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7.2 BUSINESS

Précis writing is a very useful exerc
differentiate between the essential and
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4. Coherence 

A good précis should be coh
clearly. 
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S CORRESPONDENCE AND REPORTING 
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 PRÉCIS WRITING P

Step 1 

Read the passage carefully- more tha
text well enough to extract its central /

Step 2 
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7.4 BUSINESS

• Always use the third person
should be written in the prese

 SOLVED EXAMPLE
Q. 1 Write a précis of the passage g

A life of action and danger moderates
us at every step the precarious tenur
most apprehensive on this score. Dr
compared with those sweeping contem
the still life of a man of letters there w
cups of tea to all eternity would it h
inordinate fear of death is to set a jus
strong humour and tormenting passi
existence according to the good we de

Solution 

Step 1:  

Identify the main idea: The text discus
fear can be overcome.  

Step 2:  

Identify the main points / facts: 

a) We do not fear death if we liv

b) Those people who fear death

c) This happens because they l

d) The most sensible way of ridd

e) We should be comfortable w
uncertain.  

Step 3: 

Provide a suitable title: The Fear of De

Step 4: 

Write the first draft:  

If we lead an active life facing dange
and leading a peaceful life are the one
The most sensible way of getting rid
importance to our life, we will not feel t

S CORRESPONDENCE AND REPORTING 

, reported speech and past tense while writing a pré
ent tense.  

E 
given below.  

s the dread of death. It not only gives us fortitude to be
re on which we hold our present being. Sedentary a
r. Johnson was an instance in point. A few years se
mplations on time and infinity with which he had been
was no obvious reason for a change. He might sit in a
had been possible for him to do so. The most ratio
st value on life. If we mere wish to continue on the sc
ons, we had better be gone at once; and if we only
esire from it, the pang we feel at parting which it will no

sses people’s fear of death. It details why some people

ve an active life.  

h the most are the ones who spend much time sitting a

ead an inactive and peaceful life and do not want any 

ding oneself of the fear of death is by valuing life.  

with the knowledge that life is unpredictable and that o

eath 

rs, we will fear death less. People who spend a lot of
es who are most afraid of death. This is because they 

d of the fear of death is to value life properly. If we d
the pang of death. 

cis. Only universal truths 

ear pain, but also teaches 
nd studious men are the 

eemed to him soon over, 
n used to pose himself. In 
an armchair and pour out 
nal cure after all for the 

cene to indulge our head-
y cherish a fondness for 

ot be very severe. 

e fear death and how this 

nd studying.  

change.  

our hold upon life is very 

f their time lazing around 
do not want any change. 
do not give unnecessary 
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Step 5: 

Edit your work.  

Remember that the précis cannot be 
approximately 200 words, the précis c
it needs to be edited.  Example:  

‘People who spend a lot of their time 
death. This is because they do not w
‘People, who lead a lazy and peaceful

Step 6: 

Write the final draft.  

The Fear of Death  

If we lead an active life facing dang
change and are most afraid of death. T
If we do not give unnecessary importa

 SAMPLES 

1. Sentence Correction is proba
improve.  Doing well on this 
practising them ad nauseum
best materials are, study tho
make sure you have the gram
want to get these questions
Reasoning and Reading Com
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Manhattan GMAT Sentence 
book and can say that is of v
very clear and concise in des
that it doesn’t have very man
book that people suggest wh
wondering, you don’t actually
you have to learn pales in 
However, the questions on th
5-6 times and even make fla
then you should be able to fo
harder questions on the test
Guide Verbal Supplement.  T

I would also recommend me
focus on the test, but knowing
also don’t really need to spen
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more than a third of the length of the original text. Sin
cannot exceed 65 words. However the first draft consis

lazing around and leading a peaceful life are the one
want any change.’ can be rewritten more succinctly 
l life, are the most afraid of death.’ 

ers, we will fear death less. People, who lead a laz
The most sensible way of getting rid of the fear of deat

ance to our life, we will not feel the pang of death. 

ably the easiest sub-section within the Verbal section
section is really a function of knowing your grammar

m with high quality practice problems.  Spend some ti
ose materials, and then go back and study the mater
mmar rules down cold (learn perfectly).  It’s important 
s done quickly so you can save time for the more

mprehension sections. 

