations and create an amicable
atmosphere.

e Apply to introduce yourself in real life
situations

e Learn to describe a person, place,
surroundings, objects, events etc.,

e Learn to express your likes and dislikes
with correct use of grammar

e Learn to invite people on various
occasions and use pronouns

appropriately

INTRODUCTION

English is a global language used to
communicate with people from different
parts of the world.International companies
prefer to hire people who know English.In
an interview, if you can communicate in
English, you will have an advantage over
others.In this lesson we will learn about
different English language skills.
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H LANGUAGE SKILLS

e Learn to planning an outing by using

active and passive voice

e Learn to ordering food at a restaurant

with the usage of articles

e Learn to narrate a story and deliver

the information to the audience with
appropriate tenses

e Learn about giving directions with

proper preposition

e Acquire knowledge on giving and

receiving feedback

e Learn about giving simple instructions

2.1 GREETING A PERSON

Introduction

One of the fundamental motto of
communication is to greet the other person
and it sets forth positive conversations.
It aids us to socialize with people on an
easier and personal level. A joyful hello
can make friends of two strangers; it can
bring smiles and positive vibes in the

2/21/2023 11:45:13 AM‘
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environment. A hello can help to ease the various situations and it changes the way we

approach the people.

WAYS TO GREET

Greeting a friend:

Greetings Responses
Hi! How are you doing? Fine,Thank you
Hi! What’s up? Good/ Excellent/ Fine/ Nice
& Hey! How’s life? Great going/ Good &

Greeting an acquaintance (someone you know, but is not close to you):

Greetings Responses

Hello! How are you? Pretty fine,thank you

Hello! How have you been? Doing well,thank you

Good morning/afternoon/evening! Good morning/afternoon/evening!

Greeting a stranger:

Greetings Responses
Hello! Hello!

Good morning/afternoon/evening! How  Good morning/afternoon/evening! I am

do you do? doing well

My name is Tarun. May I know your name My name is praveen
please?

To close the conversation:
See you soon I'll be in touch Good bye/Bye Pleased to meet you

Xl Employability Skills
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ACTIVITY 1

Situation 1

You have met a friend after a long time. The last time you saw him/her was in school. How
would you greet each other?

Situation 2

You meet a local grocer while taking a morning walk. You ask him if his shop will be open
today. He says it will be open for the morning only.

Situation 3

You see a person come down the stairs of your building. You have not seen him/her before,
but you guess that the person may be your new neighbor. You want to greet the person and
introduce yourself.

Lets see how verbs are used in greeting a person

VERB
Consider The Following Sentences.

I greet you everyday.You greet me everyday. He greets me everyday.

We greet Good morning.You all greet us Good morning. They greet us Good
morning.

Here, Subjects are I, You, He, We, You, They; Verbs are ‘greet’ and ‘greets’. For I,
You, We, and They, the verbs will be without an ‘s’ or ‘es’ Similarly,

The people greet me every day. The officers greet me every day.

Both ‘the people’ and ‘the officers’ are more than one person, so the verbs will
not have an ‘s’ at the end. But, Sita greets me everyday. Ram greets me everyday.

Both ‘Sita’ and ‘Ram’ are one person.

Also, for T, the verb will be am; for ‘you’‘we)‘they’‘the people)‘the officers) the
verb will be are: for ‘Sita), and ‘Ram, the verb will be is .

E.g.: I am fine.

You/We/They/The people/The officers are fine. Sita/Ram is fine.

Chapter 2 ODOO0O0OO Dooooo oooooooo | R
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PRACTICE EXERCISE

I) Fill in the blanks with am/is/
are as appropriate.

1.Hi'I _ Tarun.

2.How _____ you, Tarun?

3.What____ your seat number, Tarun?

4. We flying to Madurai.

5.1____ stayingat Madurai with Tarun.

6. Tarun and I ____ staying in
Madurai.

7.We _____ from the same city.

8.1____ fine, thank you.

9.You_____living in Chennai.

10. You Tarun’s friend.

2.2. INTRODUCING ONESELF

We introduce ourselves to people in
different situations to give them some basic
information about who we are and what
we do. The way we introduce ourselves
depends on the situation in which we are
asked to introduce ourselves.

www.tnschdblbooks.in
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While  introducing  yourself
in a classroom, it's relevant to share
information about what you’re studying.

While introducing yourself in a job
interview, it’s relevant to share information
about your job skills and experience.

While introducing yourself to a

new friend, it’s good to talk about your
likes and dislikes.

When we are asked to introduce
ourselves, we can sometimes feel nervous
because we dont know what to say.
One of the best practices to overcome
nervousness is to have a predefined 5 or 6
sentences to introduce yourself. It helps in
such a way that one will not feel nervous
to introduce oneself.

S.No Sequence of Introduce yourself Sample

1 Greeting and Your name

Hello everyone! My name is Shanthi,

2 | What you do primarily - as a

and I am a student of Agriculture Science in

student Vocational group at Government Model Higher
Secondary School, Palamedu, Madurai
3 | Some personal or interesting I chose my course as I am very much interested
information to add to the previous | in Agriculture
point

4 | Another activity that you do or
interest that you have

I'm also a basketball player and will participate
in all the competitions. I go to the park thrice a
week.

¥l Employability Skills
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5 | Something that you like doing

The happiest part of my day is when I spend
time with Gardening.

6 A personal strength or a positive
attribute that you have

I'm a good listener.

ACTIVITY 1

It's time to write your own introduction. Follow the 6 steps. Write 1 or 2 sentences to fit

into each step of an introduction.

1 Greeting and Your name

2 What do you do primarily - as a student?

previous point

3 Some personal or interesting information to add to the

4 Another activity that you do or interest that you have

5 Something that you like doing

6 A personal strength or a positive attribute that you have

You've written your own introduction! Now practice it loudly. Share you introduction to

the class.

2.3 DESCRIBING A PERSON,
PLACE AND OBJECT

INTRODUCTION

Describing is one of the fascinating tools
to communicate with people and to
comprehend their perspectives. Adjectives
play an important role in describing and
modifying people, places and objects in a
clear way. It helps us to add more colors
to understand one subject in a lucid way.
While describing an object it is essential
to identify, and know its unique features as
well as the physical appearance, whereas,
while describing a place it is necessary to
be aware of the location, its architectural
features etc., On account of describing a
process or events it is required to know its
coherence in a logical way.

Describing Words:

Words that are used to describe things
are called adjectives. We use them to give
details about something or someone. A
red bus. A tall girl. In these sentences,
red and tall are adjectives, because they
describe the bus and the girl. Adjectives
add details to make sentences clearer or
more interesting. Look closely at how
adjectives are used in these sentences.
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e A screwdriver is a useful tool.
e Arjun is wearing a yellow shirt.

e Radha lives in a lovely house.

Some of the examples of describing words:

www.tnschdblbooks.in

3. Samuel loves his mother’s food the
most. She’s a

(a) bad (b) great

4. Iniyan is a good dancer. In fact, he’s the
dancer in his group.

Supportive Smart Serious (a) worst (b) best
5. Gomathiisa singer. She is
Faithful Honest Cool going to win the competition.
Wise Mischievous Gentle (a) bad (b) wonderful
Patient Weak impatient
AND DISLIKES
Kind Foolish Calm
INTRODUCTION
Determined Wild Quite
Likes and dislikes depend on the individual.
Slim Unhappy cruel It gives better knowledge about a person if
we know about his/her likes and dislikes. To
connect with many people more, knowing
ACTIVITY 1 their likes and dislikes will be of immense ®

Read the following carefully:

“Hi! I am Raj. I am a twenty-year old boy.
[ am tall and dark. I have short and curly
hair. I am a polite and helpful person.”

Identify the describing words in the

help. The aim of capturing the trace of
memories leads to knowing yourself better
and connecting you with other people easily.

A few phrases and words to convey
your likes and dislikes are as follows.

This is very nice,I adore, I love, I like, I

above paragraph. enjoy, 'm into something, I have a soft
spot for something, I'm quite keen on,
I think .... is/are brilliant, It’s good/
ACTIVITY 2 Excellent/Wonderful

Select the appropriate describing word

A few words to convey things that you
don't like: I detest, I hate, I loathe, 'm not

L POO? ahas ______ hair. She wants to keen on, I can’t stand, I can’t bear, I don’t
cut it off. . .
like it,It may not suit.
(a) long (b) short
2. Asiftisa ________ boy. His mother

always scolds him.

(a) naughty (b) good
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ACTIVITY 1
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ACTIVITY 2

Choose the correct option from the list
given in the bracket.

1. Tamil movies?
(Does you likes, Do you likes, Do you
like)

2. online games.
(She hates, She hating, She hate)

3. to Chithra’s songs.
(I often listened, I often listen, I often
listens)

4, the best. (Horror
movies are, Horror movies is, Horror
movies)

5. another hobby

of her. (Reading was, Reading are,
Reading is)

6. this
spend your time. (You paints, You

canvas to

paint, You painting)

7. mamallapuram

very much. (They liking, They likes,
They like)

8. hot  weather.
(Kaviya and I dislike, Kaviya and I

dislikes, Kaviya and I disliking)

9. roses and daisies.

(My favorite flowers, My favorite
flowers are, My favorite flowers is)

10. Kanyakumari
very much. (We do like, We does like,
We do likes)

Complete the following sentences on
your own.

1. T like

better than

2. The reason why I like

better than is that
3. is also my favorite
4. 1 would go to rather
than because

5. I dislike ; I would rather
6. Why don’t you like
¢ It is one of

my.

7. One of my favorite
of all time is .
I think that everybody should

at least

once.

8. I can't choose a favorite between
and 1
both.

ACTIVITY 3

Write down your likes and dislikes.
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2.5 INVITING SOMEONE

INTRODUCTION

Inviting someone is correlated with the
culture of hospitality. When we invite
someone into our home, it is obvious that
the person is more significant and we are
very much particular in showing special
concern. Be it a Birthday Celebration,
House Warming or Marriage Celebration,
depending upon the situation, we should
choose our vocabulary wisely.

Invitations

Expressions for Inviting People

e Are you free next Saturday? We're
going to Rahul’s place to play carrom.

e We're going to Rahul’s place to play
carrom. Would you like to come?

e Areyou doing anything next weekend?
If you are free, we could go to the
Childrens’ Park. Shall we dine at my
place today?

e My birthday is on the 23rd September.
e [ would like to invite you to the party.
e Are you free this weekend?

e We are planning to go to Ariyalur.
Would you like to join us?

XAl Employability Skills
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Expressions for Accepting the
Invitation

e Id love to come, thanks! Thanks for
asking me.

e [ would love to go!

e Yes, that sounds like a good idea.
Thanks for the invitation.

e Of course, I will come! It's your
birthday, after all!

e What a great idea! I would surely like
to join you all.

Declining the Invitation

e Sorry, I won't be able to come. I have a
test on Monday and I have to prepare
for it.

e It’s a great idea, but I've already made
other plans.

e [ would love to come, but I have some @
other work.

e [ wish I could come to your birthday,
but I have some important work.

e That’s a good idea. But I am very busy
this weekend. Sorry, maybe next time?

ACTIVITY 1

Complete the conversation on inviting

your friend to your birthday party.
Student 1: It’s my birthday today.
Student 2:

Student 1: Thanks. Actually, I have my
birthday party at the Heritage Inn this
afternoon and I would like to invite you.

Student 2:

Student 1: Thanks. I will see you then.

2/21/2023 11:45:16 AM | —



Let’s see, how pronouns are used to
invite someone

1. She is pretty. She is funny, too.
2. Malar is pretty. Malar is funny, too.

Which sounds better? The word “she”
makes the difference. It is a pronoun.

Pronouns are words which can be used
in place of nouns.

A. (a) Babu gave an invitation. Rupa
and I told Babu it was a good
one.

(b) He gave an invitation. We told
him it was a good one.

B. (a) Babu and Malar asked Rupa
and me to go to the club.

(b) They asked us to go to the
club.

C. (a) Malar invited Babu and Rupa
to her party. Malar’s party is
going to be fun.

(b) She invited them to her party.
It is going to be fun.

All pronouns are listed below:
1. We, Our, Ours, Us

. They, Their, Theirs, Them
. You, Your, Yours

. He, His, Him

. She, Hers, Her

It Its

N U s W

. I, me, mine, my

www.tnscfioolbooks.in

ACTIVITY 1

I) Fill in the blanks with the appropriate

pronouns.
Rita and (me, I) are arranging a
party. ____ (He, It) will be a simple party

with a few friends, but with lots of food
and fun. (We, Us) will invite Asif,
Priyanka and Nisha. (Them,
(our, us) classmates.

They) are __
_____ (us, we) don’t have to give
_______ (them, their) invitation cards.
___(We,Our)canjustask
them) to come. Friends don’t need formal

invitations, do (them, they)?

2.6 PLANNING AN OUTING

To plan a day out helps us to rejuvenate
our mindset and it clears our mind and
it bounces back with new energy and
enthusiasm. People feel more confident
when they are surrounded by their known
circle of friends. Traveling with them aids
in knowing them better and to make more
acquaintances.

\

LU

Let’s see, how active voice and
passive voice are used to plan an outing
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If you want to draw attention to the
doer, use the passive voice; if your
intent is to put the focus on the
action, then you should go for the
active voice.

Read the following sentences.
They are in the Active Voice.
1. I bought a new shirt.

2. I spent five hundred rupees on a new
shirt.

3. He wears only leather shoes.

The subjects - I, I, and He are doing the
actions: buy, spend, and wear.

These sentences can be re-written as:
1. A new shirt was bought by me.

2. Five hundred rupees is spent on a
new shirt by me.

3. Only leather shoes are worn by him.

This second set of sentences is in the
Passive Voice. Here, the subjects — A new
shirt, Five hundred rupees, and Only
leather shoes are receiving the actions:
is bought, are spent, and are worn.

ACTIVITY 1

I) Match the following and write the

complete sentences below.

We are going to performed around the

world.

the four seasons of the
year.

Four of us are

It is by award-winning | going to see it.

The play is about see a play this Tuesday.

It has been director Balachandar
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ACTIVITY 2:

IT) Identify which of the following are

in Active Voice, and which are in
Passive Voice.

1. How much does this bag cost?

2. This bag can be purchased at a
price of eight hundred rupees.

3. I want a discount on the price.

4. The price can be reduced by a
hundred rupees, but not more.

5. This bag is made of good quality
leather.

6. We cannot sell it for anything
less than seven hundred rupees.

7. Can you reduce another hundred
rupees?

8. You are being offered a good price.

9. No other shop sells this bag for seven
hundred rupees.

10. Let’s make it six hundred fifty rupees.
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ACTIVITY 3

ITIT) Change the voice in the sentences
from Active to Passive.

