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1. Must write the title. It should state what the majority of the passage talks about. 

2. Minimum 4 abbreviations to be used in note making and make key to abbreviations after 

writing the notes and not after the summary. (max. abbreviations :5)  

3. Helping verbs , articles ,pronouns and determiners could be omitted while writing notes.  

4. Write minimum 3 main heading and 3 sub headings (do not write too many subheadings) 

5. Write phrases not complete sentences 

6. Do not forget to use indentation 

7. Do not use numbers as abbreviations: Wrong: 2 – two.  

8. Other examples of abbreviations:   

         Edu. – Education (use 1st few letters), Achvmnt-achievement (omit vowels), b‘ful– 

beautiful , (write first few and last few letters), BBC –British broadcasting Corporation 

(acronyms), @,& ,= (conventional symbols), Govt. ,Ans. ,Ltd (standard abbreviations).  

9. Notes making should not be lengthy. It should not cover more than 2 sides of a page. 

            Summary 

 Do not exceed word limit given in the exam. Summary is made out of notes not the 

passage.  

 Do not divide the summary in to different paragraphs. It should be attempted just after the 

note making.  

 Do not start like this: ‗The passage talks about‘.  

 Do not use any abbreviations in summary. Write complete, grammatically correct 

sentences. Try to follow the order of the notes as far as possible 

Format: 

 TITLE (underline the title) 

 NOTES 

  

                           1. Main Heading 

  A.1 Sub heading 

Left Margin   A.1.1 Sub Sub-Heading (optional_ 

(do not   A.1.2 Sub Sub-Heading 

Write no.  A.2 Sub heading 

In margin)   A.2.1 Sub Sub-Heading 

   A.2.2 Sub Sub-Heading  

  



              2. Main Heading 

  B.1 Sub heading 

   B.1.1 Sub Sub-Heading 

   B.1.2 Sub Sub-Heading 

  B.2 Sub heading 

   B.2.1 Sub Sub-Heading 

   B.2.2 Sub Sub-Heading 

Sample:  

Q. Read the passage given below and make the notes. 

 

Leadership does not exist without followership. A leader has to be accepted by the group which 

the former is supposed to lead. To gain acceptability the leader should cause an emotive impact 

on the group members. 

 

The strength of character exhibited by leaders makes them dear to their followers. A leader is 

one who effectively inspires followers to achieve worthwhile things. What character of the 

leader motivates the followers? It is not pomp and show nor flattery nor sanctioning more 

incentives. Pomp and show creates a sense of awe and the leader is defied rather than emulated. 

Flattery is unrealistic, and cannot serve as a long term motivational tool. A leader‘s style should 

be one that can be emulated by all irrespective of cadre, class and calibre. Simplicity in one‘s 

day-to-day conduct is the only thing that can be adopted by all. When the leader is simple, he is 

counted as one belonging to the group of which he is the leader. That‘s enough to motivate the 

people. Motivation is the innate quality that enables an individual or group, to contribute 

unlimitedly with limited means. It is the proud prerogative of enlightened human beings. 

 

A leader needs to assume the role of a guide; quintessential of fulfilling the role is 

knowledgeability. Technical and administrative knowledge of the guide in balanced quantity 

and of right kind are essential. The technical knowledge is too vast to acquire by a leader. At 

beat he is either ‗Jack of all‘ or ‗Master of few‘. But he has to master the human relations 

aspect of administration in all detail. And when the leader is good at this his guidance is sought 

and accepted, then he fulfils the role of a guide. The leader is a negotiator within and outside 

the organisation. 

 

The leader shapes people and moulds character. To achieve this, the leader should maintain 

equanimity. Equanimity is keeping oneself poised and balanced at all times. A leader is simply 

great, if he can mould his followers with this frame of mind. He does this by his own example. 

 

(а) Read the above passage and make notes in points only using abbreviations wherever 

necessary. Also suggest a suitable title. 

 

(b) Write a summary of the above passage in 100 words. 

 

Title: Leadership 



 

1. Leadership 

 

(a) Lop-sided without followership 

(b) Has emotive impact on followers 

 

2. Qualities of a Leader 

 

(a) strength of character 

(b) Skill to inspire followers to achieve a goal 

(c) Style—worthy of emu. 

 

3. Demrits of a Leader 

 

(a) pomp and show  

(b) disposed to flattery 

(c) sanct‘ng more incentives 

 

4. Simplicity 

 

(a) makes one social 

       i) easily acceptable in the group 

 (b) motivates both individuals and groups to contribute profusely 

 

5. Leader as a Guide 

 

(a) nego‘r. within and outside the orgn. 

(b) moulds character 

(c) maintains mental balance & dignity 

 

 

Key to Abbreviations 

 

 

 

 

 

 

 

Summary 

A popular leader has a vast following. He has emotive impact on his followers. A true leader is 

strong in character. He has the skill to lead his followers to the desired goal. His style of 

working is worthy of emolution. Some disqualities e.g. pomp and show, love for flattery and 

sanctioning more incentives tarnish his position. They create a sense of awe and damage his 

image. Simplicity of conduct makes one social and motivates the followers to contribute for a 

 

emu. = emulation 

sanct‘ng. = sanctioning  

nego‘r. = negotiator 

Balnc‘d. = balanced 

 



noble cause. A leader serves as a guide and negotiator. He shapes the people‘s thoughts and 

moulds their character. He always proves himself mentally balanced. 

(Observe that indenting, i.e., shifting from the margin has been used to clearly indicate 

subheadings, points and sub points. Subheadings, though separated by points occur below 

one another. Points come below one another, and sub points to these are further indented. 

Such use of indenting gives your notes a visual character. At a glance you can see the main 

idea and its aspects.) 

You may also use other forms of numbering like:  

     1. ____________________________________ 

a)………………………………………………… 

b)………………………………………………… 

c)………………………………………………. 

     2. ___________________________________________ 

            a) ………………………………………….. 

                  (i) …………………………………. 

          b)……………………………………………………. 

          c)…………………………………………………………. 

    3. ________________________________________ 

            a)………………………………………………………… 

            b)…………………………………………………… 

            c)……………………………………………… 

                      (i) ………………………………. 

                      (ii) …………………………………………….. 

Practice Question 

Q1. Read the passage given below and make the notes. 

There is nothing more frustrating than when you sit down at your table to study with the most 

sincere of intentions and instead of being able to finish the task at hand, you find your thoughts 

wandering. However, there are certain techniques that you can use to enhance your 

concentration. ―Your concentration level depends on a number of factors,‖ says Samuel Ghosh, 

a social counsellor. ―In order to develop your concentration span, it is necessary to examine 

various facets of your physical and internal environment,‖ she adds. 

To begin with one should attempt to create the physical environment that is conducive to 

focused thought. Whether it is the radio, TV or your noisy neighbours, identify the factors that 

make it difficult for you to focus. For instance, if you live in a very noisy neighbourhood, you 

could try to plan your study hours in a nearby library. 

She disagrees with the notion that people can concentrate or study in an environment with 

distractions like a loud television, blaring music etc. ―If you are distracted when you are 

attempting to focus, your attention and retention powers do not work at optimum levels,‖ 

cautions Ghosh. ―Not more than two of your senses should be activated at the same time,‖ she 



adds. What that means is that music that sets your feet tapping is not the ideal accompaniment 

to your books. 

Also do not place your study table or desk in front of a window. ―While there is no cure for a 

mind that wants to wander, one should try and provide as little stimulus as possible. Looking 

out of a window when you are trying to concentrate will invariably send your mind on a 

tangent,‖ says Ghosh. 

The second important thing, she says, is to establish goals for oneself instead of setting a 

general target and then trying to accomplish what you can in a haphazard fashion. It is very 

important to decide what you have to finish in a given span of time. The human mind 

recognizes fixed goals and targets and appreciates schedules more than random thoughts. Once 

your thoughts and goals are in line, a focussed system will follow automatically. 

She recommends that you divide your schedule into study and recreation hours. When you 

study, choose a mix of subjects that you enjoy and dislike and save the former for the last so 

that you have something to look forward to. For instance, if you enjoy verbal skill tests more 

than mathematical problems, then finish Maths first. Not only will you find yourself working 

harder, you will have a sense of achievement when you wind up. 

Try not to sit for more than 40 minutes at a stretch. Take a very short break to make a cup of 

tea or listen to a song and sit down again. Under no circumstances, should one sit for more than 

one and a half hours. Short breaks build your concentration and refresh your mind. However, 

be careful not to overdo the relaxation. It may have undesired effects. 

