Unit 21 Writing
Part A: Writing a Paragraph
Paragraph is a distinct section of a piece of writing indicated by a new line, indentation or numbering. It is a group of sentences that help to express one idea. It contains unity, order and length.
A paragraph must have one idea or opinion. It is supported by definition, examples, data, facts, tables, etc. changing a paragraph means changing ideas or opinions. The gist of the paragraph is usually written at the end of the paragraph.
Structure of a paragraph
The basic parts of a paragraph
Topic sentence
(Topic, the idea or opinion that is being said, discussed or explained) 1
[bookmark: bookmark3][bookmark: bookmark4][bookmark: bookmark5]Body of the paragraph —
(Support for topic, paraphrased information)
2
[bookmark: bookmark6][bookmark: bookmark7][bookmark: bookmark8]Concluding sentence
(Restatement of the topic sentence)3
Basic pails of a paragraph
[bookmark: bookmark10][bookmark: bookmark11][bookmark: bookmark9]When you have to write the paragraph, follow these steps:
· [bookmark: bookmark12]Choose the best topic.
· [bookmark: bookmark13]Begin with a topic sentence that expresses the main focus.
· [bookmark: bookmark14]Write the body of the paragraph to support the main focus. You can express the meaning of the topic using different words, sentences with examples, illustrations, data, facts, etc to achieve greater clarity.
· [bookmark: bookmark15]The language should be simple, clear and lucid.
· [bookmark: bookmark16]Write a concluding sentence that restates the main focus.
	 


[bookmark: bookmark0][bookmark: bookmark1][bookmark: bookmark2]Examples 
Beauty
Topic sentence:
What is beauty? What are the basic qualities of beauty that delight the viewers?

Body of the paragraph
There are different opinions about beauty. Some people opine having attractive color of the skin and physical structure is being beautiful. Some other view that moral and intellectual soundness is being beautiful. I think both these opinions.

Concluding sentences:
Thus beauty means general excellence of the body and mind that delight the aesthetic senses and perception.

Mercy
To forgive an injury is often considered to be a sign of weakness; it is really a sign of strength. It is easy to allow oneself to be carried away by resentment and hate into an act of vengeance; but it takes a strong character to restrain those natural passions. The man who forgives an injury proves himself to be the superior of the man who wronged him, and puts the wrong-doer to shame. Forgiveness may even turn a foe into a friend. So mercy is the noblest form of revenge.
The topical sentence of a paragraph is usually the first, or at latest the second; and this is the best place for it. But for the sake of variety it may be placed in a different position. In this paragraph, it comes last - "So mercy is the noblest form of revenge". But the opening sentence is also a good introduction to the subject, and is calculated to arouse interest by stating an apparent paradox.


Library
Library is a room or a building that contains a collection of books, journals, newspapers and other written materials for common use. The first public library was opened in Athens in 330BC. All the ancient libraries were reference libraries where books could be consulted but not borrowed. Lending or circulating libraries did not become popular until the 18th century. Now-a-days every school, college, university and society has and needs to have a library. Some people have set up personal library at their homes. The better and the greater the library is, the more advanced and civilized the society and the institutions are. Thus, library seems to be a touchstone of progress, development, and civilization of an individual, society, and institute.
My grandfather
Have you ever spent your childhood in the lap of your grand- father? Yes, I have spent most of my childhood in the lap of my grandfather. Despite the wide gap in age between us, he used to spend most of his time playing with and talking to me. He would take me to the playground. We would play with small ball. Sometimes we would play ‘hide and seek’ inside the house. On Saturday mornings, he would take me to the cinema hall. In the winter evenings, he used to keep me on his lap wrapping me with a blanket. When it was too hot, he would take me to Badhighat River to swim. Now, I have realized that my grandfather was a pleasant mate in my childhood, source of inspiration in my teen-age and a role model in my career.
Morning walk
Do you have the habit of walking in the morning? How do you feel when you go for a morning walk? I go out for a walk daily in the morning. One can enjoy fresh air, sweet fragrance of the flowers and twittering and chirping of the birds. The beautiful natural scene fascinates us. It makes us forget every tension. It is pleasing to our body, mind, and soul. It refreshes our every cell. Thus, morning walk is good for physical, mental, psychological, and spiritual health.
Life in the village
It is rightly said "God made the village, man made the town." Village is close to the nature. Simplicity, naturalness, innocence, and peace are the virtues of rural 			


life. There is not any sign of pollution and disturbance. People are very much frank, friendly, co-operative, and lovable. They do have good understanding. They are busy in working. Due to the lack of good education, modem technologies, they are economically poor. There is lack of good health facilities as well. If good facilities education, health, information and transportation are provided in
the village, life in the village in like living in Eden.
Exercises
A. Write short paragraphs on each topic. Show the topic sentences, body
part and conclusion of your paragraph.
1. My English teacher
2. Physical exercise
3.  My favourite TV programme
4.  My computer
5. Life in the city
6.  A picnic party 
7. My school
8. Book
9. Deepawali
10. A quiz contest
Part B: Completing Skeleton Stories
Skeleton story provides a supporting framework, basic structures, or essential parts. It is to be dressed by language. Students have a chance for exercising your creative imagination. It is up to you how interesting lively and realistic story you make with the help of given outlines.
Points to be taken into consideration
· Develop the main points in the Past Tense
· Use varieties of sentence structures
· Stick on closely possible to the given outline
· Use dialogue or direct speech wherever possible. It will make the story lively, natural, and interesting.
· Heading must be wisely chosen. It should be titled.
· After the main character or object or incidents in the story.
· After some saying or proverb illustrated by the story.
“Revise be wise”, therefore, revise the expanded form of the skeleton story carefully. There should be no spelling, grammar and semantic errors, mistakes and blunders.


Examples:
Read the given outline of the story carefully
1. Outline
In the past, in Nepal starvation……….take place for……….	and many times
a year……….	no transportation to supply and distribute the food to different
places like nowadays. People used to suffer terribly and they……….	die of
starvation……….	a poor family……….	got two children. The parents went
……….	to search for food. They put……….	round pebble into a pot and asked their children……….	 after seven days……….	came back home, they
found……….	dead of hunger. They cried for a long time but there was no
remedy to their hurt hunger.
Hopes Save People, Despair Kill them
In the past, in Nepal, starvation used to take place for many days and many times a year. There was no transportation to supply and distribute the food to different places like nowadays. People used to suffer terribly and they used to die of starvation. There was a poor family who had got two children. The parents went out of home to search for food. They put some round pebbles into a pot and told their children that the food was in the pot. They asked to cook it until it becomes soft to eat it.
They cooked the food by adding water for long time but it didn’t become soft. They kept on cooking for five days. They were hopeful to eat the food. They weren’t eating anything for many days but they had hope to eat food after becoming soft. On the sixth day, a neighbour come and asked them what they were eating. The innocent children showed him the food they were cooking. The neighbour told them that it was not any food but stone and they could never eat it. When the children heard it they become desperate and died immediately. After seven days, the parents came home back with food. They found their children died of hunger. They cried and cried for a long time. There was no remedy to their hurt hearts. After facing different stages of grief, they accepted the bittern reality and came back to their normal lives.



2. Outline
A couple with a daughter………father very busy………Just like a bill
payer………	the daughter has not seen him in person………	one afternoon
father came home in the afternoon………	the door was locked from inside
	………ring the bell………	the daughter says, “uncle mummy is not at home now.”
“Is Father Only a Bill Payer?
Roshan and Kanti got married six years before. They lived at Milan - Chowk in Butwal. They had a daughter named Sushila. Sushila is now three years old. Roshan is a doctor and Kanti is a housewife.
Roshan is very busy in making money. Besides his job in Lumbini Zonal hospital, he works in private clinic from early in the morning to late at night. Sushila was sleeping when left home for work and she had already been asleep when he returned home from his office. She had not got any chance to play with her father. She had not got clear image of her father, too. Roshan was just like a bill payer for her.
Neither he was been on holidays with his wife and daughter yet. One day, Roshan had to come home at noon due to some urgent work. The door was locked from inside. Sushil was playing with her toys and dolls. He rang the door bell. She looked out and saw a man was standing at her door. Without greeting him and opening the door, she said, “Uncle, uncle mummy is not at home now.” Roshan was touched; felt sweating all over his body. He realized his stupidity of giving priority just in making money than giving enough time to his wife and daughter.
3. Outline
Fakir ……..	 tycoon ……..	 something ……..		 ignored	thrice
……..		 Fakir……..	 	 the tycoon again ……..		 asked him to give him a handful of dust……..		surprise at him demand……..		cultivate in him the
habit of donation……..		felt ashamed of his greedy stupidity.
	 



Greedy Tycoon
Once Fakir went to a Tycoon's palace to ask for something. He politely requested the tycoon to give him something for his survival. His repeated request was ignored thrice. After some days, the Fakir went to the tycoon again. He became very angry and asked why he was coming frequently. The Fakir, very politely, asked him to give him merely a handful of dust. The tycoon was surprised at his demand. He gave him a handful of dust. He asked him why he wanted such trivial thing. The Fakir told him that he wanted to cultivate the habit of donating things in him. He was pleased with the tycoon because at least he started donating something for others. The tycoon felt ashamed of his greedy stupidity.
4. Outline
A Rikshwa Puller…………	residence of Mother Teresa……….	Midnight……..	
knocked the door ……..	 insisted on seeing her in person ……….	  saved
Rs.20/-	………….assisted her and felt himself of being happy in participating
with her holy activities ………	 saluted ………	 heartily donation……. 	
human kind.
A Rickshwa Puller and Mother Teresa
Once a poor Rickshwa Puller went to the residence of Mother Teresa at about midnight. He started knocking the door. The gate keeper told him that Mother Teresa had already gone to bed. He asked him to come the next morning to meet her. But the poor Rickshwa puller insisted on seeing her in person at the very moment. Lastly, he was taken to Mother Teresa.
She asked him why he wanted to see her late at night. He told her that he had heard about her generosity and selfless social services. He wanted to assist her, but he did not have anything to give her. Today, he had saved twenty rupees that he wanted to give her at the very moment and feel himself of being happy in participating with her holy activities. Mother Teresa saluted him and received him great donation. She thanked him for his hearty humanitarian humble donation for the welfare and betterment of humankind.
		
	



Exercises
A. Construct readable short stories with the help of the given outlines. Give suitable title to each story.
1. Outline
A dispute between the sun and wind…….	agree to a trial of strength……	
a traveller appears……..	either bids to make him take off his clothes………	
the wind wins the toss………	blows harder and harder………..	traveller clasps
his clothes even tighter………..	the sun shines	gets hotter and hotter
	………..the traveler takes of his coat and shirt ………..	the sun wins.
2. Outline
A jackal ………..	thirsty	………..search water………..	becomes dark	………..
falls………..	shallow well ………..	quenches thirst ………..	can not out ………..	
whole night………..	next morning ………..	a goat	the jackal invites
………..	to the well………..	sweet water………..	goat jumps………..	the jackal jumps out………..	the goat remains………..	the shepherd rescues	………..
3. Outline
Many years ago ………..	 a	Nepali leader……….. 	 the	street of Tamghas
………..	saw a man selling caged birds………..	bought all of them………..	 set them free………..	he was kept in prison for ten years………..	knew the
importance of liberty.
4. Outline
A woodcutter………..	 cutting a tree at the bank of a pond………..	his axe falls
in to the deep pond………..	he cries………..	a strangers appears with gold axe
………..	refuses	the……….. strangers appears with silver axe………..	refuses 	………..finally the stranger appears with an iron axe………..	
The woodcutter bursts in to tear with joy………..	the god of water	………..
happy with the woodcutter………..	gives all three axes………..	rich at once
	………..poverty………..	became history in his life.


5. Outline
A woman ....	 two servants …….	 worked hard 		.... the woman……..
	a	cock. The cock used to crow very early…….	the	woman used to
wake up…………they kill the cock………			situation was…………	still worse.
The woman...	up whenever she liked and made them ....moral.
6. Outline
Once, a busy broker…….	He……….	work in an office………..	love his
secretary. He………..	marry her………..	got married………..	next-day………..	
in office………..	busy with paper………..	forgot………..	He asked ………..	
marry him or not. The secretary………..	nothing………..	last she reminded
him they had already got married………..	in a church.
7. Outline
A king’s elephant daily goes to a river past tailor’s shop………..	tailor often
gives fruit………..	one day he sticks a needle to the fruit	………..following
day elephant fill trunk with dirty water………..	moral “ Don’t play mischief
upon anybody.”
8. Outline
Once, a King went outside………..	visit his people………..	their problems.
………..………..	old	man………..	planting an orange. Seeing………..	King laughed………..	asked when he could eat the orange tree………..	die
soon………..	he ate orange………..	by his grand father………..	he’s
grand children………..	the king realized that when the old generation can do
something, the new generation can get something in future ………..	begs old
man ………..	goes away.
9. Outline
A hermit………..	offering prayers at the river bank………..	sees a scorpion	………..about
to die………..	feels pity	………..serves it………..	scorpion stings him………..	does not get
angry………..	he again saves it………..	a man watching the hermit get surprised	………..
moral.


10. Outline
A cat grows old ……..	gets no food……..	makes a plan to trap rats ……..	wears
garland of flowers ……	rings the bell ……..	hearing the sound rats come to him
….	keeps eyes shut up……..	a rat asks him……..	he replies he commits crime no more……	is devotee of God……..	rats trust……..	walk freely………..	the number
of rats decreases………	moral.
Part C: Writing Letters
Formal letters
Formal letters are written for public or official purposes. There are different kinds of formal letters. Some of them are as follows:
1. Application letter for leave, job, etc.
2. Letter to the newspaper (press)
3. Complaint letter
4. Business letter
How to write a formal letter?
While writing a formal letter, the following tips are to be sincerely followed:
1. The address of the sender
2. The date of the letter
3. Inside address (the address of the addressee)
4. Salutation: Dear Sir/ Madam (to the post)
Dear sirs (to the institute)
Dear Mr/Mrs/ Miss + surname (if you know the addressee)
5. Body of the letter: The main message of the letter. You should use formal and clear, language without contractions (e.g. I’m, I’d, etc.)
6. Before you put your signature and name, you have to write: Yours faithfully (if the letter is addressed to the post or institute) Yours sincerely (if the letter is addressed to the person whom you know)
7. Your signature and name


An outline of a formal letter
(Address of the sender) [Karahiya - 8, Rupandehi
]
(date of the letter)	25 April 2018
To
The Principal
Kunwarwarti English Secondary School (Indside address)

Dear Sir, 	(Salutation)
………
…… body of the letter
Yours faithfully, 
(Before closure)
Sudha Bidari
(Signature and name of the sender)
1. Write a letter to a newspaper demanding noise restriction at a local airport.
Bharatpur-5, Chitwan
29 March 2019
To
The Editor
The Rising Nepal
Kathmandu
Subject: Installing Noise Restriction Device
Dear Sir/ Madam,
I shall be ever grateful to you if you could kindly publish my views on nuisance caused by local airport in your esteemed national daily newspaper.
We, the residents of Bharatpur-5 area, have been facing great nuisance caused by the planes that land and take off at Bharapur Airport. Almost hundred flights are on function daily. These flights create loud noise. Our children cannot enjoy
	 


sound sleep. Our local schools cannot run their teaching-learning programmes peacefully. We cannot conduct our meeting, public gathering, ceremonies in peaceful frame of mind. Although Bharatpur Airport is an ornament of our region, it has become root cause of great nuisance of our area.
Therefore, through your national daily newspaper I would like to request earnestly to draw the attention of concerned authority to our problem. I would like to request earnestly to the concerned authority to install noise restriction devices.
Thank you!
Yours faithfully,
……….
Barsha Khanal
Bharatpur
2. Write a complaint letter about carelessness of waste disposal unit of your municipality.
Daldale Pragati Nagar - 1 Nawalparasi
17 April 2019
To
The Chief Executive Officer
Pragati Nagar VDC
Nawalparasi
Subject: Carelessness of Waste Disposal Unit
Dear Sir/ Madam,
I would like to draw your attention towards the great negligence and carelessness of your waste-disposal unit.
There is a council waste-bin outside our home. It has not been emptied for weeks. A huge pile of rubbish has been collected there. We are facing great troubles of bad smell. It is attracting flies and street dogs. There is likely to emerge different epidemic diseases due to the dirt.
Therefore, I would like to request you humbly to take quick and strong measures 	  	



in emptying the waste bin, save us from being attacked by possible epidemics and make our city neat, clean and evergreen.
Thanking you! Yours faithfully.
………..
Radha Khanal
3. Write an application letter for the post of an English teacher in response to the advertisement published in a newspaper.
Bara, Nijgadh Aautar Tole 23 March, 2019 To
The Principal
Vidhya Sagar Secondary Boarding School
Bara, Nijgadh
Subject: An application for the post of an English Teacher.
Dear Sir,
In response to the advertisement published in The Nijgadh Daily of dated 18 March 2018 for the post of an English teacher in your esteemed institution, 1 wish to apply for the same.

I have passed B.Ed. offering English as a major subject from Shree Gauri Shankar Campus, Nijgadh with first division. Since 2009 I have been teaching English at lower secondary level at Holy Angels Boarding School, Nijgadh. I have been discharging my responsibilities as head of Extra Curricular Activities. I am interested in working at your school for my bright career as well as it is in my native village. I hope my qualifications and experiences will be very useful in my teaching at your school. My complete curriculum vitae including educational qualification and other particulars are enclosed herewith for your perusal.
I assure you of hard work and sincerity. 1 shall try my best to make you satisfied if I am selected for the post.
	 


I am looking forward to receiving your favourable consideration.
References can be obtained from:
a) The Campus Chief, Shree Gauri Shankar Campus, Nijgadh
b) The Principal, Holy Angels Boarding School, Nijgadh.
Yours faithfully, Narayan Tamang
4. Write an application letter for the post of a cashier in a bank.
Lakhanpur-4, Jhapa 8 June 2019
To
The Branch Manager
Kist Bank Pvt. Ltd.
Jhapa
Subject: An application for the post of a cashier
Dear Madam,
From the very reliable source I came to know that there is a vacancy of a cashier at your esteemed bank. So, I would like to apply for the same.
I passed BBA from Axis College, Jhapa in 2014. Since then I have been working as an account officer at Mechi Co-operative, Jhapa. I can speak and write English fluently. I am interested in working at your bank for my bright career. I hope my qualifications and experiences will be very useful in my working at your renowned financial institute. My complete CV including educational qualifications and other particulars are enclosed herewith for your perusal.
I assure you of handwork and sincerity. I shall try my best to make you satisfied if I am selected for the post.
Anticipating your favourable response.
References can be obtained from:
a) The Principal, Axis College, Jhapa
b) The Chief Executive Officer, Mechi Co-operative Ltd. Jhapa
Thank you! Yours faithfully.
Suian Timsina
	  	


Exercises
1. Write a letter to your principal requesting him/ her for two days’ sick leave.
2. Write an application to your class teacher requesting him/ her to issue you your progress report.
3. Write job applications on the basis of the following advertisements published in The Rising Nepal of dated 26 March 2014.
Wanted
1. Post: Computer Operator
Age: 20-33 yrs old
Minimum Qualification: BCA
Well versed both in spoken and written English Experienced candidates are given higher priority Apply to,
District Education Officer
Tamghas, Gulmi
2. Post: Accountant
Age : 21 - 35 yrs old
Minimum Qualification: BBS/ BBA
Well versed in both spoken and written English
Females are encouraged to apply
Apply to,
The Personal Manager
Sapkota Engineering Workshop
Wami Taksar, Gulmi
3. Post: Receptionist
Age: 18-25 yrs old
[bookmark: _GoBack]Minimum Qualification: +2/ Intermediate Passed with good computer skills and fluency in written and spoken English
Please apply to
P.O. Box 1415
GPO, Kathmandu by 28 Aug. 2011
4. Write a letter to the editor of a newspaper to publish your disagreement about the commercialization of education in Nepal.
5. Write a letter to the editor of The Himalayan Times mentioning the problem of traffic jam due to narrow road or highway.
6. Write a letter to the editor of a newspaper discussing the irresponsibility of the teachers in Nepal nowadays in the name of quality education and maintaining discipline in students.