1. I bought this CD for you.

2. Rahul bought a gift for Priya.

3. Priya gave a pen to Ranjith.

4. India beat Australia in the T20 match.

5. The management has declared a
holiday on 10th,December.

2.7 ORDERING FOOD AT A
RESTAURANT

INTRODUCTION

Everyone is fond of eating at restaurants.
Being aware of certain expressions which
we use at restaurants will enable us to
feel the difference in the way we carry
ourselves. It gives us more confidence
in socializing with others, especially at
public places.
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ACTIVITY 1

Fill in the blanks using the hints given

below.

e Hints:

e Starters - Vegetable Soup

e Main course - Vegetable Fried Rice and

Gobi Manchurian with gravy

e Dessert - Chocolate Ice-cream

e A bottle of mineral water

Waiter:

Customer:

Waiter:
Customer:
Waiter:

Customer:

Waiter:

Customer:

Waiter:

Customer:
Waiter:

Customer:

Waiter:

Customer:

Are you ready to place your
order, Maam?

Yes. For I would

like to have

How many?
Just one plate will do.
Okay. Ma’am.

For the I will

have

Okay. Anythingfor

Maam?

Yes. I would like to order a
for

Okay. One Chilly Potato, one
Vegetable Fried Rice, one
Chicken Manchurian with
gravy, and one Chocolate Ice-
cream. Is that correct, Maam?

Yes. You are correct.
Can I get you anything else?

Could you get me
?

Sure, Ma’am.

Thank you. That will be all.
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Let’s see, how articles are used in
ordering food in a restaurant
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Articles are used before nouns or noun
equivalents and are a type of adjective.
The definite article (the) is used before
a noun to indicate that the identity of
the noun is known to the reader. The
indefinite article (a, an) is used before a
noun that is general or when its identity
isnot known. There are certain situations
in which a noun takes no article.

Read the following sentences.

I would like to have a plate of vegetable
salad. I would like to have an ice-cream.
I would like to have the dhal with rice.

» <«

“A” “an” and “the” are called articles.

An is used before nouns beginning with
a, e, i, 0, and u sounds. But not before
words like “university” which begin with
a “yoo” sound. It is, however, used before
words like “honor” which begin with an
“0” sound.

A is used before words beginning with
the rest of the alphabet.

This is used before particular things.

ACTIVITY 2

I) Fill in the blanks with the correct

<) ¢

articles ‘@’ ‘an’, and ‘the’, wherever

necessary.
1. Please get me ____ glass of water.
2. I would like to have ___onion

Uttapam and Vanilla ice-cream.

3. Excuse me, where is

washroom?
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4. What is

restaurant?

specialty of this

5. Could you tell me
this dish?

__ recipe for

2.8 NARRATING A STORY

INTRODUCTION

India is a land of stories. Narrating
a story is an embodiment of Indian
culture. Storytelling helps us to upgrade
our thinking skills and it opens doors to
imagination. It also gives insights about
various cultures, lands, races and religions.
Stories not only help us to engage ourselves
with different cultures, it also enables us
to increase our narrating skill.

n
*

ACTIVITY 1

Form a group of 4 and complete the story
of The Bear and the Two Friends by filling
in the blanks with the help of the teacher.

One day, two friends

. They
knew the forest

So, they
promised to remain close to each other in
case of any danger.
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All of a sudden, a big bear

One  of the  friends  quickly
, leaving the other

friend behind.

The other friend ,and

instead, followed common sense. He laid
down on the ground and

The bear approached the friend lying on
the ground. The animal started

Soon, the friend who hid in the tree came
down. He asked his friend, “My dear
friend, what secret did the bear whisper to
you?” The friend replied, “

ACTIVITY 2

Sarita had a bad experience with an
ATM. To know the story, rearrange the
following sentences in correct order.

1. Sarita’s experience with an ATM.
2. She became worried.

3. From that day, Sarita has always
been afraid of using the ATM.

4. One day, Sarita went to take out
some money from the ATM.

5. What if her money had been
deducted from her account?

6. He said the amount will be added to
her account soon.

7. She went to her bank and filed a
complaint.

8. She entered her pin code and the
amount she required.
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9. But something bad happened; the
money got stuck.

10. The ATM-in-Charge told her not to
WOrTY.

Let’s see, how tenses are used in narrating
a story

Tense in grammar, a verbal category
relating the time of a narrated event to
the time of the speech event.

Read the following sentences.

I tell a story. It is about a king. It is quite
a long story.

I told a story. It was about a king. It was
quite a long story.

What is the difference between the two
sets of sentences?

The first set describes actions in the
present; the second describes action in
the past.

Therefore, the second set of sentences is
in the Simple Past Tense.

Remember that in the Simple Past Tense,
Ce D < b < bl < bl
i’ becomes ‘was, ‘are’ becomes ‘were),
‘has/have’ becomes ‘had’, ‘am’ becomes
‘was, ‘do/does’ becomes ‘did’

ACTIVITY 3

I) Match the following and write the
complete sentences below.

1. I would like after breakfast.

2. Do you know to hear a story.

3.1 could tell you the | and did not keep
story fast.
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4. A group of monkeys fasting.
5. They got bananas | any good
to eat stories?

2.9 GIVING DIRECTIONS

GIVING DIRECTIONS
Turn left Turn right Go past Cross

% b oOxXO® %0
[ ]

At the corner of... Opposite Between Next to
' s 1
& <

INTRODUCTION

Directions convey how one should do
something in a sequential way. Valuable
skills like navigation of the town and city
related vocabulary are practiced when
learning about directions.

ACTIVITY 1

You have to give directions to ABC
Hospital, using the following route:

Food Bazaar, Banu Book Store, Traffic
Point A, Traffic Point B, ABC Hospital.

IEFl Employability Skills
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Oriental
Restaurant
ABC | ————— (Traffic
Hospital Point B
Pushpak Khadi
Book H
St(z:;'e Traffic Ose
Point A
Food
Bazaar Start
here

How would you give directions using
this route?

Go straight till you reach the Food Bazaar.
From Food Bazaar take right and then take
right again from Pushpak Book Store. Go
straight till you reach Traffic Point A. From
Traffic Point A, take left and go till Traffic
Point B. Take left from there and keep going
till you reach ABC Hospital soon.

Lets see how prepositions are used in
giving directions
Prepositions play a major role in showing
direction, time, place, location etc. To
introduce an object. By continuous
practice, one can create more short
sentences to communicate their thoughts.
Words such as “for”, “in”, “until’,
“to”, “before”, “along”, “besides”, “around”,
“at”, etc., to link nouns/pronouns to other
words in the sentences. They are known as

“Prepositions”.

Examples:

1. What are you looking for?

2. He lives at 39, O8, Radcliffe Road.

3. Go down this road until you come to
the second intersection.
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ACTIVITY 2

Fill in the blanks

prepositions.

using correct

1. I am going to college. (to, by)

the hospital.

2. The college is next
(from, to)

3. You can also see the building
the bus stop. (from, to)

4. Itisjust C.]. Street. (across,
by)
5. Our college is located __

Tiruchirapalli. (of, in)

ACTIVITY 3

The sentences below have incorrect
prepositions. Rewrite the sentences with
correct prepositions.

1. Government Hospital can be seen
below the next street.

2. It is just a short walk till Bhuvana
Cinema Hall.

3. Keep walking until you reach Bhuvana
Cinema Hall.

4. Geeta Sweets Corner is till Giri Tailors.

5. You can walk down this road from
Geeta Sweets Corner.

6. Ifyouwalkfromtheend of Vivekananda
Street, you will easily see Bhuvana
Cinema Hall.

2.10 GIVING AND RECEIVING
FEEDBACK

INTRODUCTION

The main objective of giving feedback is to
improve the knowledge or to strengthen
the performance of an individual. It

www.tnscfioolbooks.in

can't be accomplished by being rude,
judgmental or offensive. It is possible only
when the approach is positive and focused
on the development. Giving and receiving
feedback increases stimulation, enhances
performance, elevates engagement and it
acts as a tool for career growth.

FEED |BACK

ACTIVITY 1

Choose any one of the following and
build a conversation around each.

1. Moorthy is talking to his student,
Fatima. Fatima used to perform well
in commerce, but she has been doing
badly in the weekly tests. How would
Moorthy give his feedback?

2. Archana and Nivedha are working on
a project. Nivedha isn’t doing her part,
so Archana tells her to start working.
What would be the feedback given by
Archana?

2.11 GIVING SIMPLE
INSTRUCTIONS

INTRODUCTION

The main idea of instructing people is
to give command or insist on doing the
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necessary requirements before involving
in that particular activity. It helps us to
know the overview of that particular
proposed pattern and prevents us from
doing anything wrong beforehand.
Writing instructions find an important
place in technical writing. One needs to
make instructions for various purposes
such as installing a new software package,
assembling a piece of equipment, using
a new device, troubleshooting a problem
and so on. In general, instructions should
be clear, precise, understandable, complete
and above all, user-friendly.

Guidelines to write instructions

e Usetheimperative form. E.g. ‘Maintain
silence inside the library’ and begin
each step with an action verb.

e Frame each step in such a way that it
focuses on a single task.

e Number the steps to avoid ambiguity
and ensure the correct order of the
procedure.
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e If numbered steps are not practical,
use a standard paragraph format with
the appropriate transition words such
as ‘first, ‘next, ‘then, ‘finally, to show
the sequence of action.

e Use the words ‘Notes, “Tips, ‘Caution’
and ‘Warnings, wherever necessary

in order to highlight the important
information.

e Use simple and direct language free
from jargon and ambiguity.

ACTIVITY 1

Write down a set of instructions on the
following:

(a) How to make tea

(b) How to download an app

CONCLUSION

In this lesson we have seen about the
English language skills and how it is
integrated into our daily lives.

ASSESSMENT

I. Choose the Correct Answer

1. One of the fundamental motto of
communication is to —------ the other
person
A. Call

C. Introduce

B. Greet

D. Order

20— play an important role in
describing and modifying people,
places and objects
A. Verb
C. Adjectives

B. Noun
D. Adverb

IEEl  Employability Skills
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3. —---- is better knowledge
about a person if we know about them

A. Likes and dislikes
B. Understanding
C. Patient talk

D. Communication

4. Inviting someone is correlated with
the culture of —-----

B. excess
D. Hospitality

A. aloofness
C. coolness
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5. People feel more confident when they
are surrounded by their —-------

A. known circle of friends

B. neighbors

C. Unknown circle of friends
D. unknown peoples

6. People feel more confident when they
are surrounded by their —-------

A. known circle of friends

B. neighbors

C. Unknown circle of friends
D. unknown peoples

7. Which of the following is not an
appropriate word to greet people

A. Bye B. Hey
C. Hai D. Hello

8. Which of the following is not the basics
to introduce yourself?

A. Name
C. Place

B. Occupation
D. Weakness
9. Pick out the describing word?

A. Color B. Hello
C. Hai D. Bye

10. Which of the following is not a
Pronoun?

A. She B.He  C.Kavi D. They

11. Preparing or scheduling a day is known
as

A. Management

C. Working

B. Planning
D. Playing
12.We ......... going to play.

A.it  B.is

C. was D. are

www.tnscfioolbooks.in

13.How can you order food when the
waiter is asking you to place your
order?
A. I'd like to have biriyani
B. I'm going to play chess
C. I forget my Purse
D. This is my stop.
14. Storytelling helps us to improve
A. Bargaining B. Stereotype

C. Stamina D. Thinking skill

15.Find out the verb from the following

options.
A. Sundar B. Traveling
C. Ooty D. ATM

16. Which of the following sentence
conveys you like it

A.Idont bear  B.I hate
C.Ilove D. I detest
17. Which of the describes directions
A. Left B. Right
C. Opposite D. Rose milk
18.1 enjoyed the game. It shows you
.......... the game.
A. Hate B. Like
C. Dislike D. Detest

19. The main objective of giving .............
is to improve the knowledge or to
strengthen the performance of an

individual.
A. Chocolate B. Feedback
C. Money D. Food

20. Which of the following is a criteria of a
simple instruction?

B. Big

D. Risky

A. Confusing

C. Precise
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II.Answer the following.
1.

(2 Marks)

What is the importance of greeting a
person?

List a few ways to convey your likes.

Write some example for closing the
conversation.

What is  “describing” in  the
communication?

Give short notes on story writing.

III. Answer the following. (3 Marks)

1.

Write down the ways to greet a friend, an
acquaintance and a stranger (Each 3).

2. Fill in the blanks with the correct verb.

A. Hello! I___ Divya.

B. Where ____ you living?
C. I____ stayingin a hostel.
D

. What ____ your roll

number,Andrew?
E. We ____ playing chess.
FE. Howold ____ you?

What are the factors to be added while
introducing yourself?

What is “Describing words” with some
examples?

IEll Employability Skills
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5. Change the sentences from Active

IV. Answer the following.
1.

voice to Passive voice.

A. Durai will take a photograph.
B. The dog chased the cat.
C. Sudhan caught the ball.

D. The students were helping the
wounded woman.

E. Sunitha teaches us English.
E. Who taught you this poem?

(5 Marks)

What are the sequences to be followed
while introducing yourself?

. Explain about the “Inviting someone”.

Also give some examples for the

following,(Each 2)

A. Expressions for inviting people,

B. Expressions for accepting the
invitation,

C. Declining the invitation.

. Write short notes on Giving simple

instructions and guidelines to write
the instructions.
Explain briefly,

A. Likes and dislikes

B. Planning an outing

C. Narrating a story
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BenLBw elemreuns marHeusnNG Ctrl
+ 8L &l siLsEGM elems (<—) Sieve0 g
Ctrl + sueog 210LsGSN elemFemwiLi(—
>) LWe6BTL(hSHSHEDMLD.

SOUYLL 2_enTemwl 6llqQIemLSHSHE :

1. 2 emIenw hESISHEUSNES LS
AU EUEMOLILGMN S (LPEOTEOT  SIGHEM60T S
Conmesnhsssd Ceusorp. Bems
QFILIaUSN S, o _emyudedr &
sligemwl emeusHs Hefls  asLg
Buwss Une eliepel Geuevormib.

GaIHe\SH(b&H&HLILL L 2 emufeor
Bg e wisdsemiiiue  eullg
GzmedTmLd.

2. e(RSHEIm (Font) IEENGRIE

siemey (Font Size), erssImeTle0T
euevorevord (Font Colour) gy&lweumemm
IDHMIQUSDSHTET  OOHMID 2 _6DIEmLL
HIQLOEOTTSH, &Mueund, SigsGCHMLNS
9_(1H6UMSG6USHMEHTEOT BLUUSEmS
GaiTHeBb&&6ID.