s out there to learn the fundamentals of sentence c
Correction Guide.  I’ve also looked through the Arist

very high quality as well.   The Manhattan GMAT book 
scribing all the grammar rules I needed to learn.  My m
ny practice problems.  From what I can tell, this book s
hen talking about this section of the test and I don’t di
y have to learn that many grammar rules for the GMA
comparison to the topics you must know for the m

he GMAT are very tricky, so you should go through the
ashcards to make sure you have every rule absolute
ocus on the meaning of each sentence, which is usua
t.  For practice problems, I really just used the Offici

Those were really great resources for practice problems

emorising idioms for the test.  As of the last few mon
g idioms down cold is an easy way to get an extra que
nd that much time memorising them, so why wouldn’t y
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nce the given passage is 
sts of 80 words. Therefore 

es who are most afraid of 
in the following manner: 

zy and peaceful life, fear 
th is to value life properly. 

n of the GMAT for you to 
r rules very well and then 
me figuring out what the 
rials a few more times to 
to do this because you’ll 

e time-consuming Critical 

correction, but I used the 
totle Sentence Correction 
was really great and was 

main complaint about it is 
seems to be the standard 
sagree.   In case you are 
AT.  The number of rules 

math section of the test.  
e Manhattan GMAT book 

ely down cold.  If you do, 
lly what’s required for the 
al Guide and the Official 
s. 

nths, idioms are less of a 
estion or two correct.  You 
you want to do it? 
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7.6 BUSINESS CORRESPONDENCE AND REPORTING 

As I mentioned before, there are instances on more difficult problems where you need to assess the 
meaning of the sentence and what it is trying to convey.  Keep this in mind and try not to obsess over very 
detailed grammar rules.  When in doubt, go with the answer choice that seems to have the most logical 
meaning over the one that appears to follow some minute grammar rule the best.  If the meaning of the 
original sentence is changed in one of the answer choices, it is definitely a wrong answer choice.  If you 
follow this advice, I guarantee that you will do well on the sentence correction section of the GMAT.  

(Source: Free Articles from ArticlesFactory.com) 

Précis 

GMAT Sentence Correction- How to Get Better 

The Sentence Correction of the GMAT is very doable. Knowing your grammar rules and practicing them will ensure 
success. Identify the best study material; study them a few times to ensure you have the rules on your fingertips. 

Some reference books that you could use to learn the fundamentals of sentence correction are Manhattan GMAT 
Sentence Correction Guide and Aristotle Sentence Correction book. You don’t actually have to learn that many 
grammar rules for the GMAT.  However, the questions on the GMAT are very tricky, so you should make sure you 
have every rule absolutely down cold.   

There are instances on more difficult problems where you need to assess the meaning of the sentence and what it is 
trying to convey.  When in doubt, go with the answer choice that seems to have the most logical meaning over the 
one that appears to follow some minute grammar rule the best.  Also, remember that the answer is definitely 
incorrect if the meaning of the original sentence is changed.  

2. India’s trade deficit with China increased to $52.69 billion in 2015-16 from $48.48 billion in the previous 
financial year, Parliament was informed on Monday. 

“During the April-September period of 2016-17, the deficit is at $25.22 billion,” Commerce and Industry 
Minister Nirmala Sitharaman said in a written reply to the Lok Sabha. 

“Increasing trade deficit with China can be attributed primarily to the fact that Chinese exports to India rely 
strongly on manufactured items to meet the demand of fast expanding sectors like telecom and power,” she 
said. 

India is negotiating the Regional Comprehensive Economic Partnership (RCEP) trade agreement keeping in 
view “its offensive export interests” as well as sensitivities with respect to all participating countries including 
China, she said. She added that efforts are being made to increase overall exports by diversifying the trade 
basket with emphasis on manufactured goods, services, resolution of market access issues and other non-
tariff barriers. (Source: The Hindu) 

Précis 

India’s increasing trade deficit with China 

According to Commerce and Industry Minister Nirmala Sitharaman, India’s trade deficit with China has risen by $4.21 
billion, since the last fiscal year, reaching a figure of $ 52.69 billion. She contributes this to the imports made by the 
telecom and power sector. To bridge this gap, efforts are being made to enhance the overall exports by diversifying 
the market emphasizing on various services and manufactured goods. 
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 PRACTICE EXERC

Read the following articles and writ

1)  India’s new mining bill has p
people affected by mining, b
seeks differential treatment fo
miners of other minerals wou
obligation to share mineral 
manipulating which companie
indeed have been. The sens
and assign a share of reason
the royally linked to globally t

