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Letter of enquiry..
business letter Ç company ™ äéπ
£æ«ÙüΔ™ (Designation ™) Ö†o-¢√-JéÀ, ¢√J £æ«ÙüΔ Ê°®Ω’†

SEMI- BLOCK FORM

´’†ç ®√Ææ’h†o

(´uéÀh Ê°®Ω’ûÓ é¬èπ◊çú≈) ®√ÊÆh á™« Öçô’çüÓ
Ñ ¢√®Ωç ûÁ©’-Ææ’-èπ◊çüΔç.

†’ ´’†ç Full
block form ™ í¬F, Semi block
form ™í¬F Indented form ™í¬F
®√ßÁ·îª’a. Full block form éÀçü¿-öÀ≤ƒJ îª÷¨»ç: Öûªh-®√-EéÀ Â°j¶μ«-í¬† from
address †’ç* *´®Ω Ææçûª-éπçûÓ Ææ£æ…
¢Á·ûªhç áúø-´’-¢Áj°æ¤ †’ç* v§ƒ®Ωç-Gμ≤ƒhç.
Ê°®√ ®√ÊÆ-ô-°æ¤púø’ Ææn©ç ´ü¿©ç.
M. SURESAN
É°æ¤púø’ Semi block form ™ ®√ÊÆ
Öûªh®Ωç á™« Öçô’çüÓ îª÷üΔlç: Semi block form ™ From
address, To address È®çúø÷ left margin †’ç* v§ƒ®Ωç-Gμ≤ƒhç.
Date ´÷vûªç Ñ È®çúÕöÀ ´’üμ¿u™ èπ◊úÕ-¢Áj°æ¤ ®√≤ƒhç.
Para ©èπ◊ left margin †’ç* Ææn©ç ´ü¿-™ Ôîª’a (5 spaces)
™‰üΔ Åéπ\-Í®xü¿’. É°æ¤púø’ ÅC á™« Öçô’çüÓ sample îª÷üΔlç:
★ ÉçéÌéπ N≠æßª’ç: Semi block letters ™ éÌçûª-´’çC Ææçûªéπç
letter ´’üμ¿u †’ç* èπ◊úÕ-¢Áj-°æ¤èπ◊ Â°úø-û√®Ω’. ´’† Ê°®Ω’ èπ◊úÕ-¢Áj°æ¤ Â°j†
®√ßª’ç.
´’†ç ®√ßª÷-Lq† N≠æßª’ç:
★ äéπ furniture company ´’†èπ◊ é¬¢√-Lq† furniture items †’
supply îËÆæ’hçüΔ? Å™« Å®·ûË ¢√öÀ üμ¿®Ω áçûª? ÅN °æç°œçîËç-ü¿’èπ◊ úø•’s ´·çüË °æç°œç-î√™«? ™‰éπ delivery ûª®√yûª Åçõ‰
´’†èπ◊ ≤ƒ´÷†’x îËJ† ûª®√yûª °æç§ƒ™« ÅØË v°æ¨¡o-©ûÓ letter
®√ßª÷-L..
★ ´’† subscription (´·Tç°æ¤) à letter Å®·Ø√ èπÿú≈, Yours
faithfully •ü¿’©’ faithfully yours, Å™«Íí yours sincerely •ü¿’©’ sincerely yours ÅE èπÿú≈ ®√ßÁ·îª’a.

í∫’®Ω’hçC éπüΔ,

23-12-15, V Street
Prakash Nagar
Ongole 525812
Jan 2 2015

letter

Mail your queries to... pratibhadesk@eenadu.net

I didn't go there...

Comfort Furnitures Ltd
12- 14-15 Jubilee Hills
II Road
Hyderabad.

- Rukmini Dasari.
Q: Sir, I won't, can't, didn't, don't
and he/ she/ it doesn't - Please
explain with examples.
A: I won't = I will not (refusing to
do something in future) = ØË†C

Sirs/ Gentlemen
Re: Supply of furniture - enquiry
We need the following items of furniture for the
office we propose to start very soon. We wish to know
if you supply those items and if you do, their prices
too. Our requirement is as follows:
1. Computer tables with chairs - 10 sets
2. Officer tables with drawers - 4 and
3. Sofa sets for the Reception Lounge - 3
We shall appreciate your immediate response.

îËßª’-™‰†’.

★ I didn't = I did not =

- Varun.
Q: Sir, I want to know the Telugu meaning of
this sentence "Did you found it hard to
wind down?"(it is a stress related question).
A: 'Wind down' - the original meaning of
'wind down' is for a mechanism/ machine
to lose power gradually, slow down and
finally stop.
By extension, in ordinary language, it
means to slow down an activity and stop it
completely.

Hindi =

ØË†’ £œ«çD Å®Ωnç îËÆæ’-éÓ-

™‰†’.
§ƒúø-™‰†’.

c) Didn't = (í∫ûªç™) îËßª’-™‰ü¿’.
★ He/ I didn't go there yesterday =

Åûª†’/ ØË†’ E†o Åéπ\-úÕéÀ ¢Á∞¡x-™‰ü¿’.
îËßª’ç/
îËßª’®Ω’.

d) Don't = do not = îËßª’†’/

ØË†C É°æ¤púø’/

★ We/ I/ You/ They don't (do not)

´÷´‚-©’í¬ îËßª’†’.
a) I won't = I will not:
★ I will not go to Bangalore = ØË†’

¶„çí∫-∞¡⁄®Ω’ ¢Á∞¡x†’/ ¢Á∞¡x-¶-´ôç ™‰ü¿’.

smoke = ¢Ë’´·/ ØË†’/ †’´¤y/
O’®Ω’/ ¢√∞¡Ÿx Æœí∫-È®ö¸ û√í∫®Ω’/
Smoke îËßª’®Ω’ – ÅÆæ©’.

Yours faithfully
for Divya Enterprises
Pramod
Manager
Encl: A plan of our company.

'Instant' is outdated!
818

★ I can't (I cannot) understand

ØË†C îËßª’-

™‰ü¿’ (í∫ûªç™).
★ I don't = I do not =

îËßª’-™‰†’

(≤ƒ´’®Ωn uç).

★ I can't (I can not) sing =

îËßª’-¶-´ôç ™‰ü¿’.
★ I can't = I can not = I am not

able = ØË†C

(I won't go).
b) I can't = I can not =

- N. Kanaka Murthy.
Q: Sir, please explain the meaning of the following sentences which are in passive
voice in Telugu and the usage of such sentences may be explained briefly.
1. The shop is closed.
2. The shop was closed.
3. The shop has been closed.
4. The shop had been closed.
A: 1) The shop is closed = The shop is not
open = ü¿’é¬ùç ´‚Æœ ÖçC – Ñ ¢√éπuç™
shop ûÁJ* ™‰ü¿’ ÅØË üΔEéÀ v§ƒüμΔ†uç.
2) The shop was closed = í∫ûªç™ shop ´‚ßª’•úÕ ÖçC/ Å°æ¤púø’ shop ´‚ßª’-•-úÕçC.
3) The shop has been closed = ü¿’é¬ùç éπõ‰d-¨»®Ω’/
´‚ÊÆ-¨»®Ω’ (á°æ¤púÓ time ûÁL-ßª’ü¿’/ éÌçûª-é¬-©çí¬

- Bandi Venkateswarlu.
Q: Sir, please clarify the difference between
advice and advise.
A: 'Advice' is a noun, whereas 'advise' is a
verb. Advice (Ææ©£æ…) means opinion or
suggestion that you give someone about
something/ how to do something (Ææ©£æ…).
Advise is giving advice to somebody (Ææ©£æ…

É´yúøç.)

- Siripurapu Pavani.
Q: Sir! You explained in recent lesson about
self introduction. Please explain it with
some brief examples. -Å-™«Íí -Éç-ô®Ω÷yuéÀ -¢Á-Rx-

†°æ¤p-úø’ -´’-†ç èπÿ®Óa-´-ú≈-EéÀ -à-´’-E -Å-úø-í¬-L?
"Can I take my place" is this correct?
A: i) You can be even briefer, but when you
introduce yourself, you have to give at least
very important details about yourself like
your name, your qualifications, the place
you come from, your goal in life, and why
you are applying for the job for which you
have been asked to attend the interview You can't be briefer than this.
You are asked to introduce yourself in an
interview, more to test your communication
ability (Your ability to speak English correctly,
and clearly) than to get information about you.
If they (the interviewers) feel your English is
good, they may not even wait till you complete
your answer and go on to the next question.
ii) May I sit down?/ May I be seated?

´‚Æœ ÖçC.)
4) The shop had been closed - í∫ûªç™ àüÓ ï®Ωí∫-éπ-´·çü¿’, shop ´‚ßª’-•úÕ ÖçC/ ´‚ÊÆ-¨»®Ω’.
✪ I went there yesterday. The shop had been
closed = E†o ØË†-éπ\-úÕéÀ ¢Á∞«x†’. Å°æp-öÀÍé ü¿’é¬ùç

´‚ßª’-•úÕ ÖçC/ ´‚ÊÆ-¨»®Ω’ (ØË†’ ¢Á∞Ïx-Ææ-JÍé).
Åçûªèπ◊ ´·çü¿’ ïJ-T†
N≠æßª’ç îÁ°æp-èπ◊çú≈, The shop had been closed

✪ Had been closed,

Eg: The company wants to wind down its
business in this area = The company
wants to reduce its business in this area
step by step and finally close it.
In psychology it means a person reducing
gradually their activity which is causing them
a lot of strain and finally stopping it.
Point No.2: Did you found it hard? is wrong.
It must be, 'Did you find it hard?'

'-≤ÚpÈé-Ø˛ -Éç-Tx-≠ˇ— §ƒ-ûª Ææç-*éπ-© éÓÆæç -îª÷-úøç-úÕ..
www.eenadupratibha.net

- Wrong.
- P. Satyanarayana.
Q: Sir, what is the difference between the
two types sentences while writing the
address: To
The Superintendent of Police
To
Superintendent of Police - Which one is
correct?
A: The Superintendent of Police - Correct.
'The' is necessary before all designations.
Eg: The District Collector, The Inspector
General of Police, etc.

✪ He often gives advice to others.

(Åûª†’ ûª®Ωîª’í¬ Éûª®- Ω’©- èπ◊ Ææ©£æ… ÉÆæ’hçö- «úø’) = He often
advises others (Éûª®- Ω’©
- èπ◊ Ææ©£æ… îÁ•’ûª’ç-ö«úø’.)
- Udaya Kumar, Tadipatri.

Q: Sir,

-†’-´¤y -O’ -ú≈-úŒéÀ -á-†o-´ èπ◊-´÷®Ω’-úø-´¤?-Ñ ¢√é¬u-Eo -Éç-Tx-≠ˇ-™ -á-™« -îÁ-§ƒp-L?

A: There is no correct equivalent for this
question. 'Ennava' doesn't have an exact
equivalent in English.
- K. Kameswar rao.
Q: He will be here on 29 instant. (for one
day - singular)
He will be here on 29th and 30th instants
(for two days - plural)- Please clarify
whether 'instant' or 'instants' is correct.
A: 'Instant' means of this month, but it is not
used in the present day English. It is outdated. We use now, 'of this month'
instead of 'instant'. Instant has no plural.

- Swathi.
Q: Sir, please give the meanings of below
sentences:
1. Ramya could have attended the party.
2. Ramya may have attended the party.
3. Ramya must have attended the party.
4. Ramya would have attended the party.
5. Ramya should have attended the party.
6. Ramya should not have attended the party.
A: 1. a) ®Ω´’u §ƒKdéÀ £æ…ï-®Ω-´-í∫-L-ÍíüË é¬F £æ«ï-®Ω-´™‰ü¿’. OR
b) ®Ω´ ’u §ƒKdéÀ £æ…ïÈ®j Öçúø´îª ’a/ í∫©ü¿’.
(Possibility -£æ…ï-È®jç-üË¢Á÷).
2. ®Ω´’u §ƒKdéÀ £æ…ïÈ®j ÖçúÌîª’a/ ¢Á∞¡Ÿxç-úÌîª’a.
(Could = í∫©; may = ÆæçüË£æ«ç.)
3. ®Ω´’u §ƒKddéÀ £æ…ï®ΩßË’u Öçô’çC (ÆæçüË£æ«ç ™‰ü¿’.)
4. ®Ω´’u §ƒKdéÀ £æ…ï-®Ω-ßË’uüË é¬F Å´-™‰ü¿’.
5. ®Ω´’u §ƒKdéÀ £æ…ïÈ®j ÖçúËüË, é¬F Å´-™‰ü¿’.
6. ®Ω´’u §ƒKdéÀ £æ…ïÈ®j Öçú≈-LqçC é¬ü¿’ (é¬F

£æ…ïÈ®jçC).

-Ç-C-¢√®Ωç 11 -ï-†-´-J 2015

Ñ-Ø√-úø’ Â£j«-ü¿®√-¶«-ü˛

2

- Sahadev, Hyderabad.
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Q: I wish I could continue it or I would continue - Is this correct?
A: I wish I could continue it - Correct.
Q: Recently I got appreciation from client. And reply back that "I am
glad to be part to the team" - Is it correct?
A: I am glad to be part of the team/ I am glad to be a member of the
team - Correct.

Mail your queries to...
pratibhadesk@eenadu.net
- D. Appalaswamy, Bheemunipatnam.
Q: Kindly clarify which one is the correct
answer to the following question:
Q. What does the listener hear?
A: 1. The listener heard the sound of a
rabbit.
or
2. The listener hears the sound of a rabbit.
A: The listener hears the sound of a rabbit
is correct, because the question is =
What does the listener hear?

She is much taller...
- K. Srikrishna Kumar, Bapatla.
Q: Also, Either, As well ©†’ àßË’ Ææçü¿-®√s¥™ x

¢√ú≈™ N´-Jç-îª-í∫-©®Ω’.

îËßª’úøç éπÈ®-ÍédØ√? ¢√öÀ Å®√n©’ ûÁ©-°æçúÕ.
A: O’®Ω’ O’ first question ™ ®√Æœ† groups of
words àO sentences (¢√é¬u©’) é¬´¤. äéπöÀ,
OöÀ™x O’®Ω’ underline îËÆœ-†N àO verbs
é¬´¤.
Ñ éÀçC ´‚úø÷ ûª°æp: Åçü¿’™ ¢Á·ü¿-öÀC Ç
group èπ◊ ÆæJ-§ÚE verb:
1) Children has been breaking the window Children èπ◊ •ü¿’©’ ¢√úË ´÷ô 'they' (plural) é¬•öÀd, Children have been breaking
the window Åçö«ç = °œ©x©’ éÀöÀ-éÃE éÌçûª-ÊÆ-

°æöÀ †’ç* •ü¿l©’ éÌúø’-ûª’-Ø√o®Ω’.
N’í∫û√ È®çúÕçöx, Children have been
breaking the window, Â°j† îÁ°œpçüË - correct ÉC Present Perfect Continuous Tense.
★ Children had been breaking the window

=

í∫ûªç™ ÉçÍéüÓ ï®Ω-í∫-éπ-´·çü¿’ éÌCl-ÊÆ-°æ¤í¬
°œ©x©’ éÀöÀéÃ •ü¿l©’ éÌúø’-ûª’-Ø√o®Ω’. - Past
Perfect Continuous Tense. N’í∫û√ groups
of words àO ÆæJ-é¬´¤.
- S. Mahesh.

Q: Dear sir, please clarify the following
doubts.
1) ØË-†’ -¢√-∞¡x-ûÓ °æ-E -îË≤ƒh-†’
2) ØË-†’ -´÷ sister èπ◊ marriage -îË-¨»-†’ - How
to say these sentences in English?

A: 1. I work with them.
2. I performed my sister's marriage -

Å®·ûË
ÉC ví¬çC∑éπç/ §ƒçúÕûªuç.
´u´-£æ…-J-éπ-¢Á’iûË I got/ had my sister married
Åçö«ç. -

'-≤ÚpÈé-Ø˛ -Éç-Tx-≠ˇ— §ƒ-ûª Ææç-*éπ-© éÓÆæç -îª÷-úøç-úÕ..
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îªí∫-©®Ω’.
A: Much = a large quantity - uncountables

éÀ
¢√úøû√ç, áèπ◊\´ ¢Á·ûªhç™ ÅØË Å®ΩnçûÓ. Å®·ûË
´·êu-¢Á’i† N≠æßª’ç: much †’ not ûÓØË ¢√úøû√ç,
áèπ◊\´ ™‰ü¿’/ é¬ü¿’ ÅØË Å®ΩnçûÓ. áèπ◊\-´í¬ ÖçC
ÅØ√-©-†’-èπ◊çõ‰, (not ™‰èπ◊çú≈), very/ quite/ a lot
¢√úøû√ç.

- B. Mallikarjuna, Kurnool.
Q: Children has been break the window. /
Children has been breaken the window.
/ Children has been breaking the window. - Which one is correct?
★ Children have been break the window. /
Children have been breaken the window.
/ Children have been breaking the window. - Which one is correct?
★ Children had been break the window. /
Children had been breaken the window. /
Children had been breaking the window.
- Which one is correct?
Â°j ¢√é¬u©’ à õ„Ø˛q™ ÖØ√o®·? Å™« form

He wants to go there and so does she..
Q: Sir, much à Ææçü¿-®Ωs¥ç™ Ö°æ-ßÁ÷-Tç-î √--™  -N-´-Jç-

A: Also = in addition to/ besides = èπÿú≈ = as
well.
★ He gave me a pen and also a pencil = He
gave me a pen and a pencil = He gave me a
pen; He gave me a pencil as well.
★ Å®·ûË 'also' éÌçîÁç formal. é¬Ææh §ƒçúÕûªuç.
´÷´‚©’ Ææç¶μ«-≠æù« Ææçü¿-®√s¥™x too áèπ◊\-´í¬
¢√úøû√ç. Too = as well = also.
a) He gave me advice and some money too =
He gave me advice and some money as
well.
b) He wants to go there and she also wants to
go there. ÉC §ƒçúÕûªuç. ÉüË ´÷´‚©’ Ææç¶μ«-≠æ-

a) He is much tall (X)
He is very tall/ He is quite tall ( ✔ )
b) She has much wealth (X)
She has a lot of wealth. ( ✔ )
Å®·ûË not ûÓ much ¢√úøû√ç.
★ I am not much interested in Telugu movies.
Comparatives ûÓ èπÿú≈ much ¢√úøû√ç.
★ She is much taller than her sister (taller Comparative Degree)
éÌEo proverbs (≤ƒ¢Á’-ûª) ™x ¢√úøû√ç – not ™‰†-

°æp-öÀéÃ.
★ Much water has flown under the bridge

since you were here =

†’Nyéπ\-úø’†o°æp-öÀéÃ É°æp-

öÀéÃ î√™« ´÷®Ω’p ÖçC.

ù™ Å®·ûË,
a) He wants to go there, and she wants to go as
well.
or
b) He wants to go there and she wants to go
too.
★ Éçé¬ Conversational Å®·ûË,

MLA -´·ç-ü¿’ an...?

verb agrees with the second sub- Ajay, Nizampeta
ject- here the second subject is I, so
Q: Sir please clarify the following
the verb must be 'am'. But rememdoubts.
ber always - When other subjects
★ This forest swarms with elelike you, he, she, and they and I are
phants - Can we write the above
separated
by,
either...
or,
sentence in the Indirect speech as
neither...nor, not only.. but also, I is
in the following manner?
placed last, and the verb agrees
M. SURESAN
That forest swarmed with elephants.
with I. It should be:
A: The forest swarms with elephants
Neither/ either a) You or I/ We
- DEéÀ, reporting verb, Åçõ‰, inverted comeither b) You, he/ she/ they or I/ We
mas •ßª’ô ÖçúË verb, Past Tense Å®·ûË
either c) You or he/ she/ they.
Å°æ¤púø’ Indirect speech: The forest swarmed
★ This applies to 'and' too:
with elephants - Correct. (Reporting verb,
said Å®·ûË Â°jC correct.
You and I; You, he/ she/ they and I, you and
he/ she/ they, He/ she/ they and I.
★ He said (Past Tense), 'The forest swarms
with elephants.' DEéÀ Indirect speech, He
Q: Can we say the following ones?
said that the forest swarmed with... a) Neither he nor they are going.
Correct.
b) Neither of the things shouldn't take Å™« é¬èπ◊çú≈ He says, (Present Tense)/ He
Neither/ Either -à¢ÁjØ√ È®çúø’ ´Ææ’h-´¤©’/ ´’†’will say (Future Tense) ÅE Öçõ‰ Å°æ¤púø’
≠æﬂ© í∫’Jç* ´÷vûª¢Ë’ ¢√ú≈™«?
Indirect speech, He says/ will say that the
c) He or I am going/ He or I are going.
forest swarms with elephants, correct.
d) You are not supposed to wear those clothes/
Q: Ç certificates îÁ©x´¤/ îªôd-v°æ-é¬®Ωç îÁ©x´¤ You shouldn't wear those clothes.
Please translate into English.
A: (b) Neither... nor, Either.. or á°æ¤púø÷ two
A: Those certificates are invalid.
things/ persons, or two groups of things/
Q: Neither/ Either he or I am/ I are here persons èπ◊ ´÷vûª¢Ë’ ¢√úøû√ç.
Which one is correct? Please explain.
c) Â°j† îÁ§ƒpç éπüΔ, or ´ÊÆh È®çúÓ subject †’ •öÀd
A: Neither/ Either he or I am here - Correct.
verb Öçô’çC. Â°j† N´-®Ωù îª÷úøçúÕ.
When we use, Neither.. nor/ either... or, the
d) You are not supposed to = You should not.

- Sneha, Kottoor.
Q: Sir, please clarify the following doubts.
★ The paternal grandfather is not supposed

to take the child/ The paternal grand
father shouldn't take the child - Is there
any difference between the above two
mentioned sentences?
A: The paternal grandfather is not supposed
to take the child = The paternal.... should
not take...
Q: She is materially/ physically present- Is
there any difference?
A: Both are same.
Q: I did see him getting his cycle repaired Is this sentence correct?
A: Correct.
Q: i) She will have got/ had her clothes
ironed.
ii) She will have been getting/ having her
clothes ironed.
iii) She must have been able to have her
clothes ironed. Please say whether the
sentences from, the mentioned above
sentence, i) to iii) are correct or not.
A: i) She will have got/ have had her clothes
ironed = By a point of time in future, the
ironing of her clothes will have been
complete = ¶μºN-≠æu-û˝™  ´’†ç Å†’-èπ◊ç-ô’†o

Ææ´’-ßª÷-EéÀ, Ç¢Á’ ûª† ü¿’Ææ’h-©†’ ÉÆ‘Y îË®·ç-îª’èπ◊E Öçô’çC. (Å°æp-öÀéÀ ÉÆ‘Y Å®·§Ú®·
Öçô’çC.)
ii) She will have been getting/ having her
clothes ironed = ¶μºN-≠æu-ûª’h™  äéπ Ææ´’-ßª÷-EéÀ

Ç¢Á’ ü¿’Ææ’h©’ ÉÆ‘Y îË®·ç-îª’-èπ◊çô÷ Öçô’çC.
™ Å†’-èπ◊†o Ææ´’-ßª÷-EéÀ Ç¢Á’
éπ*aûªçí¬ ûª† ü¿’Ææ’h-©†’ ÉÆ‘Y îË®·ç-îª’-èπ◊E
Öçô’çC.

iii) Future

Q: She herself washed the clothes/ She
washed the clothes herself - Please translate into Telugu.
A: She herself washed the clothes = She
washed the clothes herself = ûª† ü¿’Ææ’h-©†’

û√ØË Öûª’-èπ◊\çC.
Anil, Vijayawada.
Q: Çúø’-èπ◊ØË

´ßª’Ææ’ O’ ¶«•’C. Å°æ¤púË ¢√úÕE
•úÕ™ ¢ËÊÆh ¢√úø’ àç îªü¿’-´¤-û√úø’?

A: Your boy is still at a playing age. If put
him to school now, what can he learn?
Q: ØËØÌ*a ´‚úø’ í∫çô©’/ ´‚úø’ ®ÓV©’
Å®·uçC - Please say in English.
A: It is three hours/ three days since I came.
- Haritha Potluri.
Q: Sir, can "an" be used before M.L.A. Also
please give the usage of "an".
A: Å, Ç, É, Ñ, Ö, Ü, á, à, â – Ñ ¨¡¶«l©’
(Åéπ~-®√-©’)í¬ Öîªa ¥-JçîË English ´÷ô©
´·çü¿çû√ an ¢√úøû√ç.
★ M.L.A. = áç.á-™ ¸.á.-™  áç, á ¨¡•lçûÓ
v§ƒ®Ωç¶μº-´’-´¤-ûª’ç-C é¬•öÀd, an MLA ÅØË ÅØ√L.
Å™«Íí an M.P. Å™«Íí She is an M.Sc. in
Maths.
- J. Hitaishini.
Q: Sir, is the sentence ''writing for writing
sake'' is correct? If no, then what is the
best alternative can be used instead?
Please let me know.
A: 'Writing for writing sake' is WRONG.
Writing for writing's sake - CORRECT.

-Ç-C-¢√®Ωç 18 -ï-†-´-J 2015
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Letter Writing ™ -¶μ«í∫çí¬ Ñ ¢√®Ωç ´’†ç
Official Correspondence (v°æ¶μº’ûªy ÅCμ-é¬-®Ω’-

©èπ◊/ é¬®√u-©-ßª÷-©èπ◊, ´’†èπÿ ´’üμ¿u ïJÍí
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Mail your queries to...
pratibhadesk@eenadu.net
- N. Pentaiah, Dharmajigudem.
Q: Sir please explain the following. Not only
- ûª®√yûª, But also ûª®√yûª èπÿú≈ Past Tense
Verb ´÷vûª¢Ë’ ¢√ú≈™«? N´-Jç-îª-í∫-©®Ω’ –

É™«çöÀN ÉçÍé-¢Á’iØ√ ÖØ√oßª÷? ´u´£æ…®Ω, ¢√uéπ®Ωù N®Ω’-ü¿l¥çí¬ ÖçúË éÌEo ¢√é¬u-©†’ -N-´-Jç-îªç-úÕ.
A: When 'not only... but also' is used in a sentence with only one verb, the verb comes
immediately after the subject. Åçõ‰ ´’†ç
not only ... but also ¢√úË sentences ™ äÍé äéπ
verb Öçõ‰ Ç verb †’ subject °æéπ\ØË ®√≤ƒhç.
★ He sang not only film songs but also
Annamayya krithis. (Çßª’† ÆœE´÷ §ƒô™‰

é¬èπ◊çú≈, Å†o-´’ßª’u éπ%ûª’©’ èπÿú≈ §ƒú≈úø’).

★

í∫´’-Eç-î√-Lq† N≠æßª’ç – Ééπ\úø äÍé verb ÖçC –
Sang. é¬•öÀd üΔEo subject 'he' °æéπ\ØË ¢√ú≈ç.

(He not only sang film songs but also
Annamayya krithis - Wrong).
Not only... but also ´*a† sentence ™ È®çúø’
verbs Ö†o-ô®-d ·ûË, Å°æ¤púø’ ¢Á·ü¿öÀ verb †’ not only
ûª®√yûª, È®çúÓ verb †’ but also ûª®√yûª ¢√úøû√ç.
★ She not only sang but also danced. Ééπ\úø
È®çúø’ verbs Öçúøôç í∫´’-Eç-îªçúÕ.
DØËo Inverted form Åçõ‰ subject †÷, not
only, but also †’ A®Ωí∫ ®√Æœ-†-°æ¤púø’, verb †’
Helping verb, Main verb form ™ ®√≤ƒhç.
eg: a) Not only is he a great poet but also a
singer. (Not only ûÓ v§ƒ®Ωç-Gμçî√ç éπüΔ,
Åçü¿’Íé, verb 'is' †’ subject 'he' éÀ ´·çüË
®√≤ƒhç, question é¬éπ-§Ú-®·Ø√).
b) Not only did he go there but also met the
minister (Åéπ\úÕéÀ ¢Á∞¡x-ô¢Ë’ é¬èπ◊çú≈, ´’çvAE
èπÿú≈ éπ©’-Ææ’-èπ◊-Ø√oúø’) – Ééπ\úø èπÿú≈ not only ûÓ
sentence v§ƒ®Ωç-Gμç*†çü¿’-´©x not only did he
go ÅØ√oç. Å™« é¬èπ◊çú≈ subject 'he' ûÓ sentence v§ƒ®Ωç-GμÊÆh Å°æ¤púø’, He not only went
there but also met the minister (Past Tense).
★ ´’J-éÌEo egs: a) He is not only a director but
also an actor. (= Not only is he a director
but also an actor).
b) She not only sings but also writes poetry =
not only does she sing, but also writes.

M. SURESAN

Öûªh®Ω v°æûª’u-ûªh-®√©) B®Ω’ á™« Öçô’çüÓ
îª÷üΔlç. ÉN èπÿú≈ full block/ semi block/
indented form ™ Öçúø-´îª’a.

Permission éÓ®Ω’-ûª÷ Öûªh®Ωç..
full block form Åçõ‰ ´’†
from address ûÓ Ææ£æ…, date, ´’†ç
®√Ææ’h†o ¢√J to address, ¢√∞¡x Ææç¶-üμ¿†,
®√Ææ’h†o N≠æßª’ç (subject), Öûªh®Ωç

Q: Sir, what is the difference between
i) He is at sleep. ii) He is in sleep.
A: He is at sleep - No such expression - É™«çöÀC English ™ ™‰ü¿’ – ûª°æ¤p éÀçü¿ ™„éπ\.
★ He is asleep = Evü¿-§Ú-ûª’-Ø√oúø’

The Superintendent of Police,
Prakasam District,
Ongole
Sir,

¢Á·ûªhç™ Ö†o Ê°®√©÷, ´·Tç°æ¤ ÅFo èπÿú≈
áúø´’ ´÷JbØ˛ †’ç* v§ƒ®Ωç-GμçîË °æü¿l¥A.

★ Re: Holding of a Public meeting on 15th
Jan 2015 on local PWD Grounds Permission - request for

S emi block form ™ from, to addresses, salusub/ Re: (Subject/
tation (Ææç¶-üμ¿†),
Regarding) ÅFo left margin †’ç* v§ƒ®Ωç¶μºç Å´¤û√®·. Å®·ûË date, ´·Tç°æ¤ (Subscription) Ê°@
full stop

¢√úøç. Ç ûª®√yûª Ææç¶-üμ¿†, üΔE-éÀçü¿
Ê°®√™« Ææn©ç ´CL, N≠æßª’ç (subject) - ÆæçéÀ~-°æhçí¬
üËEo í∫’JçîÓ ®√Æœ, ûª®√yûª para †’ç* body of the
letter and matter paragraph ¢√Kí¬ ®√≤ƒhç.
ûª®√yûª é¬Ææh Ææn©ç ´ü¿L, ´’Sx page ´’üμ¿u †’ç* èπ◊úÕ¢Áj°æ¤ *´-JéÀ, ´’† subscription (´·Tç°æ¤ – ´÷´‚©’í¬ ÅEo Official letters ´·Tç°æ‹ – yours
faithfully Å´¤-ûª’çC) Öçô’çC.
É°æ¤p-úÌéπ official letter îª÷üΔlç, ÖüΔ-£æ«-®Ω-ùéÀ.
>™«x police ÅCμ-é¬-JéÀ (superintendent of
police èπ◊), ´’†ç ï®Ω’-°æ-¶-ûª’†o •£œ«-®Ωçí∫ Ææ¶μºèπ◊,
üΔEéÀ mike, loud speaker ¢√úËç-ü¿’èπ◊ permission
éÓÆæç Öûªh®Ωç ®√üΔlç:
★ Re: Regarding. ÉC subject èπ◊ •ü¿’©’
®√ßÁ·îª’a. Ê°®Ω’x, address ©÷ Íé´©ç éπLpûªç.

Games.. Sports -ûË-ú≈..?

- E. Rajendra Prasad.
Q: Sir, please explain the usage of causative
verbs in Active & Passive voice with
examples.
A: Causative verbs are verbs which indicate
actions which somebody does because others make them do it.

1. Let = Allow somebody to do something

(äéπJûÓ îË®·ç-îªúøç)
Eg: a) Let him do it (ÅûªùÀo üΔEo îËßª’F)
b) Let him take it (ÅûªùÀo üΔEo BÆæ’-éÓF)

îË®·ç-îªúøç •©-´ç-ûªçí¬)

Ç¢Á’ îËÆœçC.)

àüÁjØ√ îË®·ç-îªúøç).
3) Have - Have somebody do something = to
give somebody the responsibility of doing
something. (äéπ-JûÓ ¶«üμ¿u-ûªí¬ îË®·ç-îªúøç).
4) Get = to convince somebody to do something (†îªa-ñ„°œp îË®·ç-îªúøç).
Their use in Active and Passive voice →

'-≤ÚpÈé-Ø˛ -Éç-Tx-≠ˇ— §ƒ-ûª Ææç-*éπ-© éÓÆæç -îª÷-úøç-úÕ..
www.eenadupratibha.net

Active Voice

a) The teacher made the student do the assignment (öÃîª®˝ NüΔuJnûÓ Ç °æE îË®·ç-î √úø’).
b) She made him come here (Åûª-Eéπ\-úÕéÀ ´îËaô’d
★ In English Let, make, have and get are
Causative verbs. We can use them both in
the active and the passive voices.
★ Their meanings: Let = allow somebody to
do something. (á´-J-ØÁjØ√ àüÁjØ√ îËßª’-E-´yôç).
★ Let him go = Allow him to go.
2) Make somebody do something = force
somebody to do something (á´-J-ûÓ-ØÁjØ√

We, the members of the local college
students' associations propose to holding a
public meeting at 5 PM on Thursday, the
15th Jan, 2015 at the local PWD grounds.
Dr. Pandit, Professor of Political
Science, Banaras Hindu University, will be
the Chief speaker.
We request to grant us the permission to
hold the meeting. We have paid the necessary fee for the permission.
We assure you that the meeting will be
peaceful and will not cause any law and order
problem or disturbance to the neighbourhood.
Yours faithfully,
Vinay,
Secretary
Federation of Local Students' Unions,
Ongole.
Encl: 1) Copy of the challan for fee
2) Invitation to the meeting

Causative Verbs

2. Make somebody to do something = force
somebody to do something (äéπ-JûÓ àüÁjØ√

- B. Ramakrishna, South Mopur.
Q: Sir, what is the difference between games
and sports?
A: Games are played between two teams/ two
individuals, each forming a team. Football,
Hockey, Tennis, etc are all games as they
are played between two teams.
★ Sports on the other hand are played by a
number of teams/ individuals (more than
two). Eg: Running races, Walking races,
Javelin throw, etc.
- Ajay Mamidi.

Jan 8, 2015

í∫’®Ω’hçC éπüΔ...

´’üμ¿u †’ç* èπ◊úÕ-¢Áj°æ¤†èπ◊ ®√Æœ, üΔE-éÀçü¿ Ææçûªéπç
Â°úøû√ç.
Ééπ-§ÚûË Indented format - ÉC ´’†ç ´÷´‚©’í¬ ®√ÊÆ °æü¿l¥A – É°æ¤p-úÕC ¢Á’Lx-¢Á’-Lxí¬ §ƒûª-•-úÕ-§ÚûÓçC. Éçü¿’™, ®√ÊÆ-¢√∞¡x Ê°®Ω’ ™‰èπ◊çú≈ °æ‹Jh
address ´÷vûªç Ê°@ ´’üμ¿u †’ç* èπ◊úÕ-¢Áj-°æ¤-†èπ◊
®√≤ƒhç, v°æA line *´®√ comma Â°úøû√ç, from
address ™ *´J line *´®Ω ûª°æp – üΔE °æéπ\†
comma í¬F full stop í¬F Â°ôdç. DE-éÀçü¿ ¢ÁçôØË
û√Kê’ ¢Ë≤ƒhç.
Ç ûª®√yûª left margin †’ç* v§ƒ®Ωç-GμÆæ÷h, ´’†ç
®√Ææ’h†o ÅCμ-é¬J £æ«ÙüΔ (≤ƒ´÷-†uçí¬ official letters
®√ÊÆ-ô-°æ¤púø’ Officer £æ«ÙüΔ Ê°®ΩØË ®√≤ƒhç, ´uéÀh Ê°®Ω
®√ßª’ç), üΔE-éÀçü¿ ¢√J address, Åçü¿’™ v°æA line
*´®Ω comma Â°úøû√ç. *´J line *´®Ω comma/

# 402, Kailas Flats,
29-13-14, Narayana Street,
Prakasam Nagar,
Ongole - 520 846

Note: 'Make' as a causative verb in the active
voice is not followed by 'to'.
3. Have = Have somebody do something = give
somebody a responsibility = ¶«üμ¿uûª Å°æp-Tç-îªôç
eg: a) He had his brother clean the room (Åûª†’

ûª† ûª´·t-úÕéÀ í∫C ¨¡Ÿv¶μº-°æ-JîË ¶«üμ¿uûª Å°æp-Tç-î√úø’/
¨¡Ÿv¶μºç îË®·ç-î√úø’).
4. Get somebody to do something = Persuade
somebody to do something.
Eg: Somehow I got the Principal sign the certificate. (á™«-íÓ™« v°œEq-°æ-™ ¸†’ ÆæJd-°∂œ-Èéö¸Â°j

Ææçûªéπç Â°öÀdç-îª-í∫-L-í¬†’).

Passive Voice
1. a) Let it be done by him (ÅûªE

îËûª ÅC
îËßª’-•-úøF – Ñ ¢√úø’éπ ûÁ©’-í∫’™ î√™«
éπ%ûª-éπçí¬ Öçô’çC).
b) Let it be taken by him (üΔEo ÅûªE îËûª
BÆæ’-éÓ-•-úøF).
2. a) The student was made to do the
assignment (by the teacher) (Teacher
îËûª NüΔuJn assignment îË®·ç-îª-•-úøfô’d

îË¨»úø’ – ûÁ©’-í∫’™ É™« Å†ç).
b) He was made to come here (by her)

(Åûª-E-éπ\-úÕéÀ ´îËaô’d îËßª’-•-ú≈fúø’.)
★ be + pp (of make) in the passive is fol-

lowed by 'to'.

3. Give somebody some responsibility.
★ He had the room cleaned by his brother (ûª† í∫C ¨¡Ÿv¶μºç îËÊÆ ¶«üμ¿uûª ûª´·t-úÕéÀ

Åûª-EîË Å°æp-Tç-îª-•-úÕçC).
4. äéπ °æE äéπJE îËßª’-´’E †îªa-ñ„-°æpôç Å®·ûË
Have somebody do something = Get
somebody do something (üΔüΔ°æ¤) èπÿú≈

Å´¤-ûª’çC.
★ Somehow I got the certificate signed

by the Principal,
Principal îËûª Ææçûªéπç

(á™«íÓ ÆæJd-°∂œ-Èéö¸
îËßª’-•-úËô’x îË¨»†’.)

-Ç-C-¢√®Ωç 25 -ï-†-´-J 2015

Ñ-Ø√-úø’ Â£j«-ü¿®√-¶«-ü˛
We have so far seen the formats of
formal correspondence - official
and business correspondence (Öûªh®Ω

´÷®Ω’-ûÓç-C...

´·-Tç°æ¤

M. SURESAN

v°æûª’u-ûªh-®√©’). -é¬-©ç -í∫-úÕ-îËéÌ-Dl -O-öÀ-™ -Å-ØËéπ ´÷®Ω’p-©’ -´Ææ’h-Ø√o®·. -´·-êuçí¬ -´·-Tç°æ¤ N-≠æ-ßª’ç-™. -O-öÀ í∫’-Jç-* -ûÁ-©’Ææ’èπ◊ç--üΔç.

Öûªh®Ω v°æûª’u-ûªh-®√©’ – v°æ¶μº’ûªy ÅCμ-é¬-®Ω’-©èπ◊ ®√ÊÆN /
¢√u§ƒ®Ω ÆæçÆæn-©èπ◊ ®√ÊÆN, ¶«í¬ ÆæçéÀ~-°æh-´’-´¤-ûª’-Ø√o®·
– ´·êuçí¬ ´·Tç°æ¤ (subscription) N≠æ-ßª’ç™.

é¬F business letters ™ ÉC °æ‹Jhí¬ ûªT_-§Ú®·çC. Letter Åçû√ ®√Æœ† ûª®√yûª, Yours faithfully ÅE ®√ßª’úøç ¶«í¬ ûªT_-§Ú-®·çC. üΔE
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•ü¿’©’, faithfully (yours ™‰èπ◊çú≈), Éçé¬ áèπ◊\´í¬ sincerely (yours üΔE ´·çü¿’ ™‰èπ◊çú≈)
¢√úË-Ææ’hØ√oç.
°æ‹Jhí¬ modern Å®·ûË, With regards / Kind
regards / Warm regards, Éçé¬ simple í¬
Regards ÅE ®√Ææ’h-Ø√o®Ω’. N´-®√©’ ´îËa-≤ƒJ
îª÷üΔlç.

eve-teaser -°æ-ü¿ç ™‰-ü¿’..!
- Sivaprasad (Srikakulam),
Alivelu Manga
Q: Sir, Please clarify following doubts.
1) What is the difference between teaser and
trailer.
2) Which has to be used between simple past
tense and passive voice, if we want to say
that a work has been completed by a certain
date.
For ex : The work completed on so and so
date OR
The work was / has been completed on so
and so date .
Please explain.
A: 1. There is no connection at all between
teaser and trailer. They are entirely different from each other.
★ Teaser means, a person who makes fun of

or provokes / makes others angry, playfully
/ unkindly (Éûª-®Ω’-©†’ Çô-°æ-öÀdçîÓ, ¢ËCμçîÓ ¶«üμ¿-

Â°-õ‰d-¢√∞¡Ÿx)
★ Teaser also means, a tricky question which

appears simple but difficult to answer.

- Sravan Kumar
Q: Kindly give information about usage of all prepositions.
A: There are no hard and fast rules for the use of prepositions. Why a certain preposition is used
before / after a word is purely a matter of usage (¢√úø’éπ). Constant reading alone can be of
help in the use of prepositions. There are only rules which say which preposition can be used
before / after a word. The following are the points of usage of certain prepositions.

Use of Prepositions
S.No.
1.

Preposition
On

2.

In

3.

At

4.

Since

5.

For

6.

By

7.

To

2) Trailer: Portions from a film / TV show
shown before the release of the film, for publicity (v°æî √®Ωç EN’ûªhç ÆœE´÷/ TV show Núø’-

ü¿© é¬éπ-´·çüË v°æü¿-JzçîË Åçü¿’-™E ÆæEo-¢Ë-¨»©’,
Ø√ö«u©÷ etc.)
2. i) Simple past tense can be in both active
voice and passive voice.
First of all, 'The work has been completed
by a certain date, is wrong. The verb, 'has
been completed' is in the present perfect tense,
PASSIVE VOICE. We use the present perfect
tense for an action completed in the past, but
time not stated)

(í∫ûªç™ ïJ-T† °æE, time îÁ°æpèπ◊çú≈). í∫ûªç™
äéπ Ææ´’-ßª÷-EéÀ ïJ-T† °æE (Past action at a definite time) Å®·ûË Å°æ¤púø’ *Passive Voice* ™.
The work was completed by a certain date

Åçö«ç.
★ 'The work completed on so and so date' is

not a sentence as it does not have complete
meaning. (Ñ sentence Å®Ωnç, °∂æ™«Ø√ ûËDéÀ °æE
★ In our country people who make fun of / try

to harm girls are called eveteasers.
However, in standard English there is no
such word as 'eve-teaser'. It is simply teaser.
★ Trailer = 1) A vehicle without an engine,

pulled by another vehicle (ûª†ç-ûªô û√†’ éπü¿™‰xE ¢√£æ«†ç – üΔEéÀ engine ™‰éπ-§Ú-´ôç ´©x) –
Usually vehicles pulled by tractors, buses
and lorries (Tractorèπ◊ ûªT-Lç* ™«Íí ¢√£æ«†ç)

Active Voice

Mail your questions to pratibhadesk@eenadu.net

Prepositions.. -á°æ¤p-úø’? -á-™«?

official / business correspondence
is becoming simpler and simpler - Åçõ‰ Ñ

®√†’®√†’

The subscription, in the past, in letters to
Government officers used to be 'Yours faithfully'. É°æ¤púø’ èπÿú≈ ÉüË ¢√úø’-ûª’Ø√oç – Yours
faithfully / faithfully, üΔE ûª®√yûª Ææçûªéπç.
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°æ‹Jh îËÆœçC – ÅE. °æE ûª†çûª û√†’ °æ‹Jh
îËßª’ü¿’ éπüΔ? üΔEo á´-È®jØ√ °∂æ™«Ø√ ®ÓVèπ◊ °æ‹Jh
îË¨»-®ΩØÓ Åçö«ç.

★ Passive - The work was completed (not, has

been completed) by such and such a date
(by me / you / them / the workers, etc.)
Look at the table given below:

Passive Voice

1. I / We / You / They have completed, He /
She / It has completed the work (Present
perfect tense - past action, time not stated/
known.

1. The work has been completed by me / us
/ you / him / her / it / them (Present perfect - Past action, time not known)

2. I / We / You / He / She / They completed the
work by a certain date (Past simple - Past
action, time known)

2. The work was completed by me / us /
you / him / her / them by a certain date
(Simple past- past action, time known/
stated.)

a) Before days of the week (Monday, Tuesday, etc., the Ist of last
month, on the 25th etc.)
b) Before rivers to indicate their banks - Vijayawada is on the Krishna;
on bus / train (Something happening). Eg: There was a quarrel
between two passengers on the bus / train / on the ship, etc.
c) on the TV / radio (programmes)
d) on something - on the table / wall / table etc.
e) sides - on the right / left / the Ist floor, etc.
f) before all topless modes of travel: on horseback / elephant /on foot
a) Before months / years / seasons (in January / in 2014 / in spring,
summer etc.)
b) before parts of the day - in the morning / the evening / in the night
(at night) , in the afternoon, etc.
c) at the end of a period - in an hour / in a year, etc.
d) a place - in the room, in the class,
e) before big and important cities - in Vijayawada, Hyderabad, New
York, etc.
f) in a car / taxi
a) Before small places and villages (at Mehboobbad/ Mangalagiri, etc.)
b) before events / occasions (at the party / the wedding)
c) before places of activity: at college / at the meeting / the cinema (hall)
Since = from sometime in the past.
Before a point of time (Since 2013 / December / 5 O’clock, etc.)
a) Over a certain period of time (for two years / for an hour etc.)
b) Kosam (éÓÆæç) – This shirt is for Ramesh = Ramesh éÓÆæç.
c) On behalf of (He signed for the officer)
d) In support of ( I am for any good party)
a) By the side of / next to (He is beside his friend)
b) Not later than (By 3 O’clock = before / at 3 O’clock)
c) Before the person who does something in the passive voice (It was
done by Ravi)
a) Towards (in the direction of: He is moving towards the gate)
b) Destination
c) In the sense of doing something to somebody

Being taken Åç-õ‰..?

★ (Active Voice - They / he / I/ you / the

workers etc. completed the work by such
and such a date OR

Use

-

- P. Srivastav, S.N. Puram
Q: To tackle the power shortage being witnessed due to fall in generation - Please
explain the meanings of the underlined
words.
A: Nü¿’u-ü¿’-û√p-ü¿† ûªí∫’_-ü¿© ´©x éπL-T† Nü¿’u-îªa ¥éÀh éÌ®Ω-

ûª†’ áü¿’-®Ì\-ØËç-ü¿’èπ◊.
Q: Being taken, he doesn't need - Please say
the meaning of the underlined words.
A: Being taken, he... explanation
- This is wrong - has no meaning.
Being taken = BÆæ’-éÓ-•-úø-ôç-´©x ( = somebody (á´®Ó) having taken something).
Q: He went away during the match/ He went
away while the match was going on Please say the difference between the

sentences.
A: He went away during the match = He went
away while the match was being played.
Q: She isn't supposed to scold her husband/
she shouldn't scold her husband - Please
say the difference.
A: She isn't supposed to scold her husband =
She should not scold her husband.
Q: He himself ate the apple / He ate the apple
himself - What is the difference?
A: He himself ate the apple = He ate the apple
himself.
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