3. Word — e 2_emI S16D60& LILhi&HemeTs
GaImHeOH(bSHGLD Gungy SNISHS
eulfl &L L 6061 (6THL 60T S lq LI
Bgemeus &smefll ulemL Gzmedrmio,
smedllulemL Gameormeilebemen ereufled,
GaIHeSbLIN6T L&) gLi1quimed eul LISl
WwwnésHs Geueoor(hld.

2 _emguier Le aufl@emersd
GCaIHOSHIHBE :

1. &LIQSSHILIG 6D (Mouse Pointer)
aggneus @ eufluier L& usHsD
HETSHH 0TI, g 6ueDEH &MLbHS
SIDLSSMIWLITE LOTMLD.
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2. @iGurgy 8Ly Hafls  aswweyD.
euflwneot gl GaIHESbHESESLILLIGHSHELD.

3. ueo eufleemend CaIHEBHbHH, Herfld
&g Guwed Siveds  SpUDONS
&L 1qenWl (p&sHeL.

4. Syeuevusglepleen SIeM6EUT S &)
2 _empgemwwld GaibhesHbdsd Home
Olph& Select sLLemeremw Gsirey
agllg, Un® select All etedTUEmSHE
Heflé G\FWILIEYLD. LOTMHDTES,
ellemslueemsuiled Ctri+A  eredTLEmS
S(RSHHUID CHITTHEIS(HSSHEDILD.

4.5 EXCEL — emw 9p1miiged

L) [{DY:3h)
Microsoft Excel ereotug  eNiflssmemen
(Spreadsheet) 9 _(HeUNSHG6UHNSLD

LHINSSVISSD 2D 6 LILIETUTLTGSLD.
efliflgsmer  QuUNZHeUTH, 2 6edT  LOHMID
6T600TSH6M6NS E\HITET0TL. HIT6Y G & LIL| 5 6THL 60T
Geuemed QF LIS GLD GUEMTLIL MI&HEIT
(Graphs) opmib eflenssLLLkisemen (Charts)
9_(1H6UMSHG6USHMNGLD LILIEOTLI(hSHSLILI(HhE 60T 60T.

efliflsgner  (Spreadsheet)  eredTLS
auflemFse6i LOHMILD apGbeuflenaserfled
SNMWOHHLILLIG[HHGSD SHIT6YHEMET 61&HIT600TL
&b LletTeTenn) LisvoflSEmer. @& &L L(Table)
augellements Q&mevorbeTeng. @& LeGeum)
HEOUIHE(bSHEMETEF QFLIWILI LWeTUGbAMDS.

Levofl S merfledr SiLD& il & 6iT

Lieoofl Sgmeneot & Geusid LoMMILD SI60EOILIHEmS
eraflled QUPMRIGEDEI. LID SDSTRISET LDHMILD
QFweoLnbdem BHed  HLLeMWSHBLILL(
LIWIedTLI(b S &l6U6mS 6T6STEES S El.

SIQIEUEDS LOHMILD SeoflliuCL
LIWI6OTUITLLQ. () &IT 60T SI6Y LoHMILD
SILL6UemetuTHemeT & _(heundsd — Microsoft
Excel ugeueons LwedTLI(LEADE. LGUM)
O\ FILIELS 6METH QFLIUSHE& Leoofl S meit
LILLIGOTLI(h &N 60TM 60T. 160 6ULLITEEDT,
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o udleysemenll LOMIfl&HSHe6d (records)
o HIemeull UGLIUMLEY 618561 (Analyzing)

o QUILLSHMS 2 _(Heund&Hed ( STedleor
ULSGHUSLTS)

o HF sevordEb&er ( Financial Calculations )

o HHwunlsemasser (Budgeting)

Microsoft Excel — emw S16mL0 8860

1. Start UTEZTEMEOT SH(PSHHELD

2. @uGung GamedTmd
glemevorelLIL g uledlpb & Microsoft Excel
— 06 Gaiey OFLIWeYD.

3. Microsoft Excel opeorg SHmé&sLLhLD.
@lueooflssneT LedTeUIHD 8o MISHem6TsH
C1&IT6TOT (6T &l.

uemfldsmer (WorkSheet): uetoflgsmer
eTeoTLg  HlewLol L  euflewsser  LbHMID
shGs5s auflemesefler  OsTGSLILTESLD.
@semeut mietoTevoTemM&6TleT euflems (Arrays
of Cells) eTedTMILD S16WLPESEDMLD.

uesofliyssasd (Work book): eedtm
s SiBpMG ComulL uesflldsmeners
615M600TL &) ueooflliL s &LD SH&LD.
mievorevotemm  (Cell)  eteotug  euflemasar
LOHNID eBbeuflenssafler GMIGHS U Db
siemlUnEL. @& 2 eom, eeor, Gl
S0 GUMLLILITL6MLS  61&M600TY (HSHELD.
@8 uevflggnafledr SiqliLemL 2 MIILMEGSLD.
Qi@ HN6e0T 6TEUUTHET VDS 2 _6MTSH6T
9 emerflLlucbLb.

ampeuflens (Column): eampeuflems
eT60TLIE  [HIEDOTEOOTEDMM 6T  Q\FTRIGSSH &
S SH&SWD. CBbeuflensser opmhiglen
TS &ISHaTTed QLWL LI (beTeTeDT.

auflens (row): euflems (Row) eredruig
[HI600T6UOTEMM&6ITle0T  &HlemLIOLL  SiemioLiL]
SH&D. B eTevuTH6MTeD LWL LILIL (heiTeTeoT.

misoorevoremm (p&eulfl (Cell Address):
@& metoretoiemMUlET SN FHNSHEH
SN&EADE. Al sievengs B3 Gumermy
mlevoTevoTemMUl6dT  GBbeuflemsuiledr  GLWIT
OO  euflews  eTevor  pSweumnsleoT
He0emeUns @& H&HGLD.

m BeuemeveumiLiLg Hmedraei
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eumbiumC ol ulewL (Formula Bar):
85 Miuse SCp siemwhaeTeng. &
QFWeLIbD  Hievoresoremmuieor (Active Cell)
OUMHETLSHSHHMG HITL(bEUSHEIT CLPEOLD HIT 66U
o emeflbeusm@o udlufiugm@w (Editing)
LIWLIEOTLI(h &M &l.

filiuedr (Ribbon): @Hled ued HHHELH6ET
(Tabs)2_eiemenT. eE6UMTEOTMILD LIGD & (L& &6 ledT
SHLLEMETHEMETS BN (HHSWL. Ohs
SHHHELH6M Excel-e0 6ILIMTGIUTE0T E1FWIeLEHED6NE
Q&L LWISOTLI(h&ED S,

UeoofllyS55HemeE a5 6

&M Ul eswemend 6FMLmEGD CunCsm
16060 &) 1M SH60T(E6U 2_6IT6IT FWIBOI6D LOMHMIHISH6T
QFLWILGLD CurBaT, oI L 6U6em6tITSHSHTemarT
Gailliugl (WeHHWNGD. FHAMons LHMID
&HHG CFOIILSHET CLPeD 6\FIISH 6\FUIEDED
BL&&Moed FH(b&H&SHEOILD. Ueoof Il &S HLD
@ GCallsslubAng 6reTLSed SH6U6DTLD
QFISHFEIEUSHET cpeold Coemeulipld Gurg)
Siem eTeflBne &e001(bLIlgH&HI6NL60MLD.

Ueoofll55 5 HemeHEF BaL01%GLD
LI [5l 60 60 & 6IT
1. Office eunggnefled Save GMIDLIL 6w
Herfls aFweyD. Save As 2_smIwImLed
ey Flemguiled CsmedTmiLD.
2. Gamienu Gaild@ Lions Desktop —
oW CaHIHOSHbSHHEYLD.
3. File Name 2_emmlieuliquied Gamindeor
OUWIEDT SHLLES OIFWIWIEYLD .
4. Save ef(pLLGmS Hlaflé aswa|D.

5. sNons SewerdHs Camlserd, XIxs
ereoTm HLAWL 60T GG SLILI(HLID.

2 EUGTTT HEWS AP bBED

yeueusHems cpL Office aumsgneofledmhbai
file edpUusdHemeor Hefles  aFLIWSLD.
Yeoreor Close eretTUemad GaiT6y GFWILIEYLD.
Close @mIbLLSmSS &Hefles  QFLGID
Leoof I &S S HemS CLOL6DITLD.
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S} EUETIT HEWS I5H(HhFHD

&evofleofl emevorlifled eveonsGumg (Offline)
UMTUIUSNHESLD, UHTEUSNESGD LetofllLSHSHs5HemS
FA_ b emeusIHEs  GeustoriquiHEHELD.
Print vedem&emw  (Pane)  LwedTLUGbSS
Excel — 60 @mhH& @ UIILSSHHHWS
(PeOT@eoTMLLLS(beuGID  LOHMID  AHFF(bEUSID
ererflg).

Excel g)6euetorsema Si&lLed
1. Office eun gsnefledlmhH & Print
sLLemeTenW GHHT6) AFIWILIED Si6D60E)

Ctrl + P — emw i(1p5s6YL.

2. Print 2_emgwnLed e6wlly Slemmuied

GamedTmILD.

3. Printer emw Gzi6y Q&IWIEYLWD.

4. Ygdlserfleor 6T600T600f18 600 & 6mLL
9_ererflLeyld.

5. 258 Geuetoniqul USSRIGemeT BHT6Y
Q. FIIWLIEYLD.

6. Print eungsnement Hafld aFLILISLD.

4.6 POWER POINT — emwi
SHTMILIGHED

SNl &0
Microsoft PowerPoint ereoTLg)  Febayisemertl
(Slides) LwedTLh S HleLp&&I56eme0 (Presentation)
2 _(HEUTEHGSUSDSHSHTEHLI LILIEOTLI(bSSLILbEDE..
ererflemLowlment, L{6D6DL_8(6THL60T Snlqll
deogl [FBSHHHMED 2 (HEUTHS iHEL
LIWLI6OTLIGSSLILLLTEVILD, [F8Lp& 81860160 LisbEeum)
CUEDSHITENT 29Tl 556D SIEIDHHS Falqll
L6D SIDSThIGET 2 _6T6N60l.  SeU6ITMTL L &HEmerT
2 maunss BFH @ Fnhs SmelwunsLb.
geeotesilled 6H FledaieletT SieTemer HNES
SieN6YHEHEE EDMEUTN)| LOTMHMEONLD. LedT6oT
UL GLOEOTEILIT(THEWEML LIWI6OTLI(bSSITLO6D
FEUOMMLIgHemeT o _(heunds UL (image)
NBLILIMAIS6T LILIEOTLI(hSSLILI(bE60TMET.

51515 815608 6T Flebayis emen s
G\ IT600T (HETEI &. dlebn e, 2 _emr,
ULM&eT wpnio Up e shisefler  66dl
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HlEODIHGHemaTsH  (clips)  G1&MeToT(heTeN .
HEPs55NES Fabded FILemLE GC&I&Hs
&6dl eflemeTey®eT MHMID SewFeyL L ILLL
LTHDR&SenaTWD &I &85 QSTETETEOILD.
EILIIHLDLITEDITE0T Powerpoint
515105 815608 6T (2105} Template 60
Qmhas 2 meunsslubHearmer.  @Hed
Yetteotevofl  [FMD  Si6beD&HI UL, &I
[FlemeowImerT  eT(RSH&IH WOHMID Led  Flebayl
sienLliysefler Caiey SpSHeney L MIGLD.
HB55HHE060  LIWETUGLSSLILIGBL  (WwéHw
dlebey s@UeLnemeng (Theme) G&&HESLD
waetemwo  Feogiedled  (Master  Slide)-6eb
Template — m&neor LMTHDHIGemET BFLOGHSLD.
yslw eoreorevollll ULSems CaHIHOSOBLILS
GurmedTn LMHDIAIGET (PSHeTemD  Flebeyiailed
wIOOUUGD Curg, S OO DHEWETSHSI
debiseflepid LomHmLILIHLD. &) Fl& D& &I5He016d
2 etem  SemeNTHEH  Fleoiseflad  QCr
wrdHflwner CHMHDSHMSHE &M bSHME.

BBLSHGIHD0 2 ([HEUTESSE

e Powerpoint — emwd Hmé&eD.

o QL uessHled 2 srem New eXl(pLILSMS
Gaii6y \FIILIEYLD.

o aBLUSHMS CoHIHOSbIHBHE

e GeuDHM & p& &I5emen o _(HEUTHS,
Blank Presentation efpliLdensd Csiey
QFWIWLIEYLD.

o amn&eT@eue _(HEUT&HSLILL 6l 6U6emLOLIEmL
LWeTL(hSS aTCHEMID € UMTLIL|IHem 6
(Template) Gair6y e1&1LIWLI G6u6ToT(HLD.

e Powerpoint — emuwiLl LILIEOTLI(h S &l6USH D & M60T
Gnllysemenl umilusn& Take a Tour
emLusems CaInesbss WIneg Create
eflpUUSmSSH Ca6y AFLIWLaLD.

o Power Point fl&1p& 856060 2_(H6MTEHGHSH6D
(ug Hlemeoa6r)

o QauMM HELPSHSHIHENED OISTLHISEYLD

o 2 MmseT semeolly Heveyiedled ( Title Slide)
2_emIemd SHLLES OFWIWIEYLD.

o 8etTend S\ &LoMmeoT dlebenisemend

B&I&&aLW.
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o dlebeussment
@& &H&eL.

*  GUQEUNLOLIEML LOMDHMEYLD

o SIEMEFEYLLE  LOHMID
(Transition) GaTHSHID
Lmszne)

www.tnschdblbooks.in

OUIM(HEMTL &S SHMSHF

LOMM Mkl &Hem6TEF
(e @pLILD

o Power Point flasps&iI5eme0& GaLl& a0

o 2 &6 HeL&HEISHEmED SFFL L.

feooliemeus Gaiy H56D

o 8Ly ueemsuiguster  FAmy
(Thumbnail) SmhHs
dlebgemeus CaIHeISHbhEHSELD.

UL &&led
Gaemeuwment

e Home-elmhg Slides Wifleflsb New Slide

elpLuUSmES CoITHESHEESEYLD.

e UL UL emLulgeTer Insert
Picture—eb Braser el@BLoyLD
LLS6m5 CHITHOSheHSELD.

o Bhser elBOyd ULSmsS  Gsl,
Gaihesbss WUng Insert — eowsd
GaIHeIS(b&H&ELD.

efleréasLULhIseneTd C&T 5360

e lllustrations Wiflelled  Shapes, Icons,
3D Models, Smart Art sieveog Chart
lpLUUSHemSS CHT6Y E\FILILIEYLD.

o aflaeEs euemssafled GeTemdME  &Herfls
Qs Gurgy HDEGLD 2 _emIUITL6D
ew1q ufled, Briuser elHLoLLD 615 flemeu (Item)
GaihHoSheHEl, NG 6&([HEEUSDHHTET
BHLL 6m6TSHemelLl LledTLmHmeYLD.

o Slide YfleNedl g, Layout — emws
GaiheSbé&SD. 4.7 SemevoTwid
e Um® ulueledmhg  elmruliulL

Layout — emwd GHIHEISH(HSHHEYLD.

