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✓ Solve Question no - 06: Summary Writing

✓ Solve Question no - 07: Letter to the Editor
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 What is a summary?

SUMMARY WRITING
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 What is the Purpose of a Summary?

SUMMARY WRITING
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Preview what you are going to summarize.

This means to look at the title, headings and subheadings, text and font type, 
photos, illustrations, graphs, captions, etc. 

All of this will give you hints about what is most important.

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 Read the material and take notes while you’re doing it.

You can use paper and/or you can annotate the original material.

Annotating means underlining, highlighting, translating and making notes in the margins
(or on the sides) of what you’re reading. 

Keep in mind only to write the main ideas.

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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How long 
should a 

summary be? 

 Try making an outline of what you’re going to write about.

✓ This plan will help you organize your writing before you even start.

Well, this will 
depend on how 

long and 
complex the 

original reading 
passage is, 

how much your 
instructor or 

teacher requires 
you to write, 

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 Find the main idea.

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 Be concise (brief)--

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 Remember that your writing needs to be clear--

A summary needs 
to be easy to 
understand to 

someone who has 
not read, seen, or 
heard the original 

material. 

Write in 
simple English

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 Follow the same order that the information is presented in the original material.

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 Paraphrase--

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 Make sure it flows--

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 Avoid looking at the original material when you are writing--

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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Be objective.
This means you 

should not include 
your opinion in a 

summary. 

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 Format--

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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 The following things should not be done in a summary—

TIPS FOR WRITING EFFECTIVE ENGLISH SUMMARIES
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45th BCS
An offshoot of the environmental movement of the 1970, ecotourism has come into its own over the
past two decades. Thanks to an increasing awareness of environmental issues such as climate change,
combined with a high demand among European and North American travellers for unspoiled locations,
authentic cultural experience, and recreational challenges, ecotourism is growing at a rate of 20 percent
annually, making it the fastest-growing sector in the tourism industry. The International Ecotourism
Society defines ecotourism as economically sustainable, ecologically sensitive, and culturally acceptable.
Closely related is the concept of sustainable tourism identified in our common future, the Brundtland
Commission's report to the 1987 World Commission on Environment and Development: Development
that "meets the needs of the present without compromising the ability of future generations to meet
their own needs".
Ecotourism's principles clearly distinguish it from conventional mass tourism. Instead of classic tourist
meccas, ecotourism seeks out remote locations with strict environmental protections and operates on a
small scale. Tourists, business and local residents are encouraged to minimize their impact on the
environment by recycling materials, conserving energy and water, safely treated human waste and
properly disposing of garbage, using alternative energy, and building in a manner that fits in with
natural surroundings.

READING COMPREHENSION
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The financial benefits from ecotourism are passed on to the community through conservation projects,
employment, partnerships and local participation in the development and management of local
resources.
Synonymous with 'green' tourism, ecotourism promotes cultural sensitivity and respect for traditions
and customs in order to avoid the kind of exploitation that has turned tribal ceremonies into side-
shows and relics into souvenirs. Ecotourism also plays a political role in its support of human rights
and democracy.
The popularity of ecotourism is a problem in itself. The original ecotourists were small in number,
deeply committed to conservation and actively engaged in cultural exchange. At one time, they were
willing to rough it and go off the beaten path, but now so-called ecotourists travel and expect the
comforts of home package in a pretty setting. In the process, nature once an honoured treasure, has
become a commodity and a photo opportunity. Larger numbers of ecotourists consume more resources
and leave a larger impact on the environment, and eco-operators require more land to accomodate
demand. As ecotourism spreads to more sensitive, corners of the earth, it could end up defeating its
original purposes.

