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Note:i.Attemptallfourquestions.

• WriteShortNotes. /20Marks

a.ThreeStepsofEssay:

• Essay:

Ashortpieceofwritingbasedonaspecifictopiciscalledanessay.it

givesinformationaboutthetopicandalsopresentsthethougghtsand

opinionofthewriter.

• Steps:

Therearethreestepsofanessay.thatis;

1.Introduction

2.Body

3.Conclusion

Introduction:

Thefirstpartofanessaythatgivesthemainideaabouttheessayis



calledintroduction.Itshouldbeeffectivetoencourgaethereaderorto
motivatethereadertocontinuereading.Writerneedstcatchtheattention
ofthereaderbywritinganeffectiveopeaningthatswhytheintroduction
oftenconsistofaqouteorapopularsayingetc

Body:

Essayconsistofabodyparagraphthatsupportsthemainideaofthe
essay.Bodyparagraphcomesbetweentheintroductionandthe
conclusion.Itworkstogethorwithotherbodyparagraphstomakean
efficientandclearessay.Eachbodyparagraphhasasupportingsentence
thatmakesthemainideaoftheessaymoreclear.

Conclusion:

Conclusionparagraphconsistofabriefsummaryofthewholeessay.The
writerusuallydiscusstheonemainpointintheconcludingparagraph
uponwhichthewholeessaydepends.

b.FiveUsesofCommaandFullStop.

• Comma:

commaisanessentialpunctuationarkthatmakesiteasyforthe

readertoreadthecontextofaparagraph.Theusesofcommaareasfollows:

1.Commaisusedtoseperatewordsanditemsinalist.

2.Commaisusedtoseperatemultipleadjectivesthatdescribethesame

noun.

3.Commaisusedtoseperateacityfrom thecountry.

4.Commaisusedtosepaeratethedayofthemonthfrom theyear.

5.Commaisusedwhileadressingaperson'snameinasentence.

• FullStop:

Apunctuationmarkusedattheendofasentencetomakesurethat

thesentenceiscomplete.Theusesoffullstopare:

1.Fullstopisusedattheendofacompletesentence.

2.Fullstopisusedattheofanindirectquestion.

3.Fullstopisalsousedtoshowabbreviations.



4.Fullstopisusedattheendofanunconventionalsentence.

5.Fullstopisusedattheendofanimperativesentence.

c.DefinePhraseandClausewithtwoexamples.

Phrase:

Phraseisdefinedasagroupofwordswithoutaverbandasubject.

Phrasestartswithaprepostionandendswithanounorapronoun.Itdoes

nothaveasubjectcompletinganaction.Itactasameaningfulpartofa

sentence.

Example:

• Afterthemeal.

• Besidethebed.

Clause:

Groupofwordswithitsownsubjectandverbthatmakesupacomplete

sentenceiscalledaClause.Theverbofaclauseisalwaysclearand

distinguishablewhereasthesubjectmaybehiddenormentioned.

Example:

• Shegraduatedlastyear.

• Shedidmyhomework.

d.WhatisMemorandum

Adocumentthatconsistofashortwrittenmessageusedinacompanyor

abusinessorganization.Itisbasicallyaremminderofanimportanttask

thatisusedbetweenemployes.Everymemorandum containsinforamtion

aboutaspecificmatter.

Amemorandum islessformalthanaletter.itisusedtogivesuggestions

orinstructionsonspecifictopic.Itisalsousedtoconveyapieceof

informationfrom oneemployordepartmenttoanotherdepartment.

Purpose:



• Toinform something.

• Tosuggestsomething.

• Tocommunicateideas.

• Usedtoinstruct.

• Toremindsomething.

Advantages:

• Memosarequick.

• Memosareinexpensive.

• Memosareanimportantsourceofmaintainingrecords.

• Veryconvenientwayofcomunication.

PartsofMemos:

• Headingsection:

Consistofessientialinformationsuchas;To,From,Subjectanddate.

• Context:

Whichconsistofmaindiscussionandimportantinformation

• Closingsection:

Consistofconcludingsentencesthatarebasedoncourteouswords

meanttolurethereadertotakethepositiveaction.

2.WriteanessayonanyoneTopic.(340-350)WordCount /20Marks

a.Smokinginpublicplaceshastobebanned.

b.Parentsareourfirstandmostimportantteachers.Describeaspecific

valuablelessonfrom oneofyourparents

c.ThewayIspendmylockdownduringCovid-19..

ESSAY: SmokinginPublicPlaceshastobebanned

Cigarettesmokingisinjurioustohealth.ThemostignoredcautionIhave



everseen.Iwonderwhyisitwrittenonthebox,Iguessprobablybecause

thecompanyistooafraidtotaketheblameofeverysingledeaththatis

causedbysmoking.

Smoking,anactofbreathinginsmoketobetastedandtobeabsorbed

inthebloodstream.Nowmostofthepeoplethinkthattheactofsmoking

isonlydestroyingthepersonbutthetruthisthat,thesmokerisalso

takingyoudownwithhim orher.

Therearetwokindsofsmokers,oneistheactiveonesandotherarethe

passiveones.Nowtheactivesmokersarethosewholiterallysmoke

cigarettebutthepassiveonesarethosewhichbeingaffectedbythe

activeones.Thosewhoinhalethesmokereleasedbythesmoker

involuntarily.

Thisisbecauseofthesmokingispublicplaces.Ithinkthatthe

smokinginpublicplacesmustbebannedbecauseofathousandreasons.

Firstofall,thesmokerisnotonlyresponsibleforhislungcancerbutalso

forthemillionsofpeoplearoundandthepasserbyes.Smokethatis

releasedintheatmosphereisahazardforthenature,it’sthemaincause

ofairpollution.Furthermore,asmokerinapublicplacecanbeabad

influenceontheteenagers,thisactcanencourageotherstosmoke.

Smokinginapublicplacemakestheenvironmentcontaminated,which

canaffectthelungsofeverysinglepersonsharingthatenvironment,

whichalsoincludesinfantsandtoddlers.Thepeoplearoundasmoker

tendtoignorethishabitoractlikeit'snotabigdealbutwhattheydon’t

knowisthatsmokeisgraduallydestroyingtheirinternalsystem makingit

anestofsomanydeadlydiseasessuchasEmphysema,Tuberculosis,

Pulmonaryedema,Asthmaandasitis2020evenCorona.

Therefore,Smokingshouldbestrictlybannedatleastinpublicplaces.

Becauseitisbettertosavemillionlivesthanonelife.Cigarettemaynot

killyoubutthecancerwill.Andahealthyenvironmentproducesmotivated

citizens.



3.ReadandSummarizethefollowingPassageinyourownwords./10Marks

Health'isastateofcompletephysical,socialandmentalwellbeingandnot
merelytheabsenceofdiseaseorinfirmity.Healthisthusaleveloffunctional
efficiencyoflivingbeingsandageneralconditionofapersonsmind,bodyand
spirit,meaningitisfreefrom illness,injuryandpain.Itisaresourceofeveryday
lifeandapositiveconceptemphasizingphysicalcapabilities.

Goodhealthisasecretofeveryhappyman.Thereisanoldsaying,'Healthis
Wealth'.Stayinghealthyforchildrenisvitalforpropergrowthanddevelopmentof
mindandbodyastheyneedtofocusintheclassandfullyparticipateinthe
activitiesonthefield.Parentsmusttaketheirchildrenformedicalcheck-upand
learnfrom expertsabouttheirdevelopmentintermsofheightandweight,asit
hasahugeimpactontheiroverallperformanceandefficiency.Ifyouarestrong
andhealthy,youcanbeashiningexampletoothersandteachthem howto
achievevibranthealth.

Goodhealthisamatterofgreatconcern,tomaintainit,healthylivinganda
disciplinedlifeisamust.Oneofthebestwaysistodrinkplentyofwaterasit
reducestheriskofinfection,keepsyourskinhealthy,reducestheriskofheart
attack,burnsbodyfatandregulatesourbodytemperature.Weshouldsleepwell
asitrelaxesourbodyandreducesstress.Weneedtohaveabalanceddietand
goforlong,briskwalks.Ourmottoshouldbetokeepourbodycleaninorderto
remainhealthy.Wemustlaughmoreaslaughingisatherapyandasecretof
goodhealth.Thegovernmentshouldincludeintegratedhealthprogramsinto
theirpublicpoliciesandcontrolspecifichealthproblems.

Summary:

Goodhealthisthekeytopeacefulandhappylife.Themeaningofgoodhealthis
notjusttheabscenceofadiseasebuttheprescenceofnotonlyphysicalbut
alsosocialandmentalfitness.Healthisthemostimportantfactorthatplaysa
vitalroleinoureverydaylife.Achild'shealthismostimportantasithelps
him/hertotakepartinschoolandotheractivities.Andtheresponsibilityofa
child'shealthfallontheirparents,itistheirdutytokeepapropercheckontheir
child'sroutinr,diet,heightandweight.Foraquiringgoodhealth,itisimportantto
followaproperprotocolsuchasconsumingalotofwaterthatwillhelpinkeeping
ourbodyhydratedandfreshandwillpreventmanyheartdiseasesandobesityas
well.Similarlypropersleephelpsintherelaxationofmuscles.Alsoalongwith
propersleep,weneedtoeathealthyfoodandexcercisedaily.Takingcareofour
bodyshouldbeapriorityandweshouldsetanexampleforotherstoencourage
them inordertobehealthyandfit.