2_emremw§ CsIrH5H60 LoHMILD
611G QUEMLD G & 6D

e o empleLllquied QFMHSL LUeTaflemwl
meusg, LeiTeoTT asneNs 2 _enTemw

SLLES FLIWEYLD.

SNl &0

Bemevorid, Heo Fowhisefled SFHHBLONS
‘euemep  (Net) ereor SIeWP&HSLILIbLD  &600fl60f]
euemeWemLIIledT 2 _eemmefll  SiemLoLiL
HGD. 2 eseameiwu HHeued  QSTLIL
@UGung) W&ayb ereflsnd el L g

e 2 epenw GHIHOFBLESeYL. UG
QTN S  eEOTHIDG  GomulL
elplunisdemer Home-6db 2 _emem  Font
Wfleledlmha CaibeshésaD. sipmeug
Font, Increase Font Size, Decrease Font
Size, Bold, Italic, Under line ommjo m.

o LjebeoLl 5310} [Th NN 16L&
6T600T6OOfILLILL L. LILIQUIEDeD 2 _(HeUTHs,
2_emremul Gaimhesbsal Un&
Bullets or Numbering el@pLUUSmSS
GaiTHeSBb&&6ID.

S emevoTud
EUEMEOWIEMLOLIL&6ITIE0T  6U6MEDLIEHLOLILIMTGLD,
BFleb 6 @b SHevoflevfluligid, LIWLIEOTT &6l

6T60TLI&]

556608 606IT (K]19) &e6voflevfl&erfledl(bbh &l
euD  (WIQWD. SHevoflevflemem  Eem6ETOTILID
cpeold QETEDN( Q60T OSTLIL ESTesorh
B emevorLiL serfleoT 660 6D LLIEMLOLIL| & 6m6IT
2 _(HeUN&GH0TmeoT. Qb 6160 60WIEMLOLIL|E6IT
U  HoeueLSemeT  UHIHE — Glsmetem
9_56)|&l60TM6OT.

LILLD, 6u1q.6)LD LoHMID Nmeumnenm

& Hze0

e Insert tab-&@& 61F6b6DEYLD,

o ULHMP GFILLSDHS

e Image, Wifleleb,
GaliHeS(b&SED

Picture - emwd 20 HPEVTHHEHSHSD  GHEDMEUTET

HTe0&H S D, GleuelGeum) THIT(h& W6
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B emet01dH GLD alem & Uiled Bemevorwbd
alifleuemL b gl6Ten ). SemevoTiD 2_606m& 6(H
2_eosemmeNlil SImons WrhHmlweTers).

SemevotsHF 61 AMHS LILIGTLT(HE6IT

LD& & (6THL_60TIT60T 6\SHMLITL], FCLPE 6U6MEOIEMLOLIL],
ysw efequisemer uDBw  pomLSH,
sl sHPSHTET CBreHshser, Online
ufleud HFHemevtHa, O1F LS simleflliyserr, Online
- 60 195615 (P6OTLIHI6Y C1FILIGED, OIIMT(THL& 606l
eunrkIGeugl HID elnug, Ceueneo CgHbsHed
GumedTmeme6l.

&600fl 60f] 616 EOWIEmLOLIL

&6voflevf] 6EMEDLLIEMLOLIL| ETEOTLIS)
GleueuGeum) 8L ruserfled SieMLOMHG6TET
ueGaum  &evoflevflmemer  eeOTEMMEL_MEOTM)
BDetoTILSTSLD. &(H &6v0flevf]
euemeollemoLIiled @Tevorty SiVEDF ASME
GumulL sevofleoflaer, sSTemeud OSMLIL
CIBMETEUSDGLD 6)6HhIGHEMENTLI LIEIT 6USDELD 63(H
Derl_&LD LOMHMILO ST6Y OSTLITL| &ITSHEDTTHISETHL 60T
B em6v0TSHSLILIL(h6TET60T. 6UemEDLIEmLOLILII6TET
U &evoflevlle@Ebé@ EUEThIGENEN EULOTAIGEUS)
&eooflenfl]l Bemeuwsd (Server)  eTeoTLILICHLD.
euemedWemoLfled UATIULL  6U6mEDILIEMLOLIL]
EUEITRIHEMET SIETDGSLD SHeofllILL L SHevoflevflser,
Ueoofl  [HlemEDWIRIGET SHEDEDS)] (LPEDEDTILIMIGHET
6T60T SHEWLPESLILI(HE6OTMEDT.

&evoflenfl euemevwemLoLiy&em Lelufwied
ugliuerelledr SiqliemLuiled cedTm LTHS
Hifley&enma euemaLILI(bSSHE0NLD.

1. SMIbUTLIL| 6U6mEOWIEmLOLIL —
(Local Area Network — LAN)

2. udbhg UILL 6uemedUlemLoLIL] —
(Wide Area Network — WAN)

3. eUEBHSILU UTLL 6U6D6DWI6HLIOLIL] —
(Metropolitan Area Network — MAN)

Sl L euemeooruied Q&M(b&H&LILL (beTerrern

BMISSDS eIDDEUTD) &evofl6nf]
6UEm O IEMLOLIL|&6rfledT 1 FWIEOLIIT(H S 60I6IT
UM BLILI(b&HSEDLD.
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015116018 ©61h & &

BemLuleonenr 615Memene)y ‘ 6UEMEDIEDLOLIL| EUEDE

O (PG 1 .15 euemT &muburliy (LAN)

10 (W&ed 10 &5 euemr ewu@mmariumiy (MAN)

10 (W&6d 1000 &S euemT ugihsuriy (WAN)

10000 &5 6@ Ged Bemevorwiid (Internet)

GmuouLiy euemeowenioliy (LAN)

() SMDEG6T DD HLIGL IS EHSHES6T
2 etem  &evoflevflaemen  QeTGMIOLMEOTM)
BemeturHsLl LIW6STLI(b SHSLILI(HLD
6UEMEDWIEMIDLIL], (GSMIDLITLIL]  6UEMEDUIEHLOLIL
6T60TIM)| SHEWLPESLILI(HEEOTM6DT.

(LAN

LAN - 601 LwiebT &6l

LAN, LwedTLI(bSSLILIGLD GILIMSHIEUTEDT (PSS
LGl ser LetTeunommi:

o Gamliy ufilomHDISET LHMID SHETT)IS6D

e Q&5MEL LHMID 2 6WT CIFUIEDTEHSLD

o LOl6OTEOTETN)| E1FILISI & EMEIT EMEILIT(EBHHED

° QFHTEMED HTT STEUSHETHEMG HE00)|56D
e HeoflluLL SHevoflenfl
o 8ess e LfllonHmibd wHmib GasliLy

QU@ BSTUUTLLY euemeowemioLiy (MAN)

HSBILD SIE0ED G LOMHBT SHS M SHMeoT
EUEMTUIMISSLILIL L. 66w 6DUIGWLOLIL].

o ecuemewenioli] siemey LAN — &6t ommib
WAN — &h&@& QenLUULLSTS QIHHSLD.
ueo MAN — &erfleoT LTLILeTey H&TSHSHeor
SeTemEUS 26L& Bm&seonLd,
eTeotDMeID oo Fowrsefled MAN  ser
asligL.  esn@ly Gumed dAnlwsnseayd
BH&H3H6e0MD.
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e MAN (WAN GQGumed) eumgeunsd &b
siemlling asnbsners ieded. MAN,
HEOT HHEUD OHTLIL SemevorlisHer
LOMID 2 LUSTEOOTRIGET  QLITSHIEUTS
vweorisefledr &nLlLemoly (Consortium)
3LV LIWET((HHG CFemeueml eH@&LD
euemeoWemol Gemeu 6UPMHIGETT([HHS
(Network Service Provider) e&nbsloneors)
SHSLD.

o LgmhdHlw GUEITTRI&HEW6IT (Regional
Resource) UATHE Q&BMeTEUSHN S
1) MAN S5 215 Ceusm

EUEMEWIEDIOLILINS  QFWELIGLEDSE. QB
WAN — &8 @Qemevoillemu LWETLUbLSS
OO  EUEDEWEDOLLL 60T  L&TiuLL
Benevilienl eUPhSGD & Sigsslq
LIWIedTLI(b SSLILIGHM S

B BT
EUSDEOWIEDLOLIL|

uIhsuUrLLY eueneowenioiy (WAN)

LT ThSUTLIL 6U6MEDLLIEMLOLIL] 6T60TLIS]
&b WrmhSluw, Gadlw 316DV &
2 _eosarmeilil uGHuled urelul & SLD
&600fleuf] 616D EDILIEMLOLIETL elleurflé s
LWeITLbSSLILIGLEDS. 2 _SNIewolons (b
eurflw fneuer$SHE  HeMEDeHLOWISHLD
eI ebedludignid GrmhSlwl Hlemer a6l

(PLDEDL, E1FEOTEME0T, 6ILMKISEHIH LOMHMID
05M6b& HHMENlEVILD S([H&HEH6e0MID. G TG
WrmhSlwl GO LLITRI&EIT WAN CLOBOLD
HEMEVEMLOWISHH S| 60T E6060018LILIL(b6TEIT60T.
WAN — o | 60T BemeotiHaLILL L
seotfleflsEnsde® DemLGw 2 etem  HMID
31F&LD. e1601G6U QLM FHIEUNTS LILIEOTLI(hSSLILI(LD
ufllommhm erL_&Lb 61%Teme0 BLE E6m6voTLIL| &6,
mieooTevoTemen&eT  (Microwaves)  opmib

BeuemeveumiLiLg Hmedraei

XI_TM_EMPS_CH04-2023.indd 72

www.tnschdblbooks.in

QFWMNHem&HSHBHmel B emevoTLiLs6i
GumedTmemeN S G LD.
2 wii siflieieuetor —
GomaGun s'“’“’*&\h&uman&s@&? %\‘ i
Y 8
{@m@maé@au&r T ALBWES
Feunudls 506 Sevoflliewngs)
¥ JA———\
o o @
sewfiioung P L | & &
e - s Es
L O - [ o
TEETETE Jr———.
o
= — =Y

sLfluilebeon uemeoIIEmLOLIENL

1M HHED :

B oot emevotliLbsmeoT B em6us 6T

B enettTLSHFHIL 60T SemettisHsH, 2 _ThiSHEHHS
&600fl60fl, @6mevoTLiL] FMSE0TLD LoHMILD &6t 6ToTIL
Baemeu eulprhi@eoTT (Internet Service Provider
— ISP) apdlwiemen Ggemew.

o seutflenfl etedTLE Lo &HS&Hevoflevfl (Laptop),
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GeuemeveumliL] eNambur &HME&Te0T (LpEmMmLITET 19 FOLIT

6Xl600T6T0TLILIS &1q5HSHEWS 6T (LD EISH6D

XI_TM_EMPS_Practicals.indd 166 @ 2/22/2023 2:42:09 PM | ——



1

&6vofl eoflufledr EFwebLIM_IqMH&TeoT LedGeum &heNl&er
IDHMILD FHIEWETTS S(IHENSHemen HWNT O&FILISHED

o GeueiBeum) Aeuafliiym 2_efefh LHMID euefluiL (b EMgeTTRsemen &e6voflevflL6iT et 6voTéGLD
LOHMID &I600TIq &G OFWedWenMemWIL Lflhg 61&M6iT@Engev.

aFl(pemD&HE S 2 6Tem FWEOLMT(HSET :

LIT& Bl & enaT e L_IWTarLh

E T

<

eww QruwsgBea (CPU) o arar
Glsm_gi9senar (Ports )
DL WTSTLD &TEIS

&

FTEeNEISeneT (3)en g se)

UTSISTLILY [HL 6ULY.560 &6

o sevvflevflemwt Gemauledr 155 emeuliLsnHE (PeoT 6T AFma (Socket) LHMID 6uEDEOWIEHLOLILY
(Net work) =ipGs 2_sTenemd 2_miFl 61&F1LSHED Eeuetor(hLD.

o aflenFLIDMS &S Fn lqWLISTHED, CPU 6ot smhHEmrLLiomer SLsHeld, sevoflesf|flemm
(LPREUSID LeoLiLihlD 6uem&UIID, &L 1qemil 6uEH&HE aDDTHEUTID SHemLD&HE E6r6sorT(hLD.

o L& UMTSHSLD OLIM(REI & LIST600TSHH60l(Hh S LI60T 6ULpMHISemILI &I600T1q 58] 6 eU&HS Geu6TT(hLD.

o &evoflevfl QLLIY&GET Fnfenwowinen UGH&eT agio Smlller LemslUlenL 61&SMevor(h CLpL
B6ue6toT(hD.

sevoflevflufledr QFWIeLLITLIqHaMeoT LvBeum| s(Hefl&6T HMID &Iewetors &[HeNsensT SWMT &S 167
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o CGzemeuwinesr &(HEN&6T LOHMID 2 LIGTE00THISHET :
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Q&FWeOLIT(D &MSeE0TLd LHMID snmisafledr | Siemey/oHy 6T 600T 600f1 & 61 &
pemeolly |Gy

LI 85Tl & 6061 LW 61FWensLd (CPU) Is processor / 4 GB RAM 1

am"""".a“b ellem&ll LDemS 108 alemgs6iT 1

S&ITE00)|5H60 "
SHlemTUISHLD 14 LED 1
&LIq earfluflwied (Optical) 1
aiFaleum Genal /| @hiseIgL 1
el & auliq 3 &efilLg, 3 et O&F[HE 1
VGA GaLiler 1. 560 1
HDMI 1.5 1
USB 1.5 1
LOl60T G196l 1.8 6L 3

CPU-8eb 2_sitem emW 61FWwenad (CPU) Is processor / 4 GB RAM 1

OFMLTLI&emerm

SIEDLWIMENLD

SITE0)SH6D

&1 & 60T Mkl & 6M6IT emW 61FWwenad (CPU) Is processor / 4 GB RAM 1

ez ellem&ll L6 108 elemaas6i 1

® Sewrwisid 14" LED 1

&Llq eerflufuied (Optical) 1
aiFgLewum Gevall | @miGasL 1
&l & auLlq 3 &g, 3 ledr OF[HE 1
VGA GaUler 1. 5160 1
HDMI 1.5 1
USB 1.5 1
L5l6or BepLT6iT 1.8 BLLIT 3

19l 1: UT&RISENET HEDLILITELD &HITET0ISHED

6. uLLD LM &l &erfleoT LIWLI60T&H6IT
6T600T GILILLIT &H6T
1. = emoW 61FWesHD | CPU oyeu18) sevoflevflulledt cpememins
(CPU) QFWIELLIGIME.
H]l Gaseoanitys sperser
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SlemTUIHLD

SH&6UDSHEME LILLOMSHE6UT Siben )
2 6w 6l eIDTHGEUT ST (beUSHNEHE
LIwIedTL(bED &

allemall LeDEMS

6T(1R5&IHSET, CUMT SHENGHSHET LOHMILD
eTevoT&H6T GUTedTmEUMHEmM &H6vofleufludled
o _eaf(heusm@& LTSS

&iLlq

FHlemruiled UMTLILEMS &L Iq ST (HeUSNHS
LIWIeSTLI(hED &

sl & el

LOleOTENT H6m 6T euLprlSuTedBibH &l
P& ENSHETRISEDHHES CULPIRIS
LIWe0TLGED &)

leor GasLiler

gellLar UL Iquledlpihgl sevofleuflufest
EMSETHISEHEHS LOOTEFNTSHeWS AL
LIWIeSTLI( S &

VGA GsLier

CPU wpmib flewmwssSné
BenL G fléeredaemen &6t 600Té:&6YLD
SIEIILIEYD LWIETL(LSDS).