READING COMPREHENSION
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Ecotourism can be achieved only if steps are taken in the right directions. In 1993, British Airways led the way as
the first airline to implement a systematic environmental policy. The International Hotels Environment Initiative
(IHEI) has more than 5000 members from 111 countries. In cooperation with the United Nations Environment
Program and the International Hotel and Restaurant Association, the IHEI developed an "Environmental Action Pack
for Hotels in 1995 to promote environmental Please turn over management, energy and water conservation, and
waste and emission reduction. In 1996, the World Tourism Organization, the World Travel and Tourism Council, and
the Earth Summit Council drafted Agenda 21 for the Travel and Tourism Industry, recognizing the interdependence
of Tourism, peace, development and environmental protection. The year 2002 was declared the United Nations
International Year of Ecotourism, with an ecotourism summit held in May.
Whether initiated by trade or intergovernmental organizations, blueprints and agreements can be meaningful only
if governments are proactive, Belize and Costa Rica, for example, have established national policies and strategies
to farther ecotourism.
Brazil, Indonesia, Namibia and Nepal integrate small-scale, community-oriented approaches into their tourism
programs. While progress continues to be made on many fonts and by many players, it is the individual traveller
who will keep ecotourism on track. Tourists can make informed choices about travel destinations and tour
operators, as well as conscious efforts to reduce their individual impact on the environment and to practice
cultural sensitivity toward local people. They can participate in volunteer conservation projects and gain skills and
knowledge in the process. They can pressure governments to pass and enforce laws that protect the environment.
Ultimately, they can spend their money where it is put to green use. Nature is counting on them.

READING COMPREHENSION
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❑ Summarize the passage in your own words (within 100 words).

SOLVE QUESTION NO. 06
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বিবিএি বিবিত পরীক্ষার িততমান পাঠ্যিূবি অনুযাযী ইংররবি বিষরয প্রথম অংশ অথতাৎ Part-A-তত িংিাদপরের
িম্পাদক িা Editor-এর কারে বিবঠ্ তিিার িনয একবি বিষয তদওযা থারক। এই বিষযবি িাধারণত তকারনা
িামিমবযক এিং আরিাবিত বিষযিস্তু িম্পবকতত হরয থারক। প্ররে প্রদত্ত বিষযিস্তুর আরিারক তকারনা একবি িমিযার
কথা িাবনরয িংিাদপরে একবি বিবঠ্ বিিরত হয। িংিাদপরের িম্পাদরকর কারে বিবঠ্ তিিার পদ্ধবতগুরিা গতানুগবতক
বিবঠ্ তিিার পদ্ধবতগুরিার তথরক আিাদা।

িাধারণত িিররর কাগরির িম্পাদরকর কারে তয বিবঠ্ তিিা হয তা িযবিগত িমিযার কথা হরত পারর। আিার এবি
এিাকার তকারনা িড় িমিযা বনরযও হরত পারর। এোড়া িাতীয তকারনা িমিযা বনরয অরনক বিষরয দৃবিপাত করার
িরনযও িংিাদপরে তিিা হয। এই িাতীয তিিায িমিযার িণতনা তদওযা হয এিং তিই িমিযায এিাকার িনগণ িা
তদরশর িনগরণর কীভারি ক্ষবত িাবধত হয তা আরিািনা করা হয। এোড়া িমিযার িমাধানও এই তিিারত িাওযা
হয।

LETTER TO THE EDITOR OF A NEWSPAPER
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যথাযথ কতৃতপক্ষ িা িরকাররর িুদৃবি আকষতরণর িনয এই বিবঠ্ তিিা হয। িংিাদপরে প্রকাবশত এই বিবঠ্বি পরড়
তদরশর িকি িনগণ তযন িরিতন হরত পারর- তিই উরেশয িামরন তররিও এই িাতীয বিবঠ্ িংিাদপরে প্রকাশ করা
হয। িিররর কাগরির িম্পাদক িরাির বিবিত তকারনা পরে িাধারণত দুবি অংশ থারক। যথা:
✓ Cover Letter
✓ বশররানামিহ এক ধররনর Report িা Article
এই ধররনর বিবঠ্রত তকারনা বিষরয ঘিনার িাধারণ িণতনা ও তিিরকর বনিস্ব মতামত প্রকাশ করা হয। এই বিবঠ্র
উরেশয হরিা িনিাধাররণর িা বিরশষ তকারনা কতৃতপরক্ষর দৃবি আকষতণ করা। এই ধররনর বিবঠ্র মাধযরম তপ্রররকর
প্রতযাশা থারক তয, যথাযথ কতৃতপক্ষ প্ররযািনীয িযিস্থা গ্রহণ করর িমিযাবিরক অবত দ্রুত িমাধান কররিন। এোড়া,
িনগরণর মরধয িরিতনতা িাড়ারত এই বিবঠ্ অতযন্ত গুরুত্বপূণত ভূবমকা পািন করর।

LETTER TO THE EDITOR OF A NEWSPAPER
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প্রথম অংশ: Cover letter তিিার পদ্ধবত বিতীয অংশ: বশররানামিহ মূি বিবঠ্ তিিার পদ্ধবত
▪ তপ্রররকর বঠ্কানা (Sender’s address)
▪ Date (Date, month, year)
▪ দুই িাইন Gap-এর পরর প্রাপরকর বঠ্কানা

(Editor-এর বঠ্কানা)
▪ Subject (অরনক তক্ষরে িাদ তদওযা হয)
▪ Dear Sir এিং (কমা)
▪ প্রাপরকর উরেরশয Salutation
▪ তিৌিনযমূিক িমাবি ও তপ্রররকর নাম

▪ বশররানামিহ বিবঠ্র মূি অংশ
▪ তপ্রররকর নাম, পদবি, স্বাক্ষর ও বঠ্কানা
▪ বিবঠ্র িাম

LETTER TO THE EDITOR OF A NEWSPAPER
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❑ িিররর কাগরি তয বিবঠ্বি প্রকাশ করা হয তার ৮বি অংশ থারক-
1. তপ্রররকর বঠ্কানা (Sender’s address)
2. Date (Date, month, year)
3. Editor’s Address
4. প্রাপরকর উরেরশয Salutation
5. তিৌিনযমূিক িমাবি ও তপ্রররকর নাম
6. বশররানামিহ বিবঠ্র মূি অংশ
7. তপ্রররকর নাম, পদবি, স্বাক্ষর ও বঠ্কানা
8. বিবঠ্র িাম

LETTER TO THE EDITOR OF A NEWSPAPER
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LETTER TO THE EDITOR OF A NEWSPAPER
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❑ Write a letter to the Editor of a newspaper about Cyber Crime in Bangladesh and solution to the problem.

4/3, Khalek Lane,
Natore Sador, Natore.

July 24, 2025

The Editor
The NEWAGE
Hatirpool, Dhaka-1205.

Dear Sir,
I will be very grateful if you kindly publish the following letter in the ‘Letters Column’ of your famous
newspaper. I would highly request you to give me an opportunity of expressing my opinions.

Sincerely yours,
Md. Abdur Rahman

SOME IMPORTANT LETTERS TO EDITOR
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Cyber Crime
The use of cell phone, computer and the Internet in Bangladesh is growing rapidly. It has opened a
new window in every segment of our life. The revolutionary changes in the information technology
sector have made our life very comfortable. But modern information technology has its advantages and
disadvantages also. One of the most worrisome disadvantages of modern information technology is
cybercrime. Cybercrime also includes traditional crimes conducted through the Internet. In other
words, cybercrime is conducted through the Internet. Cybercrime is a form of crime where the Internet
and computers are used as a medium to commit any unlawful work such as hacking on unauthorized
entry into information system; virus introduction; publishing or distribution of obscene content in
electronic form; frauds using electronic content; violation of privacy rights, copyrights and patent
designs, defamation through email; holding out threats through email; illegal recognition of electronic
transaction or signature etc. Unlike conventional communities, there are no police men patrolling the
information superhighway, leaving it open to everything from Trojan horses and viruses to cyber
stalking, trademark counterfeiting and cyber terrorism. In Bangladesh, cybercrime has drawn public
attention, for the last few years. According to newspaper reports, various types of antisocial activities
take place in these cafes in the name of net browsing. We have to be more careful while surfing
internet.

SOME IMPORTANT LETTERS TO EDITOR
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We mustn’t click any risky links. Personal information should never be visible to general users of
internet. This is how, we can keep ourselves safe from cybercrime. The principal responsibility to stop
the same lies the government any Bangladesh government should take immediate measures to prevent
cybercrimes and make strict cyber laws to punish the cyber terrorists.

Md. Abdur Rahman
Designation: Student

From, To, 

Md. Abdur Rahman The Editor

4/3, Khalek Lane, The NEWAGE

Natore Sador, Natore. Hatirpool, Dhaka-1205.

Stamp

SOME IMPORTANT LETTERS TO EDITOR
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SOLVE QUESTION NO. 07

❑ Write a feature for the post editorial page of an English daily with a forwarding note,
giving emphasis on the prospects ecotourism in Bangladesh. [45th BCS]
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❑ Write a letter to the editor of an English daily suggesting how best to deal with the
digital world for learning. [44th BCS]

SOLVE QUESTION NO. 07
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❑ Write a letter to the editor of an English daily suggesting measures to be taken to
effectively deal with the next pandemic. [43rd BCS]

SOLVE QUESTION NO. 07
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BCS কঠিন নয়;
প্রসু্তঠি যঠি গ োছোননো হয়
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