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Some good manners to keep in mind are:

— Not interrupting others while they are talking;

— Not carrying on side conversations while someone is talking;

— Considering other“s feelings and concerns when making decisions or
comments;

— Being respectful of the instructor and classmates; your peers and superiors at the
workplace,

— Avoiding arguments and disagreements;

— Providing assistance when asked;

— Using terms such as “please” and “thank you.’
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What is Global Warning?

Global warning is when the earth heats up (the temperature rises). Global warning
happens when greenhouse gases (carbon dioxide, water vapor, nitrous oxide, and
methane) trap heat and light from the sun in the earth“s atmosphere, which
increases the temperature. This hurts many people, animals, and plants. Many cannot
take the change, so they die. Global warning is a very important issue for the survival of
life on earth.

SR CRT H AP IR G BI3ATSe QW18 <d & | MU Warming & I W Warning IG
STl | 39 UG WG & fh SRFc § UG WM W warning I TqT S oW § IR
IAD] TTE warming P H Rl &A1 8 | Ad foU 0 $ew Iom -

o TM <Y H WIES W focfd N, ST YU A7 Hgidl + TH Bl U 1l A |

Wd9-03 0= Document§ - Microsoft Word . E=0
Home | Insert  Pagelayout  References  Mailings  Review
= - o] AVAT - @ =L i=.NT EEE Y #4 Find ~
B CalibriBody) * 10 ~ A A"  Aa ) E-E-E M T | sasbeeodt | assbeeodt AaBbCi AaBbce AADB 4es 4 5 % 2 Replace
LR
Paste . : WA [E=== = &b~ T al | TNoSpaci.. Hea He 2 0 A t X Change
¥ Format Painter B 7 U -abe x X P-A-BREEE|{S . RE 7 Normal No Spaci., Headingl Heading Title Subtitle  Subtle Em... | ST,Ie;:lv s Select

o TS U8 R SR i 37T € |

29| Page




o Y& G B U BEE W fdddd & | Brge gic § a8 e Slel ol 31T @ioT ared
&1 UAT U Slee, T ATITSN Wil & o0 s e Tdotd @ | 39 I I1 ardaie &l
T ®IF R @ & foly #7ge 57 fdad a &R IR 47 Siagde fded o |

o Tigs IR Red o & foru Rerg 39 fode o8| #rgg gic § 98 e STol off 31y
QIS 180 & | SRS PR R /37 A R o |

e {9 HHTTAR Replace, Replace All, Find Next T faetd BN |

What is Global Warming?

Global warming is when the earth heats up (the temperature rises). Global
warming happens when greenhouse gases (carbon dioxide, water vapor, nitrous
oxide, and methane) trap heat and light from the sun in the earth“s
atmosphere, which increases the temperature. This hurts many people, animals,
and plants. Many cannot take the change, so they die. Global warming is a very
important issue for the survival of life on earth.
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Tagore Public School
Ambala Cantt
5th January, 2014

M/s New Star Sports Company
Kalkaji
New Delhi -1100

Sub: Order for Sports Materials.
Dear Sir,

Kindly send the following Sport’s materials at the above address through transport with
proper cash bill.

1. Foot Ball (10 Nos).

2. Cricket Balls. (20 Nos).
3. Tennis Balls (20 Nos).

4. Cricket Bats (10 Nos).

All the items should be in good condition and packed properly. Any damage to these
items during transportation will be your responsibility. The items should reach the school
within 10 days after the receipt of the letter; otherwise the order shall stand cancelled.
Thanking you

Yours sincerely,

Nitish
(Head Boy)
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Leadership Qualities

Leadership can be defined as one's ability to get others to willingly follow. Every
organization needs leaders at every level. Leaders can be found and nurtured if you
look for the following character traits.

A leader with vision has a clear, vivid picture of where to go, as well as a firm grasp on
what success looks like and how to achieve it. But it's not enough to have a vision;
leaders must also share it and act upon it. Jack Welch, former chairman and CEO of
General Electric Co., said, "Good business leaders create a vision, articulate the vision,
passionately own the vision and relentlessly drive it to completion.”

A leader must be able to communicate his or her vision in terms that cause followers to
buy into it. He or she must communicate clearly and passionately, as passion is
contagious.

A good leader must have the discipline to work toward his or her vision singlemindedly,
as well as to direct his or her actions and those of the team toward the goal. Action is
the mark of a leader. A leader does not suffer "analysis paralysis" but is always doing
something in pursuit of the vision, inspiring others to do the same.
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Integrity is the integration of outward actions and inner values. A person of integrity is
the same on the outside and on the inside. Such an individual can be trusted because
he or she never veers from inner values, even when it might be expeditious to do so. A
leader must have the trust of followers and therefore must display integrity.

Honest dealings, predictable reactions, well-controlled emotions, and an absence of
tantrums and harsh outbursts are all signs of integrity. A leader who is centred in
integrity will be more approachable by followers.

Dedication means spending whatever time or energy is necessary to accomplish the
task at hand. A leader inspires dedication by example, doing whatever it takes to
complete the next step toward the vision. By setting an excellent example, leaders can
show followers that there are no nine-to-five jobs on the team, only opportunities to
achieve something great.
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Assertiveness is not the same as aggressiveness. Rather, it is the ability to clearly state what one
expects so that there will be no misunderstandings. A leader must be assertive to get the desired
results. Along with assertiveness comes the responsibility to clearly understand what followers
expect from their leader.

Many leaders have difficulty striking the right amount of assertiveness, according to a study in
the February 2007 issue of the Journal of Personality and Social Psychology, published by the
APA (American Psychological Association). It seems that being under assertive or overassertive
may be the most common weakness among aspiring leaders.
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Assertiveness is not the same as aggressiveness. Rather, it is the ability to clearly state what
one expects so that there will be no misunderstandings. A leader must be assertive to get the
desired results. Along with assertiveness comes the responsibility to clearly understand what
followers expect from their leader.

Many leaders have difficulty striking the right amount of assertiveness, according to a study
in the February 2007 issue of the Journal of Personality and Social Psychology, published by
the APA (American Psychological Association). It seems that being under assertive or
overassertive may be the most common weakness among aspiring leaders.
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A |sense of humor] is vital to relieve tension and boredom, as well as to defuse hostility. Effective
leaders know how to use humor to energize followers. Humor is a form of power that provides
some control over the work environment. And simply put, humor fosters good camaraderie.
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Assertiveness is not the same as aggressiveness. Rather, it is the ability to clearly state what one
expects so that there will be no misunderstandings. A leader must be assertive to get the desired
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results. Along with assertiveness comes the responsibility to clearly understand what followers
expect from their leader.
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