HDMI GaLiler

CPU wihmib fleorwussdné
BemnL B fHeuT6b&6me6 E60600TSHEHELD
SIgIILIEYD LWIETLILSDS).

USB Gl

Um FngHevtrhlsHemern SemetorhaLl
LIWIedTLI(ED &

10.

gl

S} 6U6TVTTHISH M6 HFFILLI LILIEOTLI(ED &.
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ifley 2: CPU @6b 2_sitem @emevoriiy esnLiLllsemear (PORT) siemLwimernid

BITE00)H6D

(1flear @) emesaiiny) Power Connector

(PS/2 GumgL) PSI2 Port

(USB Gurg”) USB Port

(Gurevad Grurgi”) Parallel Port

(VGA Gumil’)VGA Port

(USB Guirgi”) USB Port

Cooling Fan (SMPS gefijall<mn afl @)

Switch (ClerGEE)

Screw (eb & (5)

CPU Cooling Fan (CPU @efgeilagd ofl i)

Ethernet Port (F&0 @B Grirgi’)

(19 Cuim s g @fla:&laar) Audio Jacks

(efifleunsa ()1 misar) Expansion Slots

uLd 11 CPU — @ebr 2_6iTem O1BMLTLIS6m6T SHEMLILITELD &ITeI)|SH60

U 1: Bleor emevoriy, SMPS @erflTell&H@Lo
aldn, iy @efllielssn edr,
Q1&M(b&HE LOHMILD 6105 CH SN
&600TL MIWIeLD.

ug 2: CPU @ev PS/2 Gunil, USB GungL,
Gumeved  Gumil, VGA  GumiL,
meTaBL  Gumil wHmId S Gwim
96 &G 6)16 B & emer SI6MLLLIMTEITLD
SITEOOTEYLD.

ug 3: CPU @6 2 _eter eflifleundas SLrhiserr
wpnio  efifleurds S emL&emern
SIEMLUIMEITLD &ITEOUTEYLD.

ifley 3: #ngevrriHemar &6we60or S5 60

ug 4: VGA  sieveogs HDMI  Galiemerll
LwedtUphSEH CPU whmib onefllLemir
B em6etuISHHELD,

ug 5: eflemslineoems wHMID &ligemw CPU
2 Leor QemevoidsHeyd (USB euemd
3160605 PS/2 euems SHsHse0mib),

ug 6: UfleoorLy Galllemer CPU 2 L eor
B enetuISHHELD,

170 Geusmeveumiiliyg HmeoTae6iT

Ulg 7: ueur BIT6) & 606IT Q&FM(bHHH
e uledlpb&l CPU, omesfl LT opmib
ifletorL (HL60T & 606001 SHEYLD.

U 8: VeraFmAUIed ueul Gl goHemer
Buwsseyb.

ug 9: sevvflesfllemdwd esMLme CPU Spmmed
QLTSI Tem60T SIHSHEYLD.

UL 1.2 Guem&d &Hevoflevf]

weyemi :

&600f60f1 & &mevT LebGeumy eeuerflliym
o eefp HMID Geuaflui e &FngeoThisemer
B 6060015860 LMHMID &I600TIq. 556D

QeunNlaons &g (WY.&&LILL(b6TeTg).
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6.
eTe00T | Hemeoli/ Brm&eLD

BemevotLi

1 Gemas &6v0flevflemI S16WLDHSHED

https://youtu.be/ KdQeUSQTfYE

2 elil 1960 Gem&s &evovflevflemil Si6mL0 5560

https://youtu.be/ avaOf-kdb7w

&Hevvflevflem 61&(hHE&SH6e0

&Hevoflevf] SiqLliLemL &6 — &Hevoflevflem Semw&HS ed | https://youtu.be/ SMOgsvQBEPg
- Cuwemss sevoflevflsemen SieMWOSHHEL LOHMID

LOMeTOTEU E\&FWIEOLIT(H

LOM6TOTEUT 6T CLOGOTN)| S600fl6uflgH e Siem&H&GLMM CaL (b
QSMeTeTLILIb&S MM &H6lT.

elmhSlery elifleyemr

el slent efifleyemrsd Qb &evoflef] Hlemm aSMHledmILLI

uiflih & e &6i EUELIHEDT SiemP&H&a|D. eflphHleorT elflejenTse e IT
UTMILITETEmT SIEMLPSHSHEYLD.

OBMPlOEMTHS / Hem Spliiey &6 NG Qb sevvflenf] emowSengL LIMTemeuulhsed

uiflih &1 6w &6iT aBMPled &MIHE WD 6(H EILOEOTEILIMIHET

Himieueot HemSLI LT 6 euuilhsev.
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2

MS Word agwedlemwl LwesTLI(h & &
SD&MILIEmL 2_(IH6UNTHSSHD

e MS Word 6gwedlemw LweTUbSHFH SHSMILIemU 2_(HeUTSHESSH6D.

QFlpemDSHS S 2 _6Tem AFWIEDLIT(HSET

MS Word &2
FME 560

!

GUTITL|(Hemey (Template)
&6 GIFUIFHEL

)

FwellelImhI&eneT
WAL
BZH6Em EUWITET 2_LIG[T 600TRISH6IT
6)l. 6T600T | EMSEDTLD LOHMILD S M) 6ifl60T siene)/ LIy 6T 60501 600f1 & 6 &

ewwr

1 &6voflevf]l Siebev &) Lolg. Sevoflenf] I5 processor/4GB RAM

2 MS Office ewesramHeiT

eFWedLIbSFLILULL MS office

172 Geusmeveumiililg HmedTaeiT
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QF WP DM

ifley :MS Word g dimsseb:
uig 1: Start UTSHSTEW 0T SH(RSHSHEYLD 6LV eXlenFLIEDeMSHUTDL WiNdOws EILITSSHTENETT Si(RSHSHEULD.

ug 2: All programs > MS office > MS word
ug 3: MS word aswedlemw Flnéss SH(Lpemn & T(H&HSHEYLD.
ug 4: file > New cpeolb HFHW S 6uettTsHems HD&&a D

Wifley 2:eunriypemeu (Template) Gsiey &S0
U 5: glemguied emevor euMILILHSHem6T GFHLYLD.

{n}

Home

Bold modern resume 5P Mioderm chranalogical re. Modern chionokagical o Polished resume, designe Pobisted cover letter, desi

8
NAME ! e
HERE -

- - =

Q@
Q@
| ST

Bold modern cover letter Bubbies resume Biue spheres caver letter Columns resume. Contemporary resume

Your Name Surmame ¥
et Fobin Zugarc

Vuuri Tonaka

UL 2.1 MS Word eunily@pe e
g 6: Resume" eTeTUemS BHL6b GILLIquiled b elhLiuLwmenT sumTLiL(hemey G&HiT6) E1FILILIEYLD.
ug 7: Gaey 6&ILS eunTlLheney SHLPemnm 618 T (h&HE&LD.

fley 3:&welleunrasdemer LS ellphsHed

LIg 8: SiqLILemL 6Xl6)T I SH6MT60T QILILLIT, H6mE0ELIF 6T600T, LOI60T Si(Eeh& 6L LoMMILD (L &6exIfl S Sliieumemm
ugdHedeyw.

ug 9: GMISCaMeTgHeT LHMID SHedel efleurrhigener LigleNLeyLw.

Ug10:sweleuIrasenne ShHhend QuUw, Nnbhg mbrer, unedeorn, Gssw, ewnyl GureTmeunemnm
ugdedeyw.

ug 11: sHSDILT6D 2 NFlLbSHID LGS el SemetorsHaHeLD.

g 12: 5&HS UGHuled Gsdl, SL1b, smaeuniiun Spdlweunenn ugledlLeyb

uig 13: File > Save as cpeold peuctorsems CafleE@D BLsHems CoHiey aFILIe D
L 14: $&HS OLILIEDT HeUetuHHN&HS &L lq. .doc file euemamenwt Coirey aFweD.

MS Word egwedlemwl LwiedTLi(bS& SHSMILIEnL ©_(HeUTdHESSH6D m
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RESTUME
Name AFUNE
lokila - ER
Em]m :fl—l—.l.—.l.—.l.—.l.—.l.'.l'
m! LEE LR LR L]

L To zaoue a challanging position ina r=putabls ofganization to @opand my
leamings, Imowladea and skills

UNIVERSITY/ FERCENTAGE
QUALIFICATION | INSTITUTION |~ poapn YEAR | ¢ opany
CGLOWERTAERT
H:E HF. 3EC STATEEOQARD| 2022 PURSUDNG
SCHOOL
GOVERNMENRT
55LC HF. 3EC STATEECARD| 2021 ol
SCHOCL

Father Mame : BARAS ARTY
Date of Birth : 15,10 2007
Kationality JIndian
Crender MALE.
Languages Kwown  Tamil Englizh

I herstry daclare that the shove-mentionad information iz troe up to my Inowlades
and I bear the eeponsibility for the comreciness of the sbove-mentionsd particulars, if
zalactad will do my best for the achisvemants of vour rsputad compsany:.

Plac: EIGHATUEE |

Dhata:

UL 2.2 wrdfl smariiy

Lig 15: 19601 Save 85 o6y Q5L SpeUTTTSHnS CFLOSHHD

(P19.64 6w

MS office aswedlemw LWETUGbLSS SHSMILIL 2 [(HeUTSHSLILILL &.

smelevormedl LIl glem

6)1.6T600T

HemeoLiy/ Grpéasid B emevoTliLy

1

MS Word uwettupsd sn@&nllienu https://youtu.be/Yeg29ds5mxJY

9 _(HEUTHGHIHED

EEE

610B&H60T EFIWILIEYLD

wrdf sHE&Mlenu .doc aiqeudHe ufHelnds QR &mluilenL

174 Geusmeveumiiliyg HmeoTae6iT
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QBMbSSLILLL usdHulled 2_erer HHaucdHemenr MS Excel
—ooll LWweiTU(b S & SiLLeuemetor aulqeiled mmm FSbHFHed

Hletreu@o LSS emwiLl LG 5G| S L 6Uem6TOT 6)1q.6USH S D& LOMDHMEYLD:

usSMD euGLifed aeunnl, smwGeued, (PHWG, SH&HMeq LOHMID Cmrsl Pl 5 LTEvITEUT SH6iT
uulesTmieupdleotneoty. euiser sneomesorbd Caiefled s uTLSHled (WemmGw 98, 89, 80,
92 & 98 WHLOLETITSH6T ILDMIETETEOTT. SWraidled LML SHH D (WemmGuw 82, 87, 92, 95 & 90
w&lIOLesoTS6T QLDMIETET6IT. H600fls LML SS6d (emwmBWw 89, 92, 90, 88 & 91 FILIGILI6ToTSH6T
eupmieTereor. SipleXlled LML $Hled (ewmGw 85, 75, 90, 95, 90 WHILIOLIETUTSH6T QILIHMIETETETL.
&ewps sipledlwed umLSgled (wemmBul 95, 90, 85, 87 & 98 W FHLIOILIETITSH6IT 61LIMHMETETEOTLT . SIEULT SH6iT
euDD OWNSS L &HLUELETTTSHET (PemMBW 449, 433, 437, 457 & 467.

e MS Excel g1 LwietTUb S 0&MbHSLILLL LSEHuled 2_6T6T 5861608 6m6IT SiL_L 6U6m60oT 6uL 656D
LOMHMISH6D

o  SILLEUEMEDIT LG eUSHemS NEF(hSH6D

a&lpenmuier Sip 2 66T OFWEOLIT(HSET:

Lg&EH W6 2 _drer
gjgsyaasmmj _ulqgﬁgl
LUflb& Q& meTEhsen

I

Excel &merflev

576 M6
o aerfl(H &6y

&

{ QLEU600TS 60V }

2FF(HBH60

Q&Mb&SILLL LSS U 2 _der SoHeuesemer MS Excel —gll LWLTLGSS SiL' L auenetor aulqeled omHr) Si&dbsed 175
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6. BH6mEUWITEOT 2_LIGIT600ThISH6IT
6T600T

SleTey/WdliL

6T 6001600115608

1 &600flevf] Si6be0 &
LDLq & 8>600f60f]

I5 processor/4GB RAM

2 MSOffice ewoedTEILIMHS6IT

eFwWebLIGbLSSIULL MS office

3 siFgaunm

A4, s@LIY LoHMID Cl6u6TemaT,

Gevai 61 flevorLi

QFWE(emMD:

Wifley 1: usHluled 2 eter sTemeull LGS Uflb& ESMETEHSHED

ulg 1: uSFHuled 2_6iTem H&H6UEMEDLI LG &HSHEYLD.

g 2: sseu6vsemerLl Liflihgl e&meTereyL.

Lig 3: SILL6U6n600T5H G BHEmEUITET HBHEUDSHEMEI 6T(hSH S|\ STETENELD

Wifley 2:Excel gmerfled smeysHemean 2_sierflhged

ug 4: Start si6beng windows >All programs>MS office > Excel gy&éw Ligflemeoserfler epedld

Excel sheet 2 Himsa6yw.

GalHeIS(h&&ELD.

ulg 6: All borders sl LWL SE) 6TEDEMEDEHEMET EUEMITILIELLD.

View

LIg 5: 116D O1&MbSHSLILLL SH&H6UDSHEHSHS HSHSHEUTN 6 auflewgseT LoHMID 8 Qb beUflen&sHemerns

Students m4

Page Layout Formulas Data  Review
&Dé;z:;yv Calibri Jin A gl == &
F’avste ¥ Format Painter BIU-H-O- A==
Clipboard I Font =
H6 - £
A B C D = <

Alignment

¢ Tell me what yo

E'(_’Wrap Text (

Merge & Center ~

T

~N s W N =

LLID 3.1 Sl LeueneootulledT 6reD6med 6U6mIHED

176 Geusmeveumiiliyg HmeoTae6iT
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LG 7: e.erevor, elLW, SOID, Syrhigleold, &evofls, dimfleNled, Feps Sirledwed WwHMID ELomSHSLD
& eleurrhisemen 2 _simerflLeyLb.

