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Section A : GRAMMAR

| English Language

Language is the means by which human beings communicate their thoughts,
feelings and various emotions t other human beings. The sign languages are
those means of communication where the body, face, fingers movements and
gestures are used. In course of time man bas modified and developed these as
witnessed in the elaborate sign language of the indigenous communities and
tribals from America, Australia, Africa and India They use smoke and coloured
flags to deliver a messages. Traffic signals where hand movements coordinate
with the light are of great significance the world over. For acquiring a driving
license knowledge of these communication system is a essential. Importance of
these sign language lies in communicating without a spoken or written word.
When a hunter lost or injured in the woods seeks help, be fires three shots
from his gun-be is calling for help. When a truck driver about to be passed by
a faster truck blinks his lights, it means "safe o pass". Thus the fire signal used
by ancient Romans, smoke puffs used by the American Indians and smoke
used by African tribes were all the telegraphic or instant communication. The
Persians led by Xerxes at sea first used the signal flags. Shakespeare in his
book "The comedy of errors" wrote,

"We discovered two ships from a far making amain to us."

He was aware of ships signals. At that time the signal demanding surrender was
called "waving amain" derived from a Spanish word meaning lower the sails.

Section A : Grammar

NOTES
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NOTES

The simplest of the sound language are the groan, cries and exclamations. The
exclamations like “ooh”,”ah” and “ouch” convey very specified meaning. Be-
sides, mimicking the sound created by the birds and animals was also a very
convenient mode of communication adopted by man. Man uses the most elaborate
of the sound languages that is speech. When the speech is accompanied by
various body gestures , facial expressions ; it becomes a combination of signs
and sound. And the communication becomes more effective.

How? When ? and Where ? of language is not known , yet , people have
made guess ever since the time of Greeks and Egyptians. Linguists are the
scientists who study languages and they believe that it is not worthwhile to

. study ancient languages to find out about origin of languages. Since, man has

been living in groups and communities for million of years, language must also

. be that old. Therefore, language must have been existing thousand of years
before its oldest record is available. The oldest record available of a language
| is approximately 8000 years old.

. It is estimated that more than 3000 known languages exist today. Some of
| these are no longer spoken and are known only from written records. Other

languages are spoken in course of day to day life. However, English is the most
widespread of all these languages, followed by Chinese. Most of the languages
spoken can be traced to a common source of language. All the languages
derived from one common source or ancestor belong to one family of lan-
guages. English is a member of Indo-European family of languages. Other
languages belonging to this family are French , Italian, German, Norwegian,
Greek, and Albanian. These languages are different from one another and each
has to be learnt separately. Yet, there is abundant proof that they all came from
an common ancestral language.

Language changes constantly, the socio-political upheavals and other significant
events introduce new words. During World War 11 words like- blitz, radar and’
jeep became a part of English language. With the exploration of the outer
space new words like astronaut, cosmonaut, spaceship, count down and blast

. off have been added to the language. Over the years English language has
'~ added words like television, medicare which are derived from Latin and Greek.

| Freeway is derived from two English words. Further, spoken languages that

have no written form tend to change rapidly because no record is kept of them.

| Whereas, the written languages change rather slowly. When the language de-
. velops written literature , it slows down change even more. It is to be noted
| here that pronunciation changes more rapidly than does the written form of a
| language. This is because of English literature , English words today are spelled

. much as they were spelled 500 years ago but they are pronounced with new
| sounds. And that is the reason why both English- speaking school children and
foreigners learning English have trouble spelling words like cough, enough,
' bough, buy, women, deaf, knight, and knee.

To learn English one must know the difference in intonation and pronunciation
of different countries. To understand each of them would call for lot of prac-
tice.



It is estimated that more than 270 million people speak english. It is the prin-
cipal language of Great Britain, Canada, the United States, New Zealand,
Australia and South Africa. Besides , it has great importance in international
affairs. In many countries English is used as second language in the schools.

OLD ENGLISH

The first period of English, from 400 to 1150 is called old English or

Anglo-Saxon.

