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Tenth English
Language Functions (The use of Polite Forms)

Passing the examination is not the sole aim of language learning but using 

language in everyday life. Dialoguing is the only way which will equip the learners

with language. Since language is the dress of thought, learners have to collaborate

with others. 

Communication Skills ßª·í∫ç™ ¶µ«´ ´uéÃh-éπ-®Ω-ùèπ◊ ¶µ«≠æ†’ îªéπ\í¬ ¢√úøôç, áü¿’-öÀ-¢√-JE
¢√é¬a-ûª’-®ΩuçûÓ Çéπ-J{ç-îªúøç ÅØËC Åü¿-†°æ¤ Nü∆u-®Ω|ûª! -É°æ¤p-úøç-û√ Online ™ Éçô®Ω÷y u îËÆæ’hØ√o®Ω’.
îªéπ\öÀ ¢√é¬a-ûª’-®ΩuçûÓ ¢Á’°œpç* ´’ç* ÖüÓu-í¬Eo §Òçü¿-í∫-©-í∫úøç ØËöÀ ßª·´ûª ´·çü¿’†o Ææ´’Ææu.
Spoken English ™ ¶µ«í∫çí¬ Polite Forms Â°j °æüÓ-ûª-®Ω-í∫-A™ Ç®Ω’ v°æ¨¡o-©-úø’-í∫’-û√®Ω’. ¢√öÀ í∫’Jç*
É°æ¤púø’ --ûÁ-©’Ææ’èπ◊çü∆ç.

Attracting One's Attention:

Å°æ-J-*ûª ´uèπ◊h©’ ÆæJí¬_ ÆæpçCç-î√-©çõ‰ ¢√JE ´’†ç v°æÆæ†oç îËÆæ’-éÓ-¢√L. ¢√J ü¿%≠œdE

ÇéπJ{çîªú≈-EéÀ É™« v§ƒ®Ωç-Gµç-î√L ...

A: Excuse me .... Ææç¶µ«-≠æù v§ƒ®Ωç-Gµç-îª-ú≈-EéÀ ÉC ã Üûª-°æü¿ç.

B: Yes, please?

Introducing Oneself:

éÌûªh-¢√-JûÓ ´’†Lo ´’†ç °æJ-îªßª’ç îËÆæ’-éÓ-´úøç É™«...

A: Good morning friends! I'm Karthik. I've just joined in the class.

B: Glad to meet you. I'm Abhinav. Welcome to our class. How do you do?

Introducing Others:

O’ friend †’ O’ cousin èπ◊ °æJ-îªßª’ç îËßª÷L. ÅüÁ-™«íÓ îª÷úøçúÕ.

You: Hello! Padma Sri, meet, this is my friend Harshini. I don't think you've met.

Padma Sri: Nice meeting you. (OR) Glad to meet you.

www.eenadupratibha.net

www.eenadupratibha.net
R-23-12-14



ww
w.e

en
ad
up
ra
ti
bh
a.
ne
t

ww
w.e

en
ad
up
ra
ti
bh
a.
ne
t

★ Ææçü¿-®√s¥Eo •öÀd á™« ´÷ö«x-ú≈™/ ®√ßª÷™ éÀçC Table ™ îª÷úøçúÕ.

Making Requests:

Éûª-®Ω’-©†’ á™« Å¶µºu-Jnç-î√™ éÀçC Situations, ü∆E éÀçü¿ É*a† Answers †’ °æJ-Q-Lç-îªçúÕ.

★ Suppose you are in a new place. You want to catch a train to Mumbai. How
would you ask for the fair at the Enquiry counter? Observe the answer.

⇒ Excuse me, could you please tell me how much is the first class fare to
Mumbai?

Some more examples for other situations:

★ Would you mind making room for me?

★ I shall be grateful if you could help me lift the trunk.

★ I hope you don't mind my asking, I'd like to know when the Toophan Express
leaves to Kolkata.

★ I wonder if you could show me the way to the Ramoji Film City.

★ Would you please tell me where the Public Library is.