Insert Page Layout Formulas Data Review View
& . - —
M & cut Calibri - - A K|S =¥ | B Waplext
5 ER Copy ~
aste 2 o i - = = = €= a=
= ~ Format Painter £l H o A == = | === Merge & Center
Clipboard F} Font ] Alignment
G16 = I
A B £ D E F G H
1 |S5.No Mame Tamil English  [Maths Science |[Social ScidTotal
2 1|{WVetri 98 B2 B9 85 95 449
3 2|Samuvel 39 87 92 75 90 433
4 3|Maohamm B0 92 90 90 85 437
5 4| Akash £ 95 88 95 87 457
(] 5|Jaseph 98 90 91 90 98 467
7

LLID 3.2 &e0rai&efled $H6U60&H6T S LFS 0FLUS LID&S

g 8: sreyseT aSflwbLIg euflemaseT HMID ABbeflengserfler SieTenel LOIHMEYLD.

ug 9: silLeuemeoruiled 2 _eten FTemer FTemSF), i Leuenevoruler (poHed euflengemnws Bold

LIWedTLI(b S &) SLGLO60TTS LOMMHMEYLD.

Insert

Page Layout

o, ¥ Cut

Formulas

Data

Review View

[ Calibri - AN TE = | #- | BWapTe
s ER Copy -
aste - - . r === e 3= -
& ~' Format Painter I U H O~ A === £3= [ Merge& Center
Clipboard ra Faont ] Alignment [P}
M10 > Fe
A B i D E F G H
- S. No Name Tamil | English | Maths | Science | Social Science| Total
P 1 Vetri 98 82 89 85 95 449
3 2 Samuvel 89 87 92 75 90 433
4 2 Mohammed 80 92 a0 90 85 437
5 4 Akash 92 95 B8 95 B7 457
& o Joseph 98 50 91 S0 98 a67
? -
8 =
g

XI_TM_EMPS_Practicals.indd 177

uLID 3.3 sefledr Fremwoliyd@L D&

g 10: S 6uettTHemSHE Bl SHELD.

Q&MbSSLILLL LSS Ul 2_eTer HHeusddHemer MS Excel —gl1 LwedTL(bSHH S L euemevor euiqefled Lmmm SiFdlbgHed

®

177

2/22/2023 2:42:10 PM ‘



SILL6U6m6TT LI QUGHemS ANFH(bSHeD :

g 11: File > Print ;38 Gaihe&bhé&eyLd

www.tnschdblbooks.in

uig 12: aiglev Print-g3 &8M(b&& S eUettTHems AHFFL b

Open =
Save Print

Save As

Print

Share

Students marklist - Excel (Product Activation Failed)

........

Name | Tamil | entish | waths | science | socalscence Totat
[— 2 | = as
e v | =
vigen ®

=0
Export Brother DCP-T710W Printer
2 e
R <> EPSONESE41A (1405 Set printer Status
= i
Close Offline Status: Ready
A Fax Type: Microsoft IPP Class Driver
Ready Where
ot Microsoft Print to PDF  Nttp://[fe80:a6fc77fffe0e:3feli%14]:80/WebServices/Device
Options =) Ready Famment;
< Microsoft XPS Documer.........
== Ready
<» OneNote for Windows 10
== Ready
= Send To OneNote 16
=¥ Ready
Add Printer...
Print to File

[ a0 Print sheets at their actual size

Page Setup i 1 o
o

LLD 3.4 S6U60THemS NFS(bGHeD

P19.646m:

MS Excel s uwiettLpbSE 0BMbSHSLILULL UHHUled 2 _6Tan HHEUDHET S L 6U6EU0T 6L EULDITSH
ol SiIFFLLUCL&).

&melevormedl Lirflih &lem &6

6. 6T600T

FHemeoLiLy/BmMé&LD

B emevoriiL

1

Excel Basics for Beginners in Tamil

https://youtu.be/gNm_6inyqQc

2

Print and Page Setup in Excel in Tamil

https://youtu.be/g8nc-_ LKB_|

178 Geusmeveumiiliyg HmeoTae6iT
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MS ueur umuietoremLLl LWeTL(bSHE OSMbeHSLILLL
GeuemepeumilLiy Slmedr ellendHHHHTL AW 2_(TH6UMHEHFHD

o allensassmdenwi unm Yiflibs esmeTense0
e MS ueuf unuievor— @6d elenTéeHSHMLFlemwl ©_(hHeUTEHEHSH6D

e MS ueu umuilevor— @eb 2 _siter led eN(BLILIMKISEMET SpTMILIGHED

a&enmuier £ 2 6Tem OFWEOLIT(bSET:

MS Ueur Limullesort_
® ellemd &8 5Tl R ullemeot ®

& H6v

I

GHEMHSSHUILLL

llem&H&HSTLFILil6
Sremel 2 6Terl(HEev

Capemeuwimer &Hell&aT HMID LT ELIMH6TSH6T:

6u. | smmefuiledT ewiy SieTey/WglLiL 6T600T 600115 6] &
6T600T
1 Guenss sevoflenfl 260605 15 eswedl/4gl9 RAM 1
LDLq.& & 600f1 601
2 MS Office ewoedTaM([He6iT eFwevbLbSFHILLL MS office 1

MS ueurf umulletoremL L1 LweTLI(bSH e&MbHSILLL Beuemeneumiliy Smeir eflendsoHHMAemt 2 (HeUTSHESHED 179
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ENGLISH LANGUAGE SKILLS

OBJECTIVES

To create an amicable atmosphere
» Introducing oneself

» Greeting a person

» Asking simple questions

» Describing a person , place and
object

» Talking about likes and dislikes
» Inviting someone
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Employability Skills

» Ordering food at a resta
b Narrating a story
b Giving directions
» Visiting a doctor
» Opening a bank account
» Giving and receiving feedback
b Making objections
» Giving simple instructions

®

UNDERSTANDING MYSELF

OBJECTIVES

To able to Know your friends and teachers
« Introduction to the ES Curriculum

« Personal and Interpersonal skills
+ Know yourself and know others
« Explore the future of work

« Becoming a self learner

« Learning online

« Interest and abilities

« Role models and aspiration

« Building my journey map

OBJECTIVES

To able to define communication and
understand the necessity and
importance

o Introduction to communication skills
Components of communication

- Verbal communication - speaking

- Verbal communicatien - writing

. Non - verbal communication

. Work place communication

- Workplace communication activities

COMMUNICATION SKILLS
- Self expression

. Project group discussion on a

. Handling conflict and criticism

- Digital communication -

. Project !
- Practicing effective communicati
. Mastering effective communic.

+ Assessing your communicati

profe
networking

Digital communication - explo
create and communicate thr
email !
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OBJECTIVES

of computer and describe applications internet
of computer

= Exploring a computer
« Basics of operating system and career growth
- Exploring windows operating system « Mabile phone
« Exploring MS word « Social media
« Exploring Excel

= Exploring power point

= Internet

DIGITAL SKILLS

To able to know various components -« Best practices to follos

« Internet safety
Basics of computer + Mobile applications

« Exploring popular sites for |

BUILDING 2157 CENTURY SKILLS

OBJECTIVES » Time Management
To able to know Attitude and » Productivity
their importance. » Personal Growth

> Attitude » Personal Growth To Organisa
» Problem Solving and Economic Growth
» Decision Making » Team Work and Collaboration

» Negotiation Skill

» Conflict Resolutions

» Stress Management

» Stress Management Tools

FINANCIAL LITERACY
OBJECTIVES

To understand the concept of money, identify the
functions of money

v

Introduction to concept of money

\

Basics of banking: types of bank accounts

Opening a bank account and basic banking transactions
Online banking and digital transactions

Mobile payment app

Savings and investments

Project:visit one nationalized bank and open a bank
account

¥

v

%

X

v

Process:PAN Card and demant account documents

v

THANK YOU
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ENTREPRENEURSHIP
OBJECTIVES
To able to know entrepreneur , entrepreneurship and enterprise.
Entrepreneur and Entrepreneurship
Being Entrepreneurial
Entrepreneurial Motivation, Performance and Reward
Sources of Business Idea
Micro, Small and Medium Enterprise(MSME)
Various Schemes and Institutes For Self-Employment
Marketing, Advertisement and Publicity
SWOT and Risk Management
Project Information, Feasibility and Legal Formalities

¥ YYYY¥YVYYVYY

GENDER

OBJECTIVES
To able to understand environment around us

4
\

» Understanding the werld around us

» Understanding bias and discrimination

» Understanding the difference between sex and gender
» Stereotypes and gender based stereotypes

» Gender roles in family and society
>

Understanding violence and Indian laws that protect
against violence

» Role model of different genders

PREPARATION TO THE WORLD OF WORK
OBJECTIVES

Identify the difference between job and career & difference betwel
personal and professional life

= Introduction to the world of work

= Difference between job occupation, and career.
< Setting goals for career

+ Handling Rejections and Failures

% Building My Resume

+ Review Of My Resume

= Interview Skills

« Preparing for an Interview

“ Mock Interviews
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Example: Regarding Leave Letter—Student name:MAHESH-18/11/2022

Regarding Leave Letter-Student name:MAHESH-18/11/2022

To Headmaster's E-mail ID
Cc Class teacher's E-mail |
Bce Parent's E-mail 1D|

Regarding Leave Letter-Stu

-aX
~

D

dent name:MAHESH-18/11/2022

© Q666G 2

LLLD 5.15 Compose euwuiled

Lg. 15: emevenio HAMWIHES fibLILS SHSLID 6T(RSHAYLD.

g 16: ussSHHeor EGL 2_ererm "a@uJu(Se

nd)’ erebTLIEDSS Herfls QFLILID.

Regarding Leave Letter-Student name:MAHESH-18/11/2022
To Head master's E-Mail ID

Cc Class teacher's E-Mail ID

Bec Parent's E-Mail D]

Regarding Leave Letter-Student name:MAHESH-18/11/2022
From

MAHESH,

XI-G,

To
The Head Master,

Respected Sir/Madam,
As | am suffering from viral fever | will not be able to attend the clas:

Thank You.

© & sSansSerif v 7T~ B I U A~

Government Model Higher Secondary School,Edapadi,Salem-637 105.

Government Model Higher Secondary School,Edapadi,Salem-637 105.

(18/11/2022).1 also request you to excuse my absence for the School Day Practice during the mentioned period.

m
iii
iii
ITI
ITI

ses for one day (18/11/2022). Kindly accept my request and grant me leave for one day
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https://www.youtube.com/watch?v=wm2k6érzUz54
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https://www.youtube.com/watch?v=fCQBKKxjhcQ
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Self-Introduction

e To able to introduce oneself in front of others

PROCEDURE :

Step 1. Introducing yourself can be an
opportunity to introduce yourself in an interview
or in front of others

Step 2: Start with the greeting and thank for
the given opportunity.

Good morning, First of all, | thank you for
giving me this opportunity to introduce
myself.

Step 3: Name and place should be mentioned
first

| am Karthik from Nadupatti,Salem

Step 4 : Age and educational details should be
mentioned next.

| am 16 years old and | am studying tith
standard in Government Higher Secondary
School, Nadupatti.

Step 5 :Then tell About the Family members.

Let me tell about my family, we are four
members in our family. My father, mother
and an elder sister.

Step 6 :Tell about the hobbies and extra-
curricular activities.

XI_TM_EMPS_Practicals.indd 187

My hobbies are reading books and playing
games. | have completed 5 days Internship
in State Seed production farm.

Step 7 :Further brief about strengths and
weakness

I am a quick learner and | work hard.l
have a sound computer knowledge. But
| am introvert .However, | have started
socialising now.

Step 8: Tell about ambition of life
My ambition is to become an Entrepreneur
Step 9: Conclude by saying Thanks.

Good morning all, First of all thank you
for giving me this opportunity to introduce
myself. | am Karthik from Nadupatti, Salem
| am 16 years old and | am studying 11"
standard in Government higher secondary
school, Nadupatti Let me tell about
my family we are four members in our
family. my Father, Mother and one elder
sister. My hobbies are reading books and
playing games. Also | have completed 5
days Internship in State Seed production
farm. My strengths are hardworking and
quick learner. Also | have a computer

Self-Introduction 187
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knowledge. My weakness is | study a lot because sometimes | can't spend time with my family
but | am trying to overcome this weakness | spent time with my family on holidays. My ambition
is to become an Entrepreneur.

Thank you.

Conclusion:

Thus, self-introduction is done successfully.

Video suggestions:

S.No

Title/purpose

Link

1

How to Introduce Yourself?

https://youtu.be/JZKIMZwUyUU
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GBI 150 6T6TuTSH6IT LIENE0T SL.(b&H6T 2_pLGHE
QFILSHED

Lomemed 3:00 Lpevofl omemed 3:15 o6vofl euemT

Bem_Beuemer BmLd

WHused 3:15 wmemed 5:00 evof] eUemT

GBI 150 6T6TuTH6T LIeH60T SL(b&H6T 2_pLGH
QFILSHED

Lomemed 5:00. memed 6:30 evof]l 6uemT

THETOTLIT &(EThL60T 660TM)| G5 ([HSHeD

Lomemed 6:30 Levofl @Tey 8:30 evof]l euemT

6Xlem6ILIM(bS6D LOMHMILD G (bLoU 2 MILIS60TIT & (ETHL 60T
CrrHemd 61Fe6edl(hsHed

86y 8:30 wevofl ey 9:00 Levof] euemIT

SGbOUSHIL 0T @6 2_6v016Y FMLILN(bSH6ED

816y 9:00 weoofl @mey 10:00 evof] euemT

UTSHSITRISEDETE &(LQ6USHED LODHMID CLITIHL &HemarT
U OFUISHED

&6y 10:00 evofl

EMTEIBE 61FE0EYIHED

NI

Lem60T SL(b SWNl&G agmpleonafling 6@ mremer Sl LA (beTGermeor.

Bl Gaeeanitys Sperser
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a&MboHBLILLbeTer SB (BaLLL eurkid)
H6E00TSH @ GSMLIAIGLD LG 6USHemS HITLILISH60

o eurhid GalAllI 560015 & OSMLMhIGLD LG 6)&H6mS IHITLILGH6D.

Cxemeuwimest QLMIHL&6T LonHMILD
elleurhiser:

eflevorevoriLl  Lqeud, Gueorm, umeGUTTL

SNy LemSLULLD, UenF, SiemLIINend
&FnedTmledT LiemSLILIL. [H&H6D.

Q& WP DM

ug 1 Sieeueds Lwetuni euflemsemw

BTy GeuetorLimb. Siemd eurhidl siflamiflaer
LG HITLieunsei
Ug 2: euMqSHendWner] 61&6deueor,edFeoe

g Hm, Smwd Careyleurigenws
Caimesnds  seofllulL  elleurrhisemer

Hlrliueyo

ug 3: ellevorevorliugnofledr eLwemy BTl
Beuetur(hld

g 4: eflevorevorLLSTIT nlweurns phHTed,
Shemd WHMID SHTUledT SHSMT  6T6T0TEMETOT
IBITLILeYyLD.

g 5: eflesorevorliLg et HITHST (W& 6urflemul
ET(RS6YLD

g 6: elevorevotLILIG T Ifl60T 8o (bH6D
efleunrhlBemen SihSbHS Ljeorkiserfled HITLiLeD

ug 7: semLwner CuréEssSSHnens ST
SiLemL, LMedT SHMIh, Greqedr sk GumedTm
SIEHLIIMETE  FTOTMISH6MEIT  [H&HEDSEW6IT
Beme6vo1SH &6 LD

ug 8: eNlevoretorlLBNIT 6UREHS 6
aflps mpul Qmes Geustorpld LMHMID
g 6uGHSHled 16U SHerfleor eXleurhl s emer
Briu Geuetorpld. && oM HEUISHDS
LLGCL CaemeuliibEDE.  (LP(LQEDLOWITET
KYC Goemeuser isHd &L med
Bzemeuulevemed

g 9: eXlevorevorILGTIIfl60T 6M&EWITLILIS &IL 60T
316 euraiHuIGeom s1even g Geum) eurtdluiiGeorm
OO &H0UHG 6NEUTTRISENET  CULPMHIEG UG
&SL_LITWILD

ug 10: ewaiduled GaOILS SHeoTTHMES
Hobs Un®, s06GS SDULL LY euHns
uGdH-Il & Hiriu Geusvor(hib.

UG 1 &Heo0HG 6uemd, 6NlevorevorLiLgmifleor
euwl eleunrser, GHemeuwneor GFemeu
oo Il  eweHWMLLD  SpSweunHemnm
BiTliueyLd.

g 12: eXletorevoriugems LisHH asils Nns,

eflevorevoriiugnmifleor  umeLGUITL  Siemey
yemaluLdemsd - CHemeuwlmeot BLsHed
&L L.

Q&M (bdaLILL (heTem SB (Bailly euriid) SH6001éH@& OSMLMIGLD LigeudHens HITliged m
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uig 13: LU Q&I &60016HE OSMLMISLILLIGBHSTE, HITD 6LUTHL cuemsenw CaHiey 1&g,
CoemeuliuLmed Lflibgiemnr elleurrhisener 6128 Geuevor(hLD.

ug 14 euflenlpgeosefler efldlpenmast WHMID HLbHHENETHEMET SHEUEDTONSHL LG SHE,
eflevorevotL L TIIfledr em&BEWUMLIL LG 6USHS6D 60&HIMLILLO(HIHIGET.

g 15: @nifHlwins, eXlevorevorlil Lig.euSHens eurnid siflasmfluiib swoFliféss Geuessorlb.

o At w2 ¥
State Bank of India

To be separately filled by each apolicant {ne

“Fur officeuseonly) CIFNo. =
| AccountNo., |

R
e S s S s ol R ) o
|

| v\ DD 2028

2. Fields marked asterix (*) are not mandatory.

Personal Details

1. Please fill up in BLOCK letters only and use black ink for signature. Please leave one box blank between two words. Tick (v) the appropriate boxes.

oL TR - WG TR ST

3. Please affix a passport size photograph in the box provided. Also enclose another photograph for affixing in the pass book.
4. For opening account of minors, where proof of identity/address is not available, the same will be provided by Father/Mother and Natural Guardian.
5. In case of illiterate customers, Left Thumb Impression (LT1) to be affixed and verified.

Customer Type: | |Public | |Staff Senior Citizen: | |Yes Minor: V(Yes

Name: Dol | s, ° Other

RAA Al [T T EERELSaEaEn L EENEE
Name of Father | Husband / Guardian: | “fr. | |Ms. | |Mrs. | Other

Ao S T T TR TTTTITTTTTITTITED PEL T
DateotBinth: 220220 07 Gender: | Afale | Female INDIAN

Mothers MaidenName: 31U A A 11 Marital Status: || Maried [ “Onmarried [ Others

UD: KX X XXX 3 30K X X e <] s

UID of Father/Mother (in case applicant is @ minor): | &| X X 3 % X X| ¥ x| Xse x|

EREEE]

| s TAMIL NADUY

| Unique |
- Identification .
I Number |

ew:|Bleoble | [ [ (][ [m63[83)16
Tolphoneno. [ [ [T 7T T T T mMobleno. (9449 7Rk | T
A : ! be used for |
Permanent Address = i E | M:Eh SMS |
al
AT COMBOVRDRIRIINE T = S0 - ) T IGE e e e e BT R S e S ke
(Bisi/el.[ palMav placaniwiabld [T [ [1[]]
MplAy) clceeqE posST | 4
Landmarittrest | | | | T Fam e ’i'"_' ‘ ‘ B 22 0 R A e G I V S S M g U S Ll
o:@RObE [ | | || |mg3)gg/6 | |swelTAMI L NADY [ [ [
Telephone no. L= B TS - e e R R
i L i i L 1 | |
Email Address: T O ¥ %X % x@‘ﬁ \Ma‘f L clom | 4i_ Eal ]
; B ! addressis |
Additional Details (wherever applicable) = . 3 I required for |
o alerts and e- |
Income: | monthly St | statements
*Religion: [ Muslim B R N T e
*Category: | |Genera | 0BG 1
Educational Qualification: N ] | Post S S st e
Occupation Type:| | Salaried | | Self-employed | |Business | Retired & Stdent | Others I lvmz;:‘fwi
Organization's Name: ity L __________ ‘*Designation/Profession: SRR = g lmmm
Passportoa. [T T[T [ [ [T 7] vomm EEERESERNSREREE, e
T T £ 2 i
LT.paN: | | ] Lt Pl ”l:. OR Form60/61 | -4i PAN s ot |
Vehicle: __Jcar [ Two-wheeler |Other o ! available !
Life Insurance Value: || Upto 2 lakhs [ Upto 51akhs Above 5 lakhs |P"::;|'6m;
Life Insurance: | SBiLife foi} Ot~ =i e T :
Existing Loans: [ |car Loan || Home Loan _| Personal Loan ] Loan |
House: | Ancestral [ Owned | Rented | Employers
Mutual Funds: [ |sBIMF [ other [ INoinvestments
Credit Card: []sBicard [ Others SRS

Geusmeveumiililg HmedTaeiT
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Passport ALONE where the address on the passporl is the same as the Corraspondenoa Address menuoned on the first page of this form.
movedse | [T [TTTTTTTTTTIITTTTTTT] sesssome [ [ TTT]]]
OR
Any one document from each of the undernoted two columns for a photo-identity and proof of address (Please tick the appropriate box and give details below):
Proof of identity Proof of address (of Correspondence Address)
A) Passport where the address differs A) Credit card statement
B) Voter ID card B) Salary slip (with address) .
C) PAN card C) Income tax/Wealth tax assessment order “r phm m |
D) Govt./Defence ID card D) Electricity bill I ane self-attested -
. photocopy of
E) ID cfand af a reputed employer E) Telephone bill |umw e
F) Driving License F) Bank account statement Address proot |
G) Photo-ID card issued by Post Office G) Letter from a reputed employer ‘ sach, Originals |
H) Photo-ID card issued by Universities/ H) Letter from any recognized public authonty | thereof will have -
Institutes approved by UGC/ AICTE I) Ration Card | e !
1) Letter from a recognized public J) Copies of Registered Leave & License Agreement/Sale Deed/Lease Agreement et
authority or public servant verifying K) Certificate issued by warden of hostel of University/Institute (approved by
i o [] | USC/AICTE) where the student resides*
L) For students residing with refatives, address proof of relatives along with their [ ]\
identity proof*
No.: No.:
Issued at: Issued at:
Issue date: Issue date:
* Refer to the Savings Bank rules
‘Requisdor
I RHuARA . A” ! ) _ havingCIF no. 03 x &isc% s sese] | confirm that i
I'am an holder of account number | X X‘ )( x )c 5(‘ )( k J(‘ )!. of State Bank of India for the past Jq& months/years and personally :;Tirr::lif
know the applicant(s) for more than (1 montts/years and cunﬂnﬂ his/her/their identity and address as stated above. . :q:?::egc
are fulfilled. |
Date: | 905 2o 2l XX XK
e e Signature of the Introducer Sign verified by (Sign, SS No. & stamp)

With State Bank of India agreeing to open my Small Deposit account under liberalized KYC norms specified by RBI, | undertake to submit the
required KYC documents as and when the balance or total annual transaction in my account exceed the stipulated limits in this regard. In the event @
of non compliance the Bank is within its rights to stop operations in account after advance notification as per RBI instructions.

Signature of the Applicant

DEtail of SthepAccourtsin. e o e T T T

Please give the details of your other accounts in OLII‘"U"'IBT Bank

rnandalory
Bank Branch Type of Account/Facility(ies)
ToR ERodE SELFE
= e
one: 1100520212 ey
Place: F.I_aom; g g : !_fn'v- k

FOR OFFICE USE
Details of one or two identification marks, if any, such as a mole or scar (mandatory for illiterate applicant)

Verifying Officer/Open CIF = —
Signature:
Naie; SS No.: {Authorised signatory)
Designation: Date: Date: SS No.

QaMbdaLILL(beTer SB (B eurkid) H6001éHG OSMTLIRIGLD Lig6u&Hems HITLILSH6 @

XI_TM_EMPS_Practicals.indd 193 @ 2/22/2023 2:42:13 PM ‘



T T[] www.tnschdblbooks.in H = HEEN

AT B2 S
State Bank of India

Branch to affix rubber stamp of name

ate: |_[_£_O_§:‘22_2 \5‘ (For office use only) Account Nu.;: i

and code no ‘

Type of Account |
Savings Bank Account (with cheque book) Recurring Deposit -
Savings Bank Account (without cheque book) v Term Deposit | type of accountto |
No-frills Account Special Term Deposit [ Jeopenaato | |
Savings Plus Account Multi Option Deposit Scheme linked with Sl sk I
Premium Savings Account Savings Bank EI Current Account [ ] | please contact |
Current Account Others (please specify) { Bankiomale, |

Dtails of Agplicant(s) i

Sole/First Holder Name:
T T T VS R U . R ) T ) T
LQ'A Fioa AMSAEEEER IAEERRNERS RN NN gL T
Second Holder Nlme CIF no. (to be filed in by branch/LCPC): | | |
i e : = ol [ S 2 il ; :
LhE T LI LT T T T T LT LETT ] bbb ] ] |
Third Holder Name: CIF no. (to t in by branch/LCPC): | | Ul el

1. ATM-CUM-DEBIT CARD: (for Intemnational card and its variants, separate application is to be submitted)
Card Type Name as would appear on the card

r\;ﬁ)omesﬁc "—}Gold International :
|| Domestic | |Gold intemational |
|| Domestic [ Gold International |

@ 2. INTERNET BANKING: vmnm rights : [t [ ] 2nd ard applicant Transaction rlqms 71m _,2nd Lot @
3. MOBILE BANKING:  Mobile Banking sorvlc- to be onablod on this no. X 3¢ X X 3 S sesese X
4. SMS ALERTS: SMS Alerts on mobile number as mentioned in Part- :i_?jﬁaquirod ;_j Not required
5. CHEQUE BOOK: Type of Cheque Book: | | Ordinary || Multicity | |Both  * Charges appiicable for Muttcity cheques
8. STATEMENT FREQUENCY: | v/ Monthly " Quarterly | | Half-yearly
(for current st to be sent to e-mail id as mentioned in Partd: | Required | Not required

Mode of Operation

Bgelf only | Eitheror Survivor | Formeror Survivor | Any one or Survivor || Jointly N A T,
Specimen Signature(s) 3
Paste a passport size Paste a passport size Paste a passport size
photograph inside this photograph inside this photograph inside this
box box box
Ist Applicant 2nd Applicant 3rd Applicant
| |Please Slg:‘
in black ink |
| only. .
Signarnreds) / Thumb mpressons) Sole/Fust Hokle: # XXX Siegnaure, S8 No. and Name of Vertfamg officer ™ o e — - |

Signature(s) / Thinb impressionis) Second Holder Sipnature, S8 No. and Naine of Veriying ofllcer

Signature(s) / Thimb mpressionis) Thind Holder Signature, 8§ No. and Name of Verifvmg office

]l Gaseamitys snerssr
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AT B2 S
State Bank of India

1. TERM DEPOSIT [] / SPECIAL TERM DEPOSIT []

Amount: Rs. (in words) 2 T T
Period: year(s)  month(s) days. In case of Term Deposit, interest payable: Monthly Quarterly
Maturity instruction: Payment instruction (Maturity Proceeds/Residual Amount):
|__| Auto renew" principal Auto renew for period: || By credit to my bank account no.
Auto renew* principal & interest e B
Ao Terew R —year(s) ____month(s) ___day(s) | B B o O
|| Pay principal & interest | | Pay principal By Banker's Cheque / Demand Draft

*Renewal will be done at the then prevailing interest rate
2. MULTI-OPTION DEPOSIT SCHEME
I/We hereby give consent for debiting my/ our account for recovering service charges as normally applicable to Savings Bank and Current Account.

Linked Saving Bank/Current Account No.

3. RECCURING DEPOSIT »
Monthly instaliment: Rs. ) ‘Standinqins!rucﬂon (ifany) Debit account no. i i Aok :
Period: _ year(s) ____month(s) On Maturity, credit proceeds to account no. 4 ]

4. SAVINGS PLUS [[] / PREMIUM SAVINGS ACCOUNT []

Auto-sweep facility links Savings/Current Account with Term Deposit Account. Your Savings Plus/Premium Savings Account balance above a
threshold value, for a minimum amount of Rs.10,000 and in multiple of Rs.1000 in any one instance, is transfen'ed to a Multi-Option Deposit
(MOD) and eams interest as spplicable to the MCD.