The literature of this period is called Old English or Anglo-Saxon. The
Anglo-Saxon or Old English literature was quite different from the English
which is used today. The Angles, Saxons and Jutes brought with them

songs and poems that reflected their lives as warriors. However, this formed |
the oral tradition of these people . By 6* century Romans introduced not
only Christianity in England but also Latin Alphabets. With the introduc-
tion of alphabets the Anglo-Saxons wrote their history and poems. With
the spread of Christianity the poetry dealt less with heroic deeds of the
warriors and more with biblical subjects. The most important of these |
poems is about the Beowulf. The other poems which still exist are the
religious lyrics written by Cynewulf and a hymn by a Yorkshire farm hand
named Caedmon. Anglo-Saxon Chronicle is the major surviving prose |
work of this period , it had been written by the monks. By 1066 William
of Normandy conquered the Anglo-Saxons and Norman French became
the language of the court and polite society. French was taught in the
monastery schools, native poetry almost disappeared. Old English was

spoken only by middle and lower classes of the society.

MIDDLE ENGLISH
The period from 1150 to 1500 is called period of Middle English.

During the middle English period , the literature was written in Latin, |
French, and English. Latin was the language mainly of scholars and writ- |
ers. Most of the poetry during this period was written in French. The
writing in English was mainly religious and was intended for less educated |
people. Gradually English language was taken over by the court and the
scholars. By 14 th century English was well established in court and out-
side. During this period the English statesman Geoffrey Chaucer was writing
inEngﬁshandpnﬂuoeddmeﬁrstgreMwmkofEnglishﬁtaanne}ﬁsCamctbmy

Tales a collection of stories in verse is famous.

MODERN ENGLISH

The grammar of modern English has been simplified. It comes from the
language spoken by the Anglo-Saxon-Jute invaders of 5% century. Many
words were borrowed from these dialects and also from Norse languages. |
Most of the words have Latin origin. French words have also been bor- |
rowed. The English learnt the art of printing from Cologne , Germany By
1476 this art was introduced in England. With the books available at cheaper |
rates to the students spirit of learning spread through out Europe. Latin
alphabets were introduced for writing and the period of renaissance brought |

Section A : Grammar

NOTES

2. Which year the out of

Check Your Progress

1. Write down the first
period of English,
called Old English or
Anglo-Saxon ?

printing was intro-
duced in English ?




Communication Skills & about advancement in science and arts. Thus English was classified as

Personality Development West division of the Teutonic branch of the Indo-European family of lan-
guages.
NOTES Exercise
Answer the following questions :

1. What is language ?

2. Why is language a necessity for man ?

. 3% Descﬂbe various means of communication.
4. Write out the story of your favourite book.
5

Visit your library and make a list of the English classics which you
need to read.




2 | Listening

Listening is one of the basic needs to learn a language. It is through the
capability of listening, one perceives the words reaching one's ears.. The hu-
man ear is one of the finest instruments, which receives and passes the sound
waves to the brain for comprehension. Once the brain registers the sound it
also has the capability of distinguishing and using it at will whenever required.
Take, for example, when you are walking on the road and somebody calls out
for you from behind. You are able to tell from the sound as to who the person
is. Whether it is your parents, brother or friends. This capability of the man
should be used to its fullest capacity, that is listening carefully and then repro-
ducing the same.

The prerequisite to listening is attention and concentration. Unless the student
pays attention to the speakers speech , all that is spoken will not be assimilated
by his mental faculties and will be wasted. The time when writing was not
invented , listening and reproducing the same verbatim was an art and the
entire literary tradition of a culture was passed on from one generation to the
other by means of narration. The Bards were the professionals who visited the
courts and kings singing their praises and narrating the chivalry and great deeds
performed by their ancestors. Story telling in the form of narration was another
form of entertainment. The professional story tellers were employed by the

families for entertaining the family members. Thus sharpness of the ear was a _

pre condition to perfect speech form.