Asking for permission:

Let's look at some of the common expressions used for seeking permission.
"May' and 'Can' are considered formal and more polite in seeking permission.
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Call Response
Hello!

Good morning / evening 

Excuse me.... 

How do you do? 

How are you? 

Glad to see you 

Congratulations 

Well done           }
Keep it up

Thanks / thank you 

I'm very sorry 

Pardon me, please }
Good bye! 

Hello!

Very morning / ... evening
Yes, please?

How do you do?

Fine, thank you, and you?

So am I.

Thank you

You're welcome

It's allright

Bye!
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e.g.: May I use your bicycle? (Formal)

Can I go home early? (Less Formal)

The following expressions are arranged in order of politeness and formality.
Study them.

1. I'd like to leave early. (I'd = I would)

2. Is it allright if I leave early?

3. Would it be allright if I left early?

4. Would you mind if I left early?

5. I wonder if I could leave early.

6. Am I permitted to leave early?

7. I should be obliged if I could be permitted to leave early.

Note: The 5th one is the most polite; the 6th and 7th are normally used in formal 
writing.

Giving Advice / Suggestions

´’†ç Éûª-®Ω’-©èπ◊, Éûª-®Ω’©’ ´’†èπ◊ Å°æ¤p-úø-°æ¤púø’ Ææ©-£æ…©’ / Ææ÷îª-†©’ ÉÆæ÷h -Öç-úøôç °æJ-§ƒöÀ.

(We can give advice or suggest something to someone in different ways.)

e.g.: Suppose your neighbour is a heavy smoker. How would certain persons advice?

Study the following:

★ His elder son → Why don't you see a doctor?

★ The doctor → You'd better stop smoking.         

(You'd = You had)

★ His wife → You should give up smoking and take medicines regularly.

★ His friend → If I were you, I would stop smoking.

´’J-éÌEo examples îª÷úøçúÕ:

★ If I were you, I wouldn't bite nails.

★ You ought to do yoga regularly.

★ You'd better go for jogging in the morning.

★ It's better if you could stop worrying.
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Offering Things:

éÌûªh-¢√-JûÓ, Å°æ¤púË °æJ-îª-ßª’-¢Á’i† ¢√JûÓ, ´’†éπçõ‰ Â°ü¿l-¢√∞¡Ÿx, ´’†ç ¶«í¬ ´’®√uü¿ îª÷§ƒ-©-†’-
èπ◊†o ¢√JéÀ öÃ / é¬°∂‘ ... É™« offer îËßª÷L:

★ Shall I get / make some tea for you?

★ Would you like to have some coffee?

★ Would you have a cup of tea?

★ What do you like to have, tea or coffee, please?

Expressing Gratitude:

Eûªu-@-N-ûªç™ àüÓ äéπ Ææçü¿-®Ωs¥ç™ á´-È®-´®Ó ´’†èπ◊ Ææ£æ…ßª’ç îËÆæ÷hç-ö«®Ω’. Å™«ç-ô-°æ¤púø’
¢√∞¡xèπ◊ á™« éπ%ûª-ïc-ûª©’ ûÁL-ßª’-ñ‰-ßª÷™ îª÷úøçúÕ:

(The expression 'Thank you' is the most common way of telling someone we are
grateful to. Look at a few other ways of expressing gratitude. They are arranged in
order of formality.)

1. Thanks! Thanks a lot.

2. Thank you very much.

3. I'm really thankful / grateful to you.

4. I don't know how to thank you.

5. Thanks for the very kind of you.

Invitations:

Functions, Picnics, Parties, Éçé¬ É™«çöÀ é¬®Ωu-véπ-´÷-©èπ◊ °æJîª-ßª’-Ææ’h-©†’/ ü¿í∫_-J-¢√-JE É™«
Ç£æ…y-Eç-î√L...

★ Would you like to join us for a picnic?

★ Why don't you give us the pleasure of your company?

★ How about joining us for a morning walk?

Apologising:

Å†’-éÓ-èπ◊çú≈ ´’†ç á´-J-ØÁjØ√ ØÌ°œpÊÆh éπ~N’ç-îª-´’E É™« Åúø-í∫-´îª’a ...