More than anything else, do not get disheartened. Concentration is merely a matter of 

disciplining the mind. It comes with practice and patience and does not take very long to 

become a habit for life. 

(а) On the basis of your reading of the above passage make notes on it in points only, 

using abbreviations wherever necessary. Supply a suitable title. 

(b) Write a summary of the above in 80 words. 

Q2. The term dietary fibres refers collectively to indigestible carbohydrates present in plant 

foods. The importance of these dietary fibres came into the picture when it was observed that 

the people having diet rich in these fibres, had low incidence of coronary heart disease, irritable 

bowel syndrome, dental caries and gall stones. 

The foodstuffs rich in these dietary fibres are cereals and grains, legumes, fruits with seeds, 

citrus fruits, carrots, cabbage, green leafy vegetables, apples, melons, peaches, pears etc. 

These dietary fibres are not digested by the enzymes of the stomach and the small intestine 

whereas most of other carbohydrates like starch and sugar are digested and absorbed. The 

dietary fibres have the property of holding water and because of it, these get swollen and 

behave like a sponge as these pass through the gastrointestinal tract. The fibres add bulk to the 

diet and increase transit time in the gut. Some of these fibres may undergo fermentation in the 

colon. 



In recent years, it has been considered essential to have some amount of fibres in the diet. Their 

beneficial effects lie in preventing coronary heart disease, and decreasing cholesterol level. The 

fibres like gums and pectin are reported to decrease post-prandial (after meals) glucose level in 

blood. These types of dietary fibres are recommended for the management of certain types of 

diabetes. Recent studies have shown that the fenugreek (Methi) seeds, which contain 40 per 

cent gum, are effective in decreasing blood glucose and cholesterol levels as compared to other 

gum containing vegetables. 

Some dietary fibres increase transit time and decrease the time of release of ingested food in 

colon. The diet having less fibres is associated with colon cancer and the dietary fibres may 

play a role in decreasing the risk of it. 

The dietary fibres hold water so that stools are soft, bulky and readily eliminated. Therefore 

high fibre intake prevents or relieves constipation. 

The fibres increase motility of the small intestine and the colon and by decreasing the transit 

time there is less time for exposure of the mucosa to harmful toxic substances. Therefore, there 

is a less desire to eat and the energy intake can be maintained within the range of requirement. 

This phenomenon helps in keeping a check on obesity. Another reason in helping to decrease 

obesity is that the high-fibre diets have somewhat lower coefficients of digestibility. The 

dietary fibres may have some adverse effects on nutrition by binding some trace metals like 

calcium, magnesium, phosphorus, zinc and others and therefore preventing their proper 

absorption. This may pose a possibility of nutritional deficiency especially when diets contain 

marginal levels of mineral elements. This may become important constraints on increasing 

dietary fibres. It is suggested that an intake of 40 grams dietary fibres per day is much 

desirable. 

 

(а) On the basis of your reading of the above passage make notes on it in points only, 

using abbreviations wherever necessary. Supply a suitable title. 

(b) Write a summary of the above in 80 words. 

 

Q3.Read the passage carefully and answer the questions given below. 

          

Occasional self-medication has always been part of normal living. The making and selling of 

drugs has a long history and is closely linked, like medical practice itself, with belief in magic. 

Only during the last hundred years or so, as the development of scientific techniques made it 

possible diagnosis has become possible. The doctor is now able to follow up 

the correct diagnosis of many illnesses-with specific treatment of their causes. In many other 

illnesses of which the causes remain unknown, he is still limited, like the unqualified 

prescriber, to the treatment of symptoms. The doctor is trained to decide when to treat 

symptoms only and when to attack the cause. This is the essential difference between medical 

prescribing and self-medication. 

 



The advance of technology has brought about much progress in some fields of medicine, 

including the development of scientific drug therapy. In many countries public health 

organization is improving and people‘s nutritional standards have risen. Parallel with such 

beneficial trends are two which have an adverse effect. One is the use of high pressure 

advertising by the pharmaceutical industry which has tended to influence both patients and 

doctors and has led to the overuse of drugs generally. The other is emergence of eating, 

insufficient sleep, excessive smoking and drinking. People with disorders arising from faulty 

habits such as these , as well as well from unhappy human relationships , often resort to self –

medication and so add the taking of pharmaceuticals to the list .Advertisers go to great lengths 

to catch this market. 

