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A notice is a short co1position mcant to formally communicate a piecc of information about some e happening to a group of people whom it may concern. A notice may be written to give information about 

a sports event 

Date 

a cultural event 

change in rules and regulations 

Topic 

a meeting 

184 

an arranged visit by an eminent person declaration of holidays 

A notice is written in a formal manner and certain guidelines are followed. 

birth, marriage 

GUIDELINES FOR WRITING NOTICES 

NOTICE WRITING 

A notice is written within a box. 
The word NOTICE (Written in block letters), the date and the nane of the organisation are clearly mentioned on the top. 

Name of the 
organisation and 
its address 

The information provided in a notice includes all the relevant details and nothing important is left out. Details regarding the when, where, why about the event are given in a brief and concise manner. 

Following is an example of a notice. Topic : You are the Principal of a school. Write a notice informing the parents of class XI students about an orientation programme. 

A notice is written in a formal style and words like I and 'we' should be avoided. It is usually written in the third person. 
The name and designation of the issuing authority are mentioned at the end. 

Content 

Programme 
" Date 
" Time 

Venue 

3home 

SUMMER VALLEY SCHOOL 

>| 5 July 20.. 
NOTICE 

+ Orientation Programme for the Parents of Class XI students 

Condoua Leanning Series Grammar-7 

The school is organising an orientation programme for the parents of Class A students. The programme will be held on 10 July 2011, from 10 am to 1 pm the school auditorium. Students are requested to inform their parent accordingly. Parents are requested to be present at the event. Mrs S Mathew, a career consultant, will be the guest speaker. 



Signature 

20 

Name atnd designation 
of the signatory 

The above notice includes information about 

In casc a parent is unable to attend the same, the student is requested to inform 

the purpose of organising the event (orientation) 

Mr C Gupta in the office by 9 July 20 ... 

the dav, date, time and venue of the event 

tM Bhasin 

the namc of the chief guest 

(Meena Bhasin) 
Principal 

.he date by which names of parents who are unable to attend has to be given 

15 October 20... 

to whom the names are to be given to 
the signature and designation of the person issuing the notice. 

Evattple :You are the Principal of your school. Notify the students that from a certain day they must attend school in their winter uniform. 

MSen 
Mona Sen 

Principal 

Students are hereby informed that from 2 November 20... they must attend school in their winter 

uniform. 

30 September 20... 

HAPPY CHILD SCHO0L 

Students who are yet to purchase their uniform can collect them from the uniform shop from 15October 

20... onwards, between 11:30 am and 4:30pm. 

NOTICE 

WINTER UNIFORM 

mple 2: You are the Secretary of the Eco-club of your school. Inform the students that from 1 October 

Save Energy and Water Programme' will be launched in your school. Draft a notice informing the 

students about the programme and also briefly state the details. 

ST JAMES SCHOOL 
NOTICE 

Save Energy and Water Programme 

Students are hereby notified that from 1 October 20... the 'Save Energy and Water Programme' will be 

launched. As per the 
programme, students are expected to contribute towards the conservation of 
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batallion of soldiers passed by and said that It was not betitting for them to rescue a beggar�n 

marketfell into a roadside pIt group of raders croSsed and said that he deserved to be in a pit 
reached the nearby 

honest persondisguised as a beggar and sneaked out of the palace as night fell 
-wanted people to be happy-no heir and wanted to find an a 

Mighty king ruled Roshanpur 

points should be 
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I. Now, read the outlines given in the box and the story that follows 

The story should be writen in sinmple English and in the past tense. 

194) 

A proverb or idiom may be used as the title of the story. 
Introduce dialogue, wherever possible, to make the story interesting. 

Connect every part so that they appear to be linked. 

Do not leave out any point and maintain the order of the events. 

Read the outlines, clues carefully and try to understand the main plot of the story. 

Stories can be written with the help of given outlines. The following remembered while doing so. 

The story should carry a message for the reader which may be implied or be obvious at the end. 

usutthg 

WRITING STORIES WITH GIVEN OUTLINES 

In order to make the story appealing to the reader, various adjectives and phrases are used for description 
of people. places and actions. 

story should end on an interesting note. It arouses the curiosity of the reader if there is a twist at the 
end of the tale. The events of the story should not end abruptly. 

The 

A story can be made gripping or interesting if there are some pieces of conversation or dialogue included 
at the right places. 

Sometimes, realistic incidents or behaviour of the characters help unfold the story to the reader. 

The writer may reveal the characters through a narrative or use another character to give a description. 

ite 

The characters in the story must appear to be real. Sometimes, they may be absolutely imaginary like 
aliens, elves, fairies and so on. 

or event may also be included which a character may think of or 
which is required as a reference bascd on the main plot. 

The various important events must be related and generally follow a chronological order of sequence of 
events. Sometimes, a past happening 

story. 
Firstly. an interesting plot is essential for a good 

GUIDELINES FOR STORY WRITING 

Storv NTIting can be a fun if we follow certain guidelines. 

storv untolds. Here are names of some famous authors of children's storiesRuskin Bond, Enid 
Blyton, 

and be transported into a different world with variouS characters who take us along as the plot of the 

We all Cnjov re ading or listening to stories. One may pick up a novel, a collection of short stories or comics 

STORY WRITING 
|K Rowling and so on. 
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with the help of some imagination. Sometimes, only 

an opening line with some clues is given and an interesting story can be 
fought his enemies. He succeeded in giving a crushing defeat to his enemies and won the battle. 

Inspired and filled with a new hope by the pcrseverance of the spider. He made another attenpt and 

finally reached the web in the ninth attempt. The spider had finally succeeded and Bruce was greatly 
to himself, *The spider will not make another attempt." " To his surprise the spider kept trying and it 

that the spider would never reach its web. It tried again and again but fell down each time. The king said 
Suddenly, he spotted a spider drop by its thread to reach the web, but soon fell back. The king was sure Was 
deeply upset and disheartened by his own failure. He was hid1ng in a cave, feeling miserable. 

Kingdom by his enemies. He fought bravely to win back the treedom ot his country but to no avail. He 
Long ago, Scotland was not a free country and Robert Bruce, the tormer king, was ousted from his oWn 

succeeded 

attemptgreatly inspired by the spider--filled with new hope-Bruce fought back again. 
SuccesS 

the roof-attempted to get back to its web-dropped repeatedly-came out successful in the ninth) was hiding in a cave was upset and disheartened -spotted a spider drop by its thread from Robert Bruc�-King of Scotlandfought bravely for the freedom of his countrydid not achieve 

took him along to the palace and soon coronated him the prince in a glittering ceremony 
in the heart of the market and worked in a small shop to earn a living. The king had found his heir. He was an orphan who slept under the peepal tree 

some water to drink. The king discovered that the boy 
held tightly and he asked two passers-by to help him. As soon as the king was rescued the boy gave him face with eyes that shonc brightly. He brought a rope and lowered it into the pit. The other end was not worry, I will run and come back with a rope. I will take you out of the pit." The boy had a cheerful thirteen year old boy canme by. He was shocked to see an old beggar struggling in the pit. He said, "Do king had almost given up hope and realised that people had no kindness left in their hcarts. Soon a "Helping an old beggar come out of the pit will only dirty our hands and lovely clothes. Forget it!" The 

dressed in their best attire came by and heard the helpless king's cry. One of them said, shoppers 
want to waste our time after a hard day's work. You better try hard afnd come out of the pit." Agroup of 

road, chatting away while returning from the fields. They looked at him in disgust and said, "We do not 
like you. We do greater deeds and protect the borders of the kingdom." Two farmers camc down the 

insignificant person batallion of soldiers passed by and remarked, "It is not befitting for us to rescue an 
nlace but refused to help him. They said, "Oh! You deserve to be in the pit and nothing morc." A 

reached a ncarby market and accidentally fell into a roadside pit. Soon, a group of traders cro: sed the 
Roshanpur after him, he disguised himsclf as a beggar and sneaked out of the palace as night fell. H1e 

peepal trec n 

tIhen 

.be marketwas coronated the heir prince the ncxt day the boy was an orphan who slept 

heartsa small boy with a 
chccrful face told the king not to worry 

and would soon rcsCuc 
him--brought a rOpe-helped the king out 

hands or clothes and rescuc the 
beggarking lost hopc and rcaliscd no kindness was left in people's 

dirty 

PERSEVERANCE IS THE KEY TO SUCCESS 

under the 

to 

L Here is another story based on the outlines provided. 

want 

THE RIGHT HEIR 

want to waste time aftcT a hard day's work-a roun of shoppers did not 
two farners returning from ficids said that they did not 

performcd greatcr decds like 
protecting the borders-

becusc he did not have an heir to be his successor. In order to find an able and honest person t0 rule 

A mighty king ruled the kingdom of Roshanpur and wanted bis people to bè happy. He was worried 
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and write a story. 
Here is another set of pictures which suggests a shocking incident. Observe the pictures carefully 

to crackers." But the damage had alrcady been done. He pledged never to burst crackers again all his lite. 
Later, Raghay sat on his bed and said to his mother, �Mama, I should have listened to the teacher and said no 

There was a cloud of black smoke that filled the air and only atter many hours, the fire could be controlled. 
Somcbody shouted, "Call the fire brigade. Run away!" The flames were furious and many were injured. 

Within seconds, the nearby shops were also engulfed in flames. He saw the shoppers running around. 

BravGry arard 

and before he could blink his eyes, there was a massive explosion. 
zOom up in the sky with a magical Whoosh!" To his horror, the rocket headed straight to the cracker shop 

have a packet of cach. He just couldn't wait to burst the crackers. He excitedly lit a rocket and waited to see it 
shop next to his house. The candles, rockets, mini crackers, bombs looked attractive to him and he wanted to 

what is Diwali meant for. I want to have fun and burst crackers." He bought a big packet of crackers from a 
The next day, Raghav took his pocket money and headed for the nearby market. He said to himself,After all. 

not waste money on something that harms the environment and involves a lot of risk. Remnember my words!" 

Now, look at the pictures given below and read the story that follows. 

written text should leave a lasting impact on the reader. 
appropr1ate woTds to eXpress creative ideas and imagine what was said or done to make it nteresting. I he 

In order to wTite a picture conposition, one should carefully study the details shown in the picture, use 

suggests a story. a chain of events or a single incident. 

A picture comj osifion is a piece of written text based on a set of pictures or a single picture. t 
Pond at yo hone PICTURE COMPOSITION 

30 

the teacher discussed in detail and told the children, "Say no to crackers and do not increase pollution. You should 

It was the festival of lights. Raghav and his friends were very excited. Before the school closed down for Diwali, 
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It is written in an informal style and is a subjective PlcCe of compos1ti0n. They have to be expressed in a logical way. I he descriptions have to be clear but brief. before you start the paragraph on the next line. You may begin by leaving a line after the date and then you may write Dear Diary' on the left hand side punctuation mark while writing the above mnentioned points for diary entry.) mentioned Then, the time must be mentioned in the next Iine. (These days we do not use any The date must be mentioned on the lett hand sIde at the top. In the next line the day must be Ihe following points have to be remembered while writing a diary entry. 

GUIDELINES FOR WRITING A DIARY 
Frank before the war had started. (Nowadays, we do not use a comma when we write the date.) Ihis will give vou an idea of how a diary entry 1S Written. Of course, the above details were written by Anne 

1hen, Havelli came to pick me up, and I went to school 
coincidence. 

a strawberry tart from Mother. And a letter from Granny, right on time, but of course that was just a (which I made myself, of course, since I have become quite an expert at baking cookies), lots of candy, and gift certificate for two books. I got another book as well, Camera Obscura, a platter of homemade cookies 
mind is a bit like wine (after all, wine is made from grapes), a puzzle, a jar of cold cream, 2.5 guilders and a 

potted plant. From Daddy and Mama, I got a blue blouse, a game, a bottle of grape juice, which to my 
were the first thing I saw, may be one of my nicest presents. Then a bouquet of roses, some peonies and a 

A little after seven, I went to Daddy and Mama and then to the living room to open my presents, and you 
wait any longer, I went to the dining room where Moortje (the cat) welcomed me by rubbing against my legs. 

presents. (I went along when you were bought, but that doesn't count.) 
Tl begin from the moment I got you, the moment I saw you lying on the table among my other birthday 

Dear Diary 

DIARY WRITING 

Sunday June 14. 1942 
thoughts. Here is an excerpt from her diary which she used to write religiously. 

All that she wTOte, gives us an insight into the mind of a teenage girl, her insecuritieS, Joys, eals a 
obscrvations in the form of a diary. Her writing was published after her death. when her father discovered it. 

World \War lI. Anne Frank was greatly affected and disturbed by the war. She recorded her feclings and 
Amsterdam. in the Netherlands. Her family went into hiding during the German invasion of Netherlanas in 

following the publication of her diary. She was born in Germany, She lived for most of her lite near 
who became internationally famous posthumously, a Jewish girl 

Let us discuss the work of Anne Frank 

not allowed to get up at that hour, so, I had to control my curiosity until quarter to seven. When I couldn't 
On Friday. June 12, I was awake at 6 O'clock, which isn't surprising, since it was my birthday. But I am 

activities during the course of a particular day. 
A diary entry is a short composition, a record of the writer's personal feelings, thoughts or 
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1. 

yParagraphs 

2. 

An essay is an interesting: piece of writing on a certain topic, comprising of a number of well -
written and well-arranged paragraphs on a given subject. It expresses one's 1deas and 
thoughts on a particular topic and also provides relevant information to the reader. 

FLASHBACK 

The structure of an essay : 

Style 

3. 

An cssay can be mainly divided into three parts. 

ESSAY WRITING 

Introduction : It introduces the reader to the theme or topic of the essay and therefore has to be 
effective, attractive and brief. 

ESSENTIAL FEATURES OF AN ESSAY 

Every essay should be divided into paragraphs. While constructing paragraphs, the following aspects have to 

be kept in mind 

Body : 1 he main part of the essay comprises of several paragraphs which explain the theme or the subject 

matter of the essay. This part of the essay has to be in detail and the points must be logically arranged. 

Conclusion : It is the closing part of the essay and must be convincing, precise and briet.) 

The style of an essav has to be direct, simple and concise. The writer needs to observe the following points : 

Be direct : use short sentences 

4cteeoh ea 

Q2 ghat 
eeay 

Unity : Each paragraph should deal with a single subject but the content should be related to the main topic. 

Variety : Each paragraph should have variety in thoughts and ideas. 

Logical Sequence (cohesion and coherence) : The paragraphs should be placed in a logical 

Sequence of thoughts. 

Be simple : use simple words and construction 

Be natural: don't imitate the style of any other writer 

alfeates fa, 

Step-1: Choose the topic that interests you. 

grammatical). ) 

THE PROCESS OF WRITING AN ESSAY 

Step-2: Generate ideas by asking yourself what, when, where, why or how about matters related to 

the topic and write these in points on a rough sheet of paper. (brainstorming) 

Step-3: Select relevant points from the ideas that you had earlier written down. Now, arrange them 

and prepare an outline that will work as the framework of your essay. 

Step-4: After the essay is written, read it thoroughly and correct the errors (spellings as well as 
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at the 
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the 
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the 
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the 

chief 

guest, 

followed 
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of the 
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a dram

a 
by 
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all 
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of the 
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. 
the 

program
m

e 

ended 

with 

the 

audience 

pledging 

that 

they 

would 

make 

efforts 
in 

saving 
the environm

ent. 
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the 
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the 
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Iro
m

 

hat 

dark 

Store 

room
 

w
hich 

resem
bled 

a dunoeon 

L
could 

hear 
the 

Iw
as 

W
rong. 

T
he 

new
 

books 

w
ere 

sold 

off 

very 

quickly 

and 

sO
N

e 

m
Ore 

were 

ordered 

Lfelt 

sad. 
I w

antea 

Cardoua 

Leavning 

Series 

Gram
m

ar-7 

204 
which 
we 

had 

narticipatcd. 

specch. 

prescntation 
was 

follow
ed 

by 

several 

other 

perform
ances 

by 
the 

students 
of classes 
VI, 
VII 

and 

VIII, 

including 

a m
usic 

rendition 
by 
the 

girls 
of classes 
IV 

and 

V
.) 

im
portance 

of environm
ent 

and 

mainly 

trees 

was 

highlighted. 
It show

ed 

what 

school 

children 

like 
us 

could 
do 
to

 

ensure 

that 

our 

environm
ent 

rem
aincd 

green. 

'H
igh 

School 

E
nglish 

G
ram

m
ar 

and 

C
om

position' 

are 

w
ritten 

on 
my cover 
in 

hug 

letters. 

Yes, 
I a

n
 

a gram
m

ar 

book. 



A
 

poster 
Is designcd 
to 

convey 
an 

im
portant 

message 

and 

give 

inform
ation 

through 

attractive 

pictures 
and 

carefully 

fram
ed 

slogans 
on 
a particular 

topic 
or 

them
e. 

It is 

generally 

used 
to 

highlight 
a cause 
or 
to 

inform
 

a large 

group 
of people 

about 
an

 

upcom
ing 

event. 

T
herc 

are 

tw
o

 

m
ain 

aim
s 

for 

m
aking 

(a) 
for 
publhity 

(b) 

for 

crcating 

aw
areness 

on 

certain 

sOCial 
or 

political 

issues 
FEA

TU
RES 

The 

them
c 

of a poster 

should 
be 

The 

inform
ation 

conveyed 

through 

the 

poster 

should 
be 

concise 

and 
to 

th
e 

point. 
It should 
be 

w
ritten 

in 
a sim

ple 

language 
for 

casy 

com
prehension. 

The 

nam
e 

of the 

issuing 

authority 

should 
be 

m
entioned 

clearly 

along 

with 

the 

logo 
(if 

any). 

V
isuals 

used 
in

 

the 

poster 

should 
be 

im
pressive, 

attractive 

and 

relevant. 

The 

lay-out 

should 
be 

interesting 

and 

clear. Look 
at the 

poster 

given 

here. V
ISIT 

T
H

E
 

B
O

O
K

 

E
X

H
IB

IT
IO

N
� 

R
E

A
D

 

M
O

R
E

 

B
O

O
K

S
 

A
N

D
 

B
E 

E
N

L
IG

H
T

E
N

E
D

 

20 

Septem
ber 

- 1 O
ctober 

20... 
at 

th
e 

S
O

P
H

IA
 

H
A

L
L

 

F
R

O
M

 
10 

am
 

onw
ards. 

Jeffrey 
A

rcher 

Books 
by 

renow
ned 

authors 

like 

Ruskin 

B
ond. 

E
nid 

Blyton, 

Jeffrey 

Archer, 

Charles 

D
ickens, 

A
rthur 

Conan 

C
harles 

D
ickens 

D
oyle 

and 

others 
are 

available. 

Enid 
B

lyton 

R
uskin 

B
ond 

buy 
encyclopacdias 
and O

ther 

books 

available 

in
clu

d
e 

novels, 

com
ics, 

dictionaries 

an
d

 

collections 
of sh

o
rt 

stories. 

Books 

gjve 
us know

ledge 
general 
knowledge 
books. 

SO
 

20%
 

D
IS

C
O

U
N

T
 

O
N

 

A
L

L
 

B
O

O
K

S 

M
ain 

attractions 
- Fam

ous 

Five 

Series 
by 

E
nid 

B
lyton, 

H
arry 

Potter 

Series 
by 
JK 

R
ow

ling, 

T
intin 

C
om

ics 

Charles 

Dickens 

Book 

C
lb

 

M
orning 

Bells 

Public 

School 

Issued 
by 

Cardoua 

Learning 

Sexies 

G
ram

m
ar-7 

(208) 

posters 
-

clearly 
and 

preciscly 

stated. 
It is usually 

conveyed 

through 
a catchy 

slogan. 

The 

slogan 

may 
be 

w
ritten 

in
 

bold 

letters 
so 

that 
it stands 

out. 



A
nsw

ers 
(Inform

ation) 

W
ings 

of 
Fire 

Indom
itable 

Spirit 
Ignited 
M

inds Even 
as the 

President 
he 

He put 

forward 
a project 

plan 
for 

establishing 

bio-im
plants, 

was 

the.Paryavaran 

A
m

bassador 
of India 

Pakir 

Avul 

Jainulabdeen 

A
bdul 

Kalam, 

popularly 

know
n 

as APL 

Dr 

Abdul 

Kalam
, 

served 

the 

as cleventh 

President 
India 

worked 
as 
a new

spaper 

vendor 
to 

pay 
his 

fees. 

He graduated 
in 

Physics 

from
 

St Joseph's 

College, 

Tiruchirapalli. 

Engineering 

from
 

Madras 

Institute 
of Technology. 

His 

outstanding 

contribution 

won 

him
 

the 

Padm
a 

Bhushan 
in 

1981, 

Padm
a 

Vibhushan 
in 

1990 

and 

Bharat 

Ratna 
in 

Even 
as the 

President 
of India, 
he 

took 

avid 

interest 
in 

science 

and 

technology. 
He 

also 
put 

forw
ard 

a project 

1997. 
He 

wrote 

many 

books 

like 

Future 

India 

2020, 

Wings 
of Fire, 

Ignited 

M
inds, 

Indom
itable 

Spirit 
and 
so 
on. 

plan 

for 

establishing 

bio-im
plants. 

He 
was 

also 
the 

Paryavaran 

A
m

bassador 
of India 

and 

continued 
to

 

work 

for 
the 

benefit 
of his 

countrym
en. 

Dr APJ 

A
bdul 

K
alam

 

was 
a scientist 
par 

excellence 

who 

later 

worked 
as Project 

D
irector 

and 

was 

involved 
in 

the 

developm
ent 

of India's 

first 

Satellite 

Launch 

Vebicle. 
He 
was 
an 

aeronautical 

engineer 

with 

D
R

D
O

 
and 

ISRO
. 

He 

played 
a major 

role 
in 

developing 

missiles 
in 

India. 

Hence, 
he is also 

know
n 

as the 

M
issile 

Man 
of India. 
He 

strongly 

believed 

that 

India 

can 

progress 

rem
arkably 

if there 
is m

ore 

developm
ent 

in
 

science 

and 

technology. 
He 

loved 
to 

interact 

with 

children 

and 

youngsters. 

The 

follow
ing 

table 

gives 

you 

details 

about 

the 
life 
of Enid 

Blyton, 

the 

favourite 

author 
of children 

all 

over 

the 

w
orld. 

She 

w
rote 

various 

m
ystery 

and 

adventure 

stories 

for 

children. 

Use 

these 

facts 
to 

w
rite 

a biographical 

sketch 
of hers. Inform

ation 

Q
uestions 

11 

August, 

1897, 
in 

London, 
UK Enid 

Mary 

W
hen 

and 

W
here 

was 
she 

born? Mary 
Pollock 

Full 
N

am
e Thomas 

Carey 
and 

Theresa 

Mary 

Blyton Studied 
at St Christopher's 

School 
in 

Pen 
Nam

e Parents 

Educational 

Was 
a talented 

pianist, 

excelled 
in 

sports 
and 

close 
to 

her 

father 

Thom
as 

Carey 
(a well-read 

m
an), 

shared 

academ
ics, 

took 
to

 

w
ritingpoem

s 
and 

stories 

in 

her 

spare 

timme, 

was 
an 

avid 

reader 

very 

inform
ation 

with 

him
 

on 
all 
that 
she 

read. 

Other 
Details 

211) 

Cordova 

Leavning 

Seies 

G
ram

m
ar-7 

avid 

took 

in
terest 

in
 

sC
ience 

an
d

 

technology. of fro
m

 

2002 
to

 

2007. 

H
e 

was 
a noted 

scientist 

and 
a leader 

with 
a vision 

w
ho 

was 

popularly 

th
e 

as 
know

n 

'People's 

President 

during 
his 

tenure 

from
 

2002-2007. 

He 

was 

born 

on 
15 
O

ctober, 

1931 
in 

N
adu. 

Tamil 

His 

father 

ow
ned 

boats 

w
hich 

he w
ould 

rent 

out 

to 
local 

the 

fisherm
en. 

A
bdul 

Kalam
 

also 

obtained 

He 

Aeronautical 

in diploma 

a 

Blyton 

Backenham, 

trained 
as a teacher 
at Ipswich 

High 
School 

Background 