★ Excuse me / Pardon me / I'm terribly sorry / I beg your pardon / Please accept my
apologies. (Formal)

★ I hope you'll forgive me. (In writing only)
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Accepting Apologies:

Éûª-®Ω’©’ ´’†èπ◊ sorry îÁ°œp-†-°æ¤púø’ É™« ÅØ√L..

Please, don't worry. / That's allright.

It doesn't matter. / Forget it, etc.

Congratulating (ÅGµ-†ç-Cç-îªúøç):
The following are some of the common expressions of congratulating people on

certain occasions.

★ Many happy returns of the day. (On marrige day, birthday, etc.,)

★ Congratulations on the distinction conferred on you. (On auspicious days such as

appointment, election, etc.,)

★ Hearty congratulations on your success in the examination. (On getting through

an exam)

★ Best wishes for a safe and pleasant journey. (On going on a journey)

Consoling:

ü¿’”êç™ Ö†o ¢√JE Ü®Ω-úÕç-îª-ú≈-EéÀ NNüµ¿ Ææçü¿-®√s¥™x É™« ´÷ö«x-ú≈L..

★ Please, accept my condolences.

(On the death of persons near / dear to some one.)

★ I really can't express my grief...

(On happening something bad to some one.)

★ I can't find words to express my concern on...

(On certain loss done to someone.)

Agreeing Requests

Éûª-®Ω’© Å¶µºu-®Ωn-†-©†’ Ç¢Á÷-Cç-îª-ú≈-EéÀ É™« ÅØ√L...

e.g.: 1. Would you please lend me a hundred rupees?

⇒ OK. By all means.../ With pleasure... here it's, have it.

2. Would you mind opening the window?

⇒ Why not, certainly (or) Sure, with pleasure!
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Éûª-®Ω’© Å¶µºu-®Ωn-†-©†’ Ç¢Á÷-Cç-îª-™‰-†-°æ¤púø’ ...

★ Would you please lend me your English Dictionary for a day or two.

⇒ I'm sorry. I've to use it for my own homework.

★ Would you mind my using your umbrella?

⇒ I'm really sorry to say that it's out of use.
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É*a† Statement π◊ ÆæÈ®j† Polite Form àC ÅØËC éÀçC Table
™ Éî√a®Ω’ --ØË-®Ω’aéÓç-úÕ.

Suggestive Answer Questions

Polite Form

Making a request

Giving Advice

Telling future intention

Telling future / Predicting

Introducing oneself

Introducing others

Agreeing to a request

Denying request

Seeking permission

Making an offer

Expressing gratitude

Giving suggestion

Statement 

Would / Could you please 

It's better if you could.... 

Why don't you / If I were you}
I'd like to become... 

It's going to rain, etc. 

I'm (so... and so...) 

Meet this is (so... and so...) 

OK By all means... 

I'm extremely sorry... 

Can I leave early? 

Shall I do it for you? 

Thanks for the very kind of you 

How about going for a walk?
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Model Questions

Exercise: 1

Match the following:
[A]                         [B]

1. It's very kind of you.. (   )  a) Order

2. How do you do?      (   )  b) Request

3. Why don't you see  a dentist?   (   )  c) Gratitude

4. Would you mind opening the door?   (   )  d) Greeting

5. Type these letters immediately (   )  e) Advice

Exercise: 2

★ What would you say to your friend/ cousin/ uncle, etc. When he / she ....

1. ...... has sent a gift on your birthday?

2. ...... has introduced his / her friend to you?

3. ...... is going to take an exam?

4. ...... has been suffering from fever?

5. ...... has lost his / her grandfather?

ANSWERS

Ex(1): 1-c;  2-d;  3-e;  4-b;  5-a.

Ex(2): 1. Thanks a lot

2. Glad to meet you / Nice meeting you.

3. Wish you all the best.

4. Wish you an early recovery.

5. Please accept my condolences.

Writer: D. Narayana
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