 

Clever advertising, aimed at chronic suffers who will try anything because doctors have not 

been able to cure them, can induce such faith in a preparation, particularly if steeply priced, that 

it will produce-by suggestion-a very real effect in some people .Advertisements are also aimed 

at people suffering from mild complaints such as simple cold and coughs which clear up by 

themselves within a short time. 

 

These are the main reasons, why laxatives, indigestion-remedies, painkillers, cough-mixtures, 

tonics, vitamin and iron tablets, nose drops, ointments and many other preparations are found in 

quantity in many households. It is doubtful whether taking these things ever improves a 

person‘s health, it may even make it worse. Worse, because the preparation may 

contain unsuitable ingredients; worse because the taker may become dependent on them; worse 

because they might be taken excess; worse because they may cause poisoning , and worst of all 

because symptoms of some serious underlying cause may be asked and therefore medical help 

may not be sought. Self-diagnosis is a greater danger than self-medication. 

  

(A)  On the basis of your reading of the above passage, make notes on it, in points only, using 

headings and sub-headings. Also use recognizable abbreviations, wherever necessary ( four -

five).  Supply an appropriate title to it. 

                                                                    

B) Write a summary of the above passage in 80 words. 

____________________________________________________________________________

_   

                            

Q4.Read the passage carefully and answer the questions given below. 

1. The epidemic of heart attacks has been attaining alarming proportion in recent times causing 

grave concern especially to the medical fraternity. 

2. To contain and control the increasing death and disability from heart attacks and to focus on 

public awareness and their involvement at global level, the World Health Organization (WHO) 

and the World Heart Federation observed September 24th as the World Heart Day. 

3. What causes heart attacks? Dr H.S. Wasir, Chief Cardiologist and Medical Director, Batra 

Hospital and Medical Research Centre list four main habits which adversely affect the heart 

health. These are lack of physical exercise, wrong eating habits, cigarette smoking and 

excessive alcohol consumption, and stressful lifestyle. 

4. The importance of physical exercise in minimizing the incidence of heart attacks cannot be 

underestimated. ―Physical exercise,‖ says Dr Wasir, ―plays a major role in achieving a long and 



healthy life in general and prevention of heart attacks in particular.‖ There are several studies 

showing that physically active people have higher longevity than those sedentary or physically 

inactive. 

5. In fact, the review of modern medical literature sums up the role of physical activity in health 

as ‗Regular physical exercise adds not only years to life but also life to years‘. It is the 

experience of many modern day physicians that some patients of angina (chest pain or 

discomfort on physical or mental exertion or after meals) do get relief with regularly done 

physical exercise. 

6. What type of physical exercise and how much, one may ask. It is the isotonic (dynamic) 

exercise that is beneficial for the heart and not the isometric (static) exercise which should be 

avoided by heart patients. Weight lifting, carrying heavy suitcases while travelling, pushing a 

car are some of the examples of isometric exercises. Examples of the beneficial type of 

physical activity (dynamic exercise) are brisk walking, swimming, golf without power carts, 

badminton and tennis (doubles for those with old heart attacks but fully recovered, to be started 

only after physician‘s advice). 

7. Walking is the best mode of doing regular physical exercise which requires no equipment, 

money, material or membership of a club! 30 to 60 minutes brisk walk even on alternate day 

has been proven to be beneficial. Stationary cycling or walking on a treadmill at home are the 

other alternatives. 

8. Walking up the stairs instead of using a lift if going up to three or four floors or getting off the 

lift two or three floors before the destination and walking up the rest through stairs. Going up 

several floors in a overcrowded lift with limited fresh air to be shared by so many may also 

prove unhealthy. 

9. Park a little away from the work place and walk that healthy distance. 

10. Best time for brisk walks would be the early mornings before the traffic flow picks up and 

walking in the parks with thick plantation. Jogging on the roads with heavy traffic should be 

avoided as you will be inhaling air polluted with the toxins from vehicular exhaust such as 

dioxides of Sulphur and Nitrogen. 

11. ―Before starting any physical exercise programs for the first time, one must get fully evaluated 

by a cardiologist so as to avoid any harm being done by exercise if there is serious underlying 

heart disease needing treatment,‖ warns Dr Wasir. 

a) On the basis of your reading of the above passage, make notes on it, in points only, using 

headings and sub-headings. Also use recognizable abbreviations, wherever necessary ( four -

five).  Supply an appropriate title to it. 

                                                                    

b) Write a summary of the above passage in 80 words. 

____________________________________________________________________________ 

Q5.Read the passage carefully and answer the questions given below. 

1. Scientists in the USA and Japan are developing a set of smart materials that clean themselves 

off dirt and stains besides eliminating foul odours and dangerous bacteria. 

2. Exploiting powerful catalytic properties, researchers succeeded in creating tiles, glass, paint, 

paper and cloth that can keep themselves sparkling clean. 



3. The first item to reach the market, a self-cleaning wall and counter tile, can not only kill 

bacteria but also eliminate odours and staining associated with smoke from cooking oils and 

cigarettes, reports the journal Technology Review. 

4. The key to the self-cleansing world of the future is the interaction between titanium dioxide and 

ultraviolet rays from the sun or fluorescent lights. The special properties of titanium dioxide—a 

substance used to make paint and tooth-paste white—were first discovered by Tokyo 

University chemist Akira Fujishima and Associates in 1969. Their research showed that when 

exposed to solar energy, titanium dioxide has the ability to break down water into hydrogen and 

oxygen. 

5. After a quarter-century of observation, scientists now understand that the reaction occurs as 

titanium dioxide absorbs ergy from the UV band of sunlight and reacts with water vapour in the 

air to produce oxygen molecules. These molecules are energetic enough to break down organic 

matter into carbon dioxide and trace elements. 

6. ―When light shines on the white paint pigment, titanium dioxide, it produces an active form of 

oxygen that can burn combustible material at room temperature,‖ says David Ollis, Professor of 

Chemical Engineering at North Carolina State University. ―It is a fire without a flame.‖ 

7. Scientists have discovered that titanium dioxide-coated materials can easily remove thin 

deposits such as bacteria and fingerprints, though they are unable to break down thick splotches 

of organic materials—such as blood stains—because light and oxygen in the air cannot reach 

the surface where the reaction occurs. 

8. Fujishima says that when titanium-dioxide tiles were used in the operating rooms and 

bathrooms of Ako Central Hospital in Ako, Japan, they killed 99.9 per cent of bacteria on their 

surface. Included among them were penicillin-resistant Staphylococcus and other germs that 

can cause secondary infections among patients. 

9. The tiles—marketed by Japan‘s Toto Corp under the name Neo-Clean—remain effective even 

though they are coated with a layer of titanium dioxide only one micron thick, about one-

fiftieth the diameter of a human hair. Once the fine layer of compound is permanently 

affixed—it is commonly sprayed and then baked onto the tile‘s surface— the company says it 

is resistant to the abrasion of ordinary scrubbing that might be needed for thicker stains. 

Moreover, because titanium dioxide acts only as a catalyst for the photochemical reaction, it 

theoretically never gets used up. 

10. While cleaning time varies with the thickness of the deposit, Adam Heller, a professor of 

Chemistry at the University of Texas at Austin, says his experiment shows that titanium 

dioxide-treated glass removed fingerprints in about two hours. This glass, versions of which 

both Heller and Fujishima have developed, could be made reactive on both sides, making it 

ideal for everything from sky-scraper windows to car window glass. 

11. The Japanese have tested other titanium dioxide-treated materials as well. Kazuhito Hashimoto, 

a chemist at Tokyo University, applied the compound to a porcelain urinal. After a month, the 

treated urinal looked sparkling clean while an untreated unit was blotched and yellowed. 

Elsewhere, researchers are experimenting to see if the tiles can keep themselves clean on the 

walls of heavily polluted car and truck tunnels. And a Japanese paper company is developing 

windows and partitions for Japanese houses while a camping equipment manufacturer is testing 

a self-cleaning tent fabric. 

12. But the most promising self-cleaning product is likely to be a wash-itself paint. Both the Texas 

and the Tokyo laboratories have demonstrated the self-cleaning capacities of paints containing 

titanium dioxide. While they are not saying exactly how they did it, both claim to have 



overcome an intrinsic problem in which titanium dioxide breaks down materials that bind 

pigments in coloured paints. 

a) On the basis of your reading of the above passage, make notes on it, in points only, using 

headings and sub-headings. Also use recognizable abbreviations, wherever necessary ( four -

five).  Supply an appropriate title to it. 

                                                                    

b) Write a summary of the above passage in 80 words. 

 