As coal mining is done mos
rates, revised every three ye
minerals to deflate the value 
metals makers that squat on 

2) India has witnessed great e
However, the disabled child
educational facilities. Educat
such children ultimately beco
national resources should no

Further, it has been our mis
specialised people and as su
we have not been able to 
education exclusively meant 

It is encouraging to note tha
such children in regular scho
The integrated education wil
children. The objective is to p
help of special teachers, aid
infrastructure by way of train
pre-requisites. Hopefully, the
are transferred to regular sch

3) Interviews are the most com
take the interview process ve
avoid if you are to secure the

1. Being late 

Apart from a major 
late.  Take the time 

PRÉCIS WRITING

CISES 

te a précis for each of the following.  

provisions which seek, rightly, to shovel money from m
but the devil could lie in the detail. The proposal ha
or coal and other minerals—coal miners would share 2
uld give additional royalty payments. Two, it exempts

wealth. And three, it leaves out the key variable
es can arbitrarily understate their profits and pay a pit
ible thing is to link royalty to the globally traded price o
nable royalty to the local community. Unify the sharing
traded prices, for every mineral. 

stly by state owned giant Coal India, it will have to p
ears, are pathetically low. Miners routinely understate 

of royalties. Some of India’s largest miners are actua
large captive mines. (Archives: newspaper) 

expansion of educational opportunities since the attai
dren have not yet benefited in any substantial man
tion of handicapped children is not considered import
ome more dependent and non-productive. It is theref

ot be wasted on them. 

sconceived notion that the education of handicapped
uch, it must essentially be very costly. Maybe, precisely

involve clinical and educational specialization prog
for handicapped children.  

at the new National Policy on Education has recomm
ols so as to provide them with integrated education alo
ll take care of the different needs of various categori
place the disabled children in ordinary schools for imp
ds and other resources. For fulfilling this objective an
ning of teachers, provision of equipment and book et
e parents and their handicapped children will be greatly
hools. 

mon method used by employers to find candidates fo
ery seriously, while others do not.  There are 5 interview
e job that you want. 

emergency when everything shuts down, there reall
to plan your journey, estimate how long it will take to g

7.7 
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as three defects—One, it 
26% of their profits, while 
 captive miners from this 
e, the price of the ore, 
ttance as royalty, as they 
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pay most. Current royalty 
prices at which they sell 

lly power, steel and other 

inment of independence. 
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tant as it is believed that 
fore believed that scarce 
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y for these wrong notions, 
grammes of training and 
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ong with normal students. 
es and types of disabled 

parting education with the 
n array of the necessary 
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y relieved when the latter 

or jobs.  Many candidates 
w mistakes that you must 

ly is no excuse for being 
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7.8 BUSINESS CORRESPONDENCE AND REPORTING 

and build in time for delays.  Plan to arrive 15 minutes before your interview time and allow 30 
minutes for delays.  It is better to arrive 45 minutes early than 15 minutes late. 

2. Not knowing about the organisation 

A question to find out what you know about the organisation is almost guaranteed.  Despite this 
many candidates are unable to demonstrate that they have even done basic research.  With the 
power of the internet and more general freedom of information there really is no excuse. 

3. Not knowing why you want the job 

This is another interview favourite.  The interviewer knows that you need to earn money so make 
sure this is not your response.  Is it something about the businesses reputation, the challenges it 
faces, the segment of the market it serves, style of management or progression prospects.  
Whatever it is be clear on why you want the job. 

4. Not knowing yourself 

A question about your strengths and weaknesses will come up in some form or other.  Clearly you 
don’t want to come up with a weakness that will blow away your chances of getting the job, but at 
the same time you need to demonstrate self awareness. Think of 3 strengths and 3 development 
areas that you will talk about in the interview. 

5. Asking about salary 

Good interviewers will give you the opportunity to ask them questions.  Poorly prepared candidates 
will not make the most of this opportunity.  They will ask (before they have been offered the job) 
about salary, benefits and holidays.  The well-prepared candidate will focus on questions about 
promotion prospects, training and development, the future direction of the company and what it is 
like to work in the organisation. 

Interviews are challenging for both the interviewer and candidates.  By avoiding some of the most 
common mistakes, you can greatly increase your chances of success. 