NOTES

Check Your Progress

3. Whatis the prerequsite
to listening ?
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It is difficult for the contemporary children to imagine a world devoid of visu-
als. Barlier for visuals one had to turn to the original. That is the surrounding
nature and the landscape. There were no audiovisual facilities of television
which could make a individual experience the virtual reality of north pole and
Sahara desert. In spite of all these technological advancement the process of
learning begins from listening. The child learns his first words from what it
hears. Teaching the baby is the simple process of repetition. The first priority
for the student is to learn the 26 alphabets and their pronunciation. If pronun-
ciation of each alphabet is correct then the speech formation will be easy and
correct. The face of the teacher and the movement of the jaw, tongue and lips
will guide the students to learn.

Exercise
1. Listen to the English news of the 'All India Radio', twice a day.

2. In case radio is not available listen to the television news, by keeping
your eyes shut.

3. Write out the important headlines of news everyday and maintain your
own news dairy.
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3 | Speech

NOTES

Speech is the talking that human beings do by means of their voices, facial
expressions, bodily action and gestures. From time immemorial till date
speech has remained the most important means for human existence. Through
speech man has been able to organize himself and his society. In speech
the words are only labels for objects, actions, feelings, experiences, and
ideas. And when the object is being described sentences have to be formed.

A child is sent to school only after he starts talking. In school he learns
words and sentences, and reads aloud. With his mental growth he learns
to act in a play and tell stories and recite a poem. Within years he starts
giving a talk in his class, radio and club meetings.In this process he not
only learns the speech sounds and bodily action along with it but also to
plan and organize his thoughts. He adopts the skill of persuasion in his
speech to have the right effect on the audience. Improvement in speech

comes by study, practice and helpful criticism. Check Your P 5
The Speech Production 4 How does the exact

Speech is created only when one exhales. This stream of breath furnishes sound is produced from
the necessary energy required to produce sound. When the air js forced one vocal chord ?

out of the lungs it goes up through the windpipe or trachea to further pass
through the voice box or the larynx. The larynx is shaped like a tube . 1
From its inner walls two inward protruding tiny ledges of muscle and
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NOTES

membrane are there which are called vocal chords. They can be brought
together to stop the outflow of the stream of air. When this happens the
vocal folds are set into a fluttering vibration, allowing little puffs of air to
escape. This results into producing musical sounds. This is the tone found
in vowels and voiced consonants. The process by which this sound is
produced is called phonation. Before the phonated tone reaches the out-
side air it is resonated. The exact sound produced depends upon the way
in which the throat, mouth, and nasal cavities are adjusted. It is the vowels
which demonstrate the working of these three in unison.

Another important aspect of speech is that the shape of the mouth changes
and shifts with each vowel. With each shift the resonance also changes ,
which further changes the balance of the overtones. The result of these
changes are production of different sound. The nasal consonants are an-
other important aspect of speech. This can be illustrated as; M as in hum,
and NG as in hung. These consonants are sounded , when the mouth is
blocked and the phonated tone escapes through the nasal cavities. Change
in resonance distinguishes nasal consonants from vowels. The other aspect
of speech is articulation. Wherein the consonant sounds depend upon 2
narrowing or blocking of the passages above the larynx. The lips, teeth,
lower jaw, tongue, and soft palate are the main articulatory organs.

Speech Problems

A person whose way of speeking interferes with his ideas is said to have
speech problem. Three kinds of speech problems can be detected amongst
students.

1. Language disorder
2. Pronunciation errors.
3. Speech defects

All the disorders have a common defect and that is inability to use words
properly. This might be due to poor choice of words because of limited
vocabulary ; and this does not fall within the purview of speech defect.

The pronunciation errors occur when words are said in unusual ways.
Ignorance and carelessness are major cause of this. Persons often defend
themselves for incorrect pronunciation by saying that they saw a new word
in print and used it in their speech without finding out how it is to be
pronounced. Such errors should be immediately corrected ; since, once it
becomes habit it becomes difficult to change. Further, if such mistakes are
often repeated the errors become difficult to notice. To check ones errors:

Ask a friend to point them out.
Listening very carefully.