Minimum balance required:
Savings Plus Account: Rs. 5000
Premium Savings Account: Rs. 25000

Threshold Amount*: Rs

Sweep time: day (example Monday Tuesday) of very ¥ week (only for Savings Plus Account)
OR (example 1st, 2nd) of every month beginning on \

Under reverse sweep facility for breaking the MOD, the MOD to be broken by " | Last in first out | First in first out

5. NO-FRILLS ACCOUNT

| declare that my present gross monthly income is not more than Rs. 5,000. | shall inform you whenever it exceeds Rs.5,000. | understand that if the
value of my business connection, including other liability products like Recurring Deposit or Term Deposit, exceed Rs.10,000/-, this account will
cease to be a 'No-frills' account. The account will then be treated as a normal Savings Bank account, governed by the terms and conditions
applicable to such accounts. | shall abide by the 'Know Your Customer’ norms as stipulated from time to time.

6. FOR JOINT ACCOUNTS WITH 'EITHER OR SURVIVOR' OR 'ANYONE OR SURVIVOR' MODE OF OPERATION

We have to advise that State Bank of India may pay to anyone of us, any day either before or on due date, on or after due date and where no due
date is fixed, on demand, the principal alongwith interest. Payment to any one of us is discharge to the Bank from all of us, until you receive a notice
contrary to it from both/ all of us. In case of death of any one, amount is to be paid to the survivur(s)

| 1/ We have read and understood the rules and regulations of the pmdud(s)l service(s) opted for and agree to abide by the terms and conditions relating o tha i
| conduet thereof as also any changes brought about therein from time to time, A copy of the Savings Bank rules and regulations has been made available tn
me by the mode of a tear off, Furthor, liwe understand that liwe have the option to operate this account through my mobile handset using MPIN as per Terms | |
and Conditions displayed on Bank's website www.sbi.co.in. Further, l/iwe have read and understood the provisions ¢contained in the *Terms of Snrvlnei
document” of *OnlineSBI" on the Bank's website www.sbi.co.in and accept them. liwe agree that the transaction executed over “OnlineSBI" under my |
| Username and Password will be binding. The Bank is entitled to amend the “Terms of Service document” of *OnlineSBI” from time to time. |

| -. P!aasa I
i | Signin !
1 " | ! blackink |
sanans : . P | R
Nomination:
, if required fill Form DA-1 on page no. 2, otherwise s!g.rl below [ = o |
|/We do not want to nominate any person in this account - s:;:ﬁ |
! black ink
FOR OFFICE USE
Certified that the implications and conditions for the operation of the account have been explaxned to the depositor (only in case of illiterate appllcant)
Dpanaccount R N T Account numb 7_7 ated: R
{ Date N ] (Authorised signatory) Date (Authorised signatory)
i) Internet Banking (INB) Kit No.: b ki by e vii) Account sourced by B Correspondent/ Busi Facilitator - Yes/No

ii) INB Viarwing" Transactiom: ] rights given on:

iii) Mobile Banking MPIN given on:

If yes, Name/ Designation:

— Code no. of BC/BF:

. : - viii) Account transferred / s et T :
v) Nomination serial no.: Home branch changed on: A [ 5 I e St

iv) ATM Card data transmitted on:

vi) Threshold (KYC) limit: Rs. ix) Account closed on:
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SAVINGS BANK RULES

T LG | et 1 e sapshormme

WA ¥ e P

State Bank of India

‘Kncrw Your Cughomer Quiseingg
Aty paBon AUIING eCCoun 0P ng requirements may, Upoan eqrecing s comaly wth e pressibed sules. open a Sa-ings Benk sooount. onoviced snate
Tumienaz 0ot of |Zentty and proot 2F eodness Be redqu rd by tre Bank, (U ko, 1]

PROOF OF IDENTITY PROOF OF ADDRESS
1. Passpart. il the adaress differs fram the ane 1 Credicard sainment
rerorks: in fh pering ki 2 Gulkryslip
2 ‘ober |0 Cardd il the ackiness diffiers fram the 8 Ircoms li bl lo asses
wrie rnenlizoed in e accaan opemie; oo 4 Clesricily kil
3. PeNCad B Telaphane HI
4. Gowl )/ Defiercs 10 cand B Bark sccoun, saemnerl
5. |Dcards of repuled employen T Leiter Irom & repuied emplogar
& Dhiving Licanes & Lelber rorn any recog zad putlic aumorily
7. Parsion Faymani Ordars (Goul PELE, 1 B FRahion cand
the adcrazs difers Tom ha 2re 0 Cogiss of Hagizaed Laave & Lizenss sqrsamantSak Deacl aass A esmen
meriionas In ihe ecooun cpening fom may ba apcacted as croal of edorass
8 Pnoto D Cand Esued by Post Oitices | Carltt cabe isaied by Fostel and a g0, proot of reskdence incomoratng incsl edorass,
Poto idamity cand =sued to bonatda students of 5% vl a5 pamanant soiress Esued by eapective hastal varden al alorasad
Linvershiss! Insthras appeoved by LGS AICTE Lin sarseairstitule whera the studsn msdas, duby countar signed By 108 Hagisian
PrinzipakTiean of Shadgnt Walfera, Such azcaunts s1ouki ba Zossd on comzlaton
o exiieation Innwng the Linversing Instoons,
12 For sludems rasding 'wi 1 mlatees, addmss poal of ralatives along with theiricertity
|2k el 4 3 by ol prenvndeed ciechimtion is siven by e melatea: that e
sl i reatesd o Rim and i slaying with him.

Hamination & Survivarship Facility

I nom nation feciily 15 evalahie on Saangs Hank Accounts ard 1@ account hokders ane aokisad 1o aval of this tacity for smoath sefmema ol calT by lega
teirs inudaresasr croumstances, hominaion can &6 made in fawour gl crly one namines, [n zase fhay do Nt wish 12 meke a nomnaton, ha lac should te
recorcicd an fha account cperng formunder ke ful s gnatue. Sz acco.nt win surdeors i benchif can be aperaiec by ihe suraeas nsuch croumstances

(Fudm ks 10,3

Types af Accounts, Balance Stipulation & Sarice Charges

The apzlcarks can aoen an acconl ornar with chenqun Boak iz by o winaut cheqas boas Tha oumers mismam quatery seweeage iabness pess! r
thesa azzsunt types and tha charges preserized for nsr-maintarance: of mnimem zalanca, an: avalabe at ke Bank's wassia waeshicn, n Tha irformaticr
ran alsa be niained from Branshes, Taem is 12 eeiing on maxmum balaren in Sxdangs Bark account, cucnpt Sar Minees accoo, (Ruas kos 1112)

Minor's Accounts

Kinors who can azhera o uniform signatue and ame nof kess 1an san years okd can open accounls inihar single naTe and maeintain haein & mexmaT
balarer o B ANOKEY- [R5 Fan lakns anly! Minaes Tay open nonkaccols wih fhor mnns. (Fuln ko g

Haw to Dpan an Account?

In amrary courea, applcaiis) shoud attend the Bank parscrally or complation of fomaltiss for penrg 718 aecount They wil duly 1il in and sign the
prascrihas appizatian fem Applicannls] shaukd submn wa copes Ot hiss o' 1N8F ooy faken pesspon sime phonagraphs, Aceoum boickr's 5 gaahunes
st by bagivks and wel formed. Sgnaunes shoud not ba in capilal or ko emers. Each accourt wil be guen a distinciie sccoun) numzen Whia dealing
@ith thre Bonk, this numbar shouid bz inennhiy oumas by the aooount Brider(s). Tha acoourt baiders, insher sofineeos, am cezeeied s adheen oo
sigralune as per specimen recode s wih the Sank wile ppereting the agooents ard addessng any oorespansience wa the Bark. (Bule kos 78,4, 13}

Pass Book

Thr: pass hapk and choque ook sinplien 12 72 accnoed haidar shaukd ba kepe i a saie place Tee Rank wil nat ba raspoesizia for ang ines o7 nenrmeet

s 1o thern by B

lian | erroes or mssion,

1 lieea ol e bost O ol perss Dok may rt rescepl ol g wiillen regquest oo accourt holder allen recessany anzuiies, canpl
of formalities ard racovery of peescr bad cherges. The camen changes prasoribed for his ans aeeithie al he Sani's websle waw.sti oo.n. Thig inlormaliz
can alan be oblsited rom Branches. (Muke Mo 20

Charge in Aules

The Bark -esemas the rgal 1o abe: daiele or a2d 19 any of thess Fules ane sevce charges Yarwhich Pe custerer wil Be duly raliied threogs Baneds waebisile
and’ o branch nalics beard, (Rule has, 39, 98]

Cheque Boak

Thes Bank will see the lrs: clegoe 2ok allen complation ol &l formalites wid rgeand 1o open ng ol e soooun. Sochangs will be racovenas Toissoes of ey
[ cheque lesves na yaar faeth B CR and ron MICR). Theraallzn, 2erdica chanpe will ba changad (o the cuslormen's il The curieri changes prasoribas
low this are aaizhie &l lhe Bank's vassie we slalebavwoindia con. The inlormalion can ako e oslgined 1om Branches. Tha accoun: holders sl wEe
orly tha chagues Irom (e chequs books issusd 1o lhem by T2 Bank Tha Ban resanes the rigal o elass payment of &y cheguas diaen clhensie.
Orciner by, Biar vl nok is20a mare than ona chaque book &1 a fime of cetos axheating all o naady all chequa leeves issuad previcialy (Auls Ma. 27)
Cheques must 0e wiitlan legibly and any abaslions o cuttings shouid be suthert caled urdar full sgnalure which mus: conlorm 23 the scecimen rasondac
«ith the Bank {Huke M. 28) Jap paymant inglructions in raspact of chacues izaued or st cen ba raglnarec Wil the Bank on pay Tient of & prascrbac sanece
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State Bank of India

OPERATIONS IN THE AGCOUNT

General
Savings Bank account is essentially a facility to bulld up savings and hence must not ba used as a Current Account. Bank may close an account should it have
any reason o believe that the account holder has used har/hus account for a purpose for which it 18 not allowed. Rule No. 5)

posits
There is no restriction on number of depesits that can be made into the account. No deposit in cash for less than Rs 10/- will be accepted. Cheques, drafts or
other instruments drawn only in favour of the account holder will be accepted for credit of the account. Third party instruments endorsed in favour of the

account holder will NOT be accepted, No drawings against accepted instruments will be normally permitted until these are realized. In satisfactorily conducted
accounts, immediate credit will be afforded for outstation instruments deposited up to Rs.20,000¢-, which may change from time to time. The normal collection
and out of pocket charges will be recoverad. The current Iimit and charges prescribed for this are available at the Bank’s website www.sbi.co.in. This
information can also be obtained from Branches. Overdue interest will be recovered for instruments subsequently returned unpaid. (Rule Nos. 21, 22, 23)
Withdrawals

The account holder can withdraw money personally from her/ his ordinary Savings Bank Account by using Bank's standard withdrawal form. The pass book
must accompany the withdrawal form. The withdrawal form can be used only for receiving payments by the account holder himselff hersell. ATM-cum-Debit
card can also be used in ATMs for cash withdrawal. The account holder cannot withdraw an amount less than Rs. 50/-. All withdrawals must be in round Rupees
only. Third party payments through withdrawal forms are nat permitled. A letter of authority as per the prescribed format, along with the Pass Book should be
sent to the Bark through an authorized representative to recsive payment in case the account holder is unable to attend personally to withdraw cash from
her/his account. (Rule Nos. 24, 25, 26) The minimum drawing permitted per cheque form is limited to As. 50/~ There is no ceiling on the maximum amourt that
can be drawn through a single cheque. (Rule No. 30) The maximum number of debit entries permitted in an account is 30 per half year or as decided by the
Bank from time to time, excluding transactions through alternate channels like State Bank ATMs and Intemet Banking. Cash withdrawal at ATMs of ather banks
will be counted as a debit entry in the account for the above purpose and ara nat to be reated as transactions made through alternate channals. Charges
prescribed for exceading this limit are available at the Bank's wabsite www sbi co in. This infarmation can also be obtained from Branches. (Rule No. 35) Cash
withdrawal can be made from the accounts of the sick, old or incapacitated account holders who are unable 1o attend the Bank and/or also not able 1o put their
signature or thumb impression for withdrawing cash by completing the laid down formalities. (Rule No. 33)

Overdrafis

Owerdrafls in Savings Bank accounts may be permitted under exceptional circumstances with prior arrangements only. Cheques drawn in excess of the
balance in the account will be retumed unpaid. Service charge will be recovered each time a cheque is retumed unpaid for want of sufficient funds. Charges
prascribed for this are available at the Bank's wabsite www sbi.co.in. This information can also be obtained from Branches. (Rule No. 31)

Inoperative Accounts

Account holders are advised to operate their accounts regularly. Accounts not operated are classified as Inoperative after the stipulated time penod of 24
months since last operation. Inoperative accounts having less than the stipulated minimum balance will be charged a service charge at the end of the first year
after the account is identified as inoperative and thereafter every year, if the account remains inoperative. If the balance in the account is egual to or less than
the service chargs, the account will be closed under advice to the account holder. The current prescribed charges in this regard are available al the Bank's
website www.sbi.co.in. This information can also be obtained from Branches, (Rule Nos. 36, 37)

Standing Instructions.

The account halder can request the Bank for effecting periadical payment of insurance premium, membership fees etc. by debit to her/ his account on payment
of service charges. The current prescribed charges for Standing Instruction are available at the Bank's website www.sbi.co.in. This information can also be
obtained from Branches. (Rule No. 40)

Payment of Interest

Interest at the prescribed rate will be calculated on a daily product basis and will be credited to the account half yearly on 30th June and 31st December,
Interest will be pai it works out to be As. 1/- or more and will be rounded off to the nearest rupee. The payment of interest on Savings Bank Account is
subjected to RBI directives and any change therein may be notified through advertisement in the newspapers. (Rule Nos. 41, 42)

Transfer & Closure of Account

Accounts may be ransferred between branches of the Bank at the request of the account holder(s). Request for closure of account should state the reason
for closura. The Pass Book, unused cheque leaves and the ATM-cum-Debit card (after cutting into two pieces across the magnetic strip) must accompany
such requesl. Joint accounts can be closed only al the reguest of all such joint signalories. Service charge al prescribed rate will be recovered if an account
is closed prior to twelve months of its epening. The current charges prescribed for this are available at the Bank's websile www.sbi co.in. This information can
also be obtained from Branches. (Rule Nos. 43, 44, 45)

@' Detailed rules available on the bank's website www.sbi.co.in or on request at all branches.
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WE ARE HIRING
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We need a Field Technician for our company.
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Teehnicianghl2th

Salary : Attractive
Salarvy.
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Venue eV &V cdHotel
Chennai.
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10th Pass/ 12th Pass/ITI

Experience : 0 to 1 Years

® FIELD TECHNICIAN-4 No's

Field Technician - Other Home Appliances (Level 2) Preferred
Application Last Date: 12-10-2023

Good Salary +TA +Incentives Offered

R.K Home Appliances Service Centre
1,Ethiraj Road,Egmore,Chennai-600008.

Contact: 90809XXXXX,97893XXXXX
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