(Source: Free Articles from ArticlesFactory.com) 

4) Corporate Social Responsibility (CSR) is a type of business self-regulation with the aim of being socially 
accountable. There is no one "right" way companies can practice CSR; many corporate CSR initiatives 
strive to positively contribute to the public, the economy or the environment. In today's socially conscious 
environment, employees and customers place a premium on working for and spending their money with 
businesses that prioritise CSR.  

As the use of corporate responsibility expands, it is becoming increasingly important to have a socially 
conscious image. Consumers, employees and stakeholders prioritise CSR when choosing a brand or 
company, and they are holding corporations accountable for effecting social change with their business 
beliefs, practices and profits.  

Undertaking CSR initiatives is a win for everyone involved. The impact of your actions will not only appeal to 
socially conscious consumers and employees but can also make a real difference in the world. 

(Source: Business News Daily) 
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9 PRÉCIS WRITING 7.9 

5) Reserve Bank of India Governor Shaktikanta Das on Friday announced that the large-value Real Times 
Gross Settlement System (RTGS) system for payments will be available round the clock or 24x7 from 
December 10, 2020. 

RTGS is different from both NEFT and EFT, which are electronic fund transfer modes that operate on a 
deferred net settlement (DNS) basis. In both NEFT and EFT, transactions are settled in batches unlike 
RTGS payments, where transactions are processed continuously throughout the RTGS business hours. 
The RTGS system is primarily for large value transactions and it has no upper payment cap. The minimum 
payment, however, needs to be Rs 2 lakh. 

As of now, the RTGS system for making payments is currently available for customers from 7 am to 6 pm 
on all working days of the week except the second and fourth Saturday of the month. 

However, the RBI has now decided to make the service available 24x7 for all 365 days of the year. With 
this, India will be one of the very few countries globally with a 24x7x365 large value real-time payment 
system. (Source: India today/business) 

6) After a lull in hiring due to the lockdown and the effect of the COVID-19 pandemic on the Indian economy, 
things have started looking up as there are signs of revival. While many organisations had stalled their 
hiring for the initial few months of the pandemic, the same has recently picked up for many industries such 
as pharmaceuticals, healthcare, ecommerce, ed-tech and the IT and IteS segments. According to the recent 
NaukriJobSpeak Index, September saw a 24 per cent improvement in hiring activity as compared to August. 
In addition, though hiring activity in September declined by 23 percent versus last year, the trajectory of 
decline has become less steep with an improvement in every subsequent month.  

Metros that were reeling under various lockdown measures earlier have posted strong double digit growth in 
September as against August, with Pune leading the pack followed by Hyderabad, Chennai and then 
Bengaluru. Tier-2 cities like Ahmedabad, Chandigarh,  and Jaipur have also seen a significant uptick in the 
hiring activities. Hiring grew across the board in terms of experience bands.  (Source: The Week) 

7) The Goods and Services Tax (GST) is a vast concept that simplifies the giant tax structure by supporting 
and enhancing the economic growth of a country. GST is a comprehensive tax levy on manufacturing, sale 
and consumption of goods and services at a national level. The Goods and Services Tax Bill or GST Bill, 
also referred to as The Constitution (One Hundred and Twenty-Second Amendment) Bill, 2014, initiates a 
Value added Tax to be implemented on a national level in India. GST will be an indirect tax at all the stages 
of production to bring about uniformity in the system. 

On bringing GST into practice, there would be amalgamation of Central and State taxes into a single tax 
payment. It would also enhance the position of India in both, domestic as well as international market. At the 
consumer level, GST would reduce the overall tax burden, which is currently estimated at 25-30%. Under 
this system, the consumer pays the final tax but an efficient input tax credit system ensures that there is no 
cascading of taxes- tax on tax paid on inputs that go into manufacture of goods  

In order to avoid the payment of multiple taxes such as excise duty and service tax at Central level and VAT 
at the State level, GST would unify these taxes and create a uniform market throughout the country. 
Integration of various taxes into a GST system will bring about an effective cross-utilisation of credits. The 
current system taxes production, whereas the GST will aim to tax consumption. 
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7.10 BUSINESS
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challenge that the Korean po
it became a democracy, Sou
corruption, lack of leadersh
consensus on major issues. 
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 ANSWER KEY 