Practice the correct pronunciation.
Common Speech Defects



Exercise Section A : Grammar

Answer the following questions :

1. What is speech and why is it important for man ? ‘
2. How does a person talk? NOTES
3. Delineate the major speech problems.

Looking

My suggestion to the students is to look at the teacher while they are being
taught. This is mainly because language is also a biologically operational
device common to the human species, mainly consisting of speech appa-
ratus. The main part larynx with its delicately adjustable vocal chords, the
nose, tongue, hard and soft palate, teeth and lips coordinate to produce
speech. And when quality , temper and tone is added it becomes speech.
When listening is accompanied with looking the student will have the clear
comprehension of the sound to be emitted for a vowel and consonant,

Exercise

Stand in front of the mirror and utter the following words clear and loud:
eat, meet, greet; moon, spoon, bloom; bit, hit, kit; hat, cat, mat;

|
i
|
!

Now say : She sells sea shells on the sea shore. (Say it slowly at first
then repeat it fast.)

13
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NOTES

'I‘hcwordspeechmansonlythcmakinganduseofspeechsounds. Speech sounds
are of two types: vowels and consonants. However, the spoken vowels and con-
sonants must not be confused with written ones. Fifteen vowels are commonly used
in spoken English. The mouth is shaped differently for each vowel. For a clear idea
of spoken vowels say the following words aloud :

hit, hoot, hat, hot, and hut.

All these words are alike except for their vowels. Try to notice the difference
in the shape of the mouth and in the sound as you speak each word aloud.
When two vowels run together in close succession, diphthongs are formed.
Words like boy, bay and thou end with diphthongs.

Most people who speak English use 23 consonants. Most of the consonants
are made in the mouth by either narrowing or completely blocking the passage
through which air escapes from the lungs.The lower lip and the upper teeth are
-~ close to one another in making the consonant with which the word fan begins.
14 . But the consonant which begins pan starts with a little explosion as the lips are




blown apart. These examples represent unvoiced consonants; that is sound
made by mouth noise alone. Other consonants are called voiced and are made
by sounds from the voice box. Usually the voiced consonant combine an un-
voiced explosion with their voice box tone. Now try pronouncing the words
van and fan, and ban with pan, and you will know the difference.

A Take the example of the alphabet A. To say A one has to open
the mouth , part the lips wide keep the jaws apart and rest the
tongue on the cavity of the mouth, Try to say rat, mat, cat, that
and you will know how important it is to open the mouth and
speak. But when one tries to say late, mate, ate, Kate the edges
of the tongue touch the upper row of ones teeth.

U With the pronunciation of U, one actually pronounces two words

in quick succession ~E and U, when spoken it becomes EU.

For uttering U the lip movements becomes very important, first

stretching the lips and then contracting them. When one says

universal, induce, amuse, accuse similar lip movement is re-

quired. On the other hand, when one says but, cut, mug, rut,

sun, urn the mouth is opened a little and even the lip movement

Thus one can pick out each alphabet and see the difference in pronunciation
and realise the importance of use of tongue, lips and jaws when we speak.
Unless the speech is perfect, other aspect of language learning will also suffer.

Most of the students face problems with spelling the words. This difficulty
arises because the alphabetic symbol used in writing and their sound in speech
is different. The letter “U” sounds different in the words — 'use’, 'but' and 'put',

The reason for this is that in written English we have only 26 alphabets . While
in spoken English we have as many as 44 sounds which increase at times,
Thus, the same letter makes different sounds under different combinations , the
learner gets confused while writing and reading.

The sounds in English are divided into two categories : Consonants and Vow-
els.

Thus for inculcating a perfection in pronunciation the phonetic scheme consist-
ing of consonants and vowels need to be understood.

Consonants :

The consonant sounds are produced by completely or partially obstructing
the air breathed out through the mouth. There are twenty four consonant
sounds in English. They are either voiceless or voiced.

A sound is voiceless when the vocal chords (Two vertical lips at the
bottom of our inner throat through which air passes from the lips to the
mouth ) do not vibrate. That is they stand still. While a sound is voiced,
when the vocal chords vibrate,

Voiceless sound
P—as in pen , pay , put

e SIS

SR——

Section A : Grammar
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Voiced sound
b—as in big , bag , ball

In both these sounds, the speech production is by closing the lips tightly
and then opening them to release the stopped air.

