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Q.Whatisintensiveandextensivereading,explainindetail?

ANS:Intensivereading:

Intensivereading“callsattentiontogrammaticalforms,discoursemarkersandother

surfacestructuredetailsforthepurposeofunderstandingliteralmeaning,implications,rhetorical

relationships,andthelike.”Ananalogyisdrawntointensivereadingasa“zoom lens”strategy.

Characteristicsofintensivereading:

1. Readerisintensivelyinvolvedinlookinginsidethetext.

2. Focusonlinguisticorsemanticdetailsofareading.

3. Focusonsurfacestructuredetailssuchasgrammaranddiscoursemarkers.

4. Identifykeyvocabulary.

5. Readcarefully.

6. Readingspeedisslower.

7. Aim istobuildmorelanguageknowledgeratherthansimplypracticetheskillofreading.

Intensivereadingactivities:

1. Identifymainideasanddetails.



2. Makinginferences.

3. Lookingattheorderofinformationandhowiteffectsthemessage.

4. Identifyingwordsthatconnectoneideawithanother.

5. Identifyingwordsthatindicatechangefrom onesectiontoanother.

ExtensiveReading:

1. Extensivereadingiscarriedout“toachieveageneralunderstandingofatext.”

2. Extensivereadingoccurswhenstudentsreadlargeamountofhighinterestmaterial,usuallyout

ofclass,concentratingonmeaning,readingforgistandskippingunknownwords.

3. Theaim ofextensivereadingistobuildreaderconfidenceandenjoymentratherthangaining

languageknowledge.

Characteristicsofextensivereading:

1. Intervieweachotherabouttheirreading.

2. Readingmaybecombinedwithawritingcomponent.Forexample,afterreadingthenewspaper,

studentsmaybeaskedtowriteanewspaperreport.

3. Classtimereading.

4. Studentsmaysettheirowngoalsfortheirnextsession.

5. Areflectiononwhattheynoticedabouttheirownreading.

6. Abookreportorsummary.
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Q.2whatisskimmingandscanning,explainindetail?

Ans:Skimming:

THETYPEOFreadingtechniqueinwhichwequicklyreadthepassageoranykindoftext

inordertogetthegeneralideaofthatparticulartext.

EXAMPLE:

Forexamplewhenonereadsthenoveloranytextinordertounderstandthethesis

statement,inoneortwolines.

1. Skimmingisachievedbyreadingthetextonlywhichisconsideredtoberelevant.
2. Skimmingrequiresalowerunderstandingofwordsrecognitionthancomparedtoscanning.

HOW todoskimming:

1. Readthefirstsentenceofparagraph.
2. Readthesubtitleorintroduction.
3. Readthesummaryorlastparagraphifthereisone.

Whileskimming:



1. Don’treadeverythingindetailbutjusttrytoskipthetext.

2. Readthefirstandlastsentenceofeachparagraph.

3. Readtheintroductionandsummary.

4. Readafewexamplesuntilyouunderstandtheconceptofthetext.

Scanning:

Thetypeofreadingtechniqueinwhichwereadinordertofindandlocatewhatwearesearching

for.Wequicklyskiptextandrapidlyrunthroughthetextuntilwefindourspecificdetails.

EXAMPLE:

Nowitmaybeappliedtothereal-lifeexampleofadictionary,whereinonelooksforaspecific

wordmeaningoradictionarywhereinonesearchesforthephonenumberofsomeone.

Scanningrequiresonetohavealookatthewholedocumentquicklyatleastonce.

Scanningrequiresahigherunderstandingofwordsrecognitioncomparedtoskimming.

Inscanningwesearchforkeywords:

1. Particularname
2. Number
3. Telephonenumber
4. Program
5. Date

Scanninggetsonlywhatyouneeds:

Threestepsforscanningincludes

1. Searchforkeywords
2. Movequicklyoverthepage
3. Lessreadingandmoreresearching
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Q.3whatisletterandmemo,explainindetailwithdifference?

Ans:Memo:

Amemorandum orshortlyknownasamemoisapreciseofficialnote,usedtoinform ,direct

oradvicethememberswithinthesameorganization.However,thebusinessdealswithanumberof

externalpartiessuchascustomers,clients,suppliers,governmentagencies,manufactures,societies,

etc.forwhichadifferenttoolsofcommunicationisused,iscalledasabusinessletter.

Memorandum Objectives

Aneffectivememorandum hasthefollowingobjectives

1. Toconveyaformalmessageinwrittenform withinaparticularorganizationdepartmentsor
parties.

2. Toinform receiversorreaderaboutparticularinformationneworchangedpolicies,procedures
andorganizationaldetails.

3. Tocommunicatebasicinformationsuchasmeetingagenda,meetingtime,meetingdateetc.



4. Tokeepawrittenrecordofaparticularformaleventsinorganizationframe.
5. Topresentmadedecisionsinwrittenform.
6. Totransmitwrittendocuments.
7. Toapplyformalitieswithintheorganization.

LETTER:

Aletterreferstoabriefmessagesentbythecompanytothepersonorentity,whichareoutsiders.

TYPESOFLETTER:

1. Informalletters:
Toneandstyleisrelaxed.itiswrittentorelatives,friends,etc.

2. Formalletters:
Toneisformalsuchasbusinessletters.

3. Semi–formalletters:
Toneandstyleisformalandmeantforrelativessuchas

invitationletters.

Differencebetweenmemoandletter:

Thepointspresentedbelowexplainthedifferencebetweenmemoandletter:

Thememocandefinedasashortmessage,writteninformallytocommunicatecertaininformationtothe

membersoftheorganization.Conversely,letterscanbeunderstoodasameansofverbalcommunication

containingabriefmessageaddressedtoapartyexternaltothebusiness.

Amemousesinformaltoneandisstraighttothepoint.Ontheotherextreme,lettersareveryformaland

containlotsofinformation.

Theuseofmemorandum isinternaltotheorganization,inthesensethatitisexchangedbetweentwo

departments,orunitsorsentbythemanagertoinform subordinates.Asagainst,theuseofletteris

externalinnature,asitisexchangedbetweentwobusinesshousesorbetweenthecompanyandclient.

Whenitcomestolength,lettersarelengthierincomparisontothememo.

CONCLUSION:

Amemoisanessentialtoolsforbusinesscommunication,whichisusedtotransmita

particularinformationto manyindividualsworkinginthesameorganization.Ithasgreatroletoplayin

recordingthedaybusinessactivitiesandcanbeusedforfuturereference.

Incontrast,lettersareconsideredasthebestmodeofwrittencommunication,thatcanbeusedfor

givingorseekinginformationto/from anexternalparty.Ithelpstopersuadethereceiver,todoasperthe

willofthewriter.
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THE END