1) Loopholes in New Mining B
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olidated democracy and an advanced market econom
olitical and economic system currently confronts. Durin
uth Korea has faced lingering problems, such as poo

hip, political conflict, social polarisation, volatile pub

leadership changes have fundamentally changed th
ship has attempted to dismantle social, economic, an
ld War and to establish a more democratic and di
as resulted in further social and political conflict, trials 
ership crisis. 

y is successfully consolidated, it is far from effect
various national issues, including economic and socia

defense, and attitudes towards the United States a
utions have been pushed aside, and civic organisation

Bill 

diverts funds from mining companies to rural people
ks differential treatment for coal and other minerals. It
re mineral wealth. It disregards the price of the 
their profits. Instead, royalty can be linked to the glo
ring parameter thus ensuring fairness.  

ildren with Disabilities  

ational opportunities in India, the disabled children 
lief that handicapped children are dependent and n
pecialised teachers, educational programmes for ha
he new National Policy on Education recommends that
r needs are catered to. However, to fulfill this objective

s, provision of equipment and book, etc.  Hopefully, 
hildren.  

ust be Avoided 

e most common method of selecting candidates fo
d making during an interview:  

s no excuse for being late, so plan in a manner that 

ut the organisation: Since it is certain that you w
know about the organisation, you must do a basic re

my—represents the main 
ng the two decades since 
or governance, high-level 
blic opinion, and lack of 

he South Korean political 
d political structures that 
plomatically independent 
and errors in policy, civic 

ive. There are profound 
al policies, policies toward 
and China. Under these 
s are dominant. 

e affected by mining has 
t exempts captive miners 
ore, manipulating which 

obally traded price of the 

have not yet benefited 
on- productive and their 
ndicapped children have 
t such children be placed 
e, there are pre-requisites 
this recommendation will 

or jobs, there are  some 

you arrive a few minutes 

will be asked a question 
esearch before you arrive 

© The Institute of Chartered Accountants of India
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3. Not knowing why you want the job: Your interviewer would want to know why you want the job. 
Have something to tell them apart from the fact that you need to earn money'.  

4. Not knowing yourself: You need to demonstrate self-awareness. Think of strengths and 
development areas that you will talk about in the interview.  

5.  Asking about salary: When given a chance to ask questions, enquire about things like training 
and development, instead of enquiring about salary and perks.  

4) Corporate Social Responsibility 

Corporate Social Responsibility (CSR) refers to the self regulation policy that businesses have towards the 
society. It typically involves a corporate contribution to the public, economy and the environment. With 
workers and businesses making SCR as a deciding factor to work and invest in, it becomes an issue of 
social image. Consumers, employees and stake holders now base their choice of brand on the CSR taken 
up by Companies. CSR would definitely lead to socially conscious world.  

5)            24 by 7 RTGS payment: Announces RBI Governor 

RTGS, a payment system different from NEFT and EFT (transactions were settled in batches) would now 
be available round the clock, 24* 7, from December 10, 2020.  In the Real Time Gross Settlement System 
(RTGS), preferable for large value transactions would need a minimum payment of Rs 2 lakhs. India could 
now be in the list of countries with a 24 by 7 by 365 value real time payment system. 

6) Cities pick up hiring rate: Naukri index shows 

Industries in the pharmaceuticals, healthcare, e- commerce, ed-tech and It/Ites sector have picked up and 
revived hiring after a dull phase in the lockdown imposed due to the Covid 19 pandemic. A clear 24 % 
increase in hiring has been observed in September 2020 as compared to the previous month. Pune 
followed by Hyderabad, Chennai, Bengaluru leads the list recording a double digit growth in September. A 
noticeable rise has also been observed in Ahmedabad, Chandigarh and Jaipur in the Tier- 2 city bracket 

7) One Tax for all: GST   

Goods and Service Tax (GST) is a complete tax structure of an indirect form, levied on manufacturing and 
sale of goods and services. It aims to combine all taxes into one, thus reducing the burden of the consumer. 
GST unifies the market sector throughout the country with the aim to tax consumption and not production. 

8) South Korea in deep trouble(Title) 

South Korea having gained the status of a democracy is yet to settle issues like, corruption, political 
conflicts, lack of leadership and consensus and many more. The efforts made by the new leaders in the 
economic and social front have resulted in unexpected turns leading to more conflicts, distrust and 
erroneous policies. As a result, many loop holes have come into existence and hence made the civic 
organisations dominate the political institutions. 
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