Voiceless sound

t—as in tea , train , tough
Voiced sound

d—as in do , day , dog

Both these sounds are produced by stopping the air with the tip of the
tongue on the middle of the ridge behind the teeth.

K—as in cat , calm , class
The sound is voiceless.
g—as in girl go give
The sound is voiced.

In both these cases sounds are produced by placing the back of the
tongue against the soft palate.

tf—as in church , cheat , cheap
This sound is voiceless.
d3—IJune , jail , jam
This sound is voiced.

Both these sounds are produced by stopping the air with the tip of the
tongue at the ridge behind the teeth.

f—as in father , fish , fail
The sound is voiceless.

V—as in voice , village , vein
The sound is voiced.

Both these sounds are produced by placing the lower lip near the upper
teeth and letting the air pass through. They are called soft and hard 'th'
sounds.

@—as in thief , thing , thin
This sound is voiceless.

d—as in they , then , them
This sound is voiced.

Both these sounds are produced by placing the tip of the tongue near the
upper teeth and letting the air flow.

S—as in sin , say , SO
This sound is voiceless.
7Z—as in zoo , zebra , zest
This sound is voiced.



Both these sounds are produced by placing the tip and the blade of the
tongue near the ridge behind the teeth.

(—as in shame , sheep , she
This sound is voiceless.
3—as in vision , fusion , confusion
This sound is voiced.
Both these sounds are produced from the glottis ridge.
h—as in him , hall , hill
This sound is voiceless and is produced by letting the airflow between the
back of the tongue and the palate.
m—as in man , mother , me

This is a nasal sound and is produced by closing the lips and letting the
air flow through the nose.

n—as in no , number , nail
This nasal sound is produced by placing the tip of the tongue tightly against
the ridge behind the teeth and letting the air flow through the nose.
?—as in sing , ring , thing
This nasal sound is produced by stopping the air with the back of the
tongue against the palate and making the air flow through the nose.
Remember all nagal sounds are voiced.
l—as in long , leg , lady

This voiced sound is produced when the air is made to escape through the
sides of the tongue.

r—as in red , rat , ridge

This sound is produced when the tip of the curved tongue is raised to-
wards the palate behind the teeth ridge.

J—as in yes , yellow , young
This is a semi-vowel.
w—as in wet , warm , well
This semi-vowel sound is produced by rounding the lips and uttering the
vowel sound
after it.
When the consonant is in combination with other words the pronunciation
changes. Some examples are given below :
C is “hard” and is pronounced as K in words like :
cob ,cry , talc
C when fixed before e , i, y, is 'soft' as pronounced in ice, icy, city.
Dg when pronounced in combination is spoken as j as in judgment.
G when in combination with e, i,y, is soft and pronounced as jas
in age ,gin , and orgy.

NOTES

17



Communication Skills & N when in combination with k, ¢, g, X is pronounced as hard 'ng' as
Personality Development in zinc , uncle, tank, banquet and minx. _

Ph in combination is always pronounced as f as in photo.

Qu when in combination is pronounced as kw as in quit.

NOTES
Tch, these three when in combination is pronounced as Ch as in

batch.

X alone is pronounced as ks as in fox.
| Vowels :
e The Vowel sounds are produced when the air passes through the mouth
§ without any stoppage or obstruction.Only the position of the tongue and
| the lips is adjusted to make the sounds. Vowel sounds are better learnt by
i listening and imitating. There are twelve simple vowel sounds and eight
compound vowel sounds. The compound vowel sounds are called dipthongs.
a There are eight dipthongs.

j:—as in see thief team

I—as in sit kill hit

j—as in happy cathy

oA

e—as in ten hen pen

#—as in man fat rat

a:—as in far car bar

b—as in got hot pot

c:— as in saw fought sought
—as in put room could

E u: as in cool pool shoot

Z A—as in but shut hut

3:—as in shirt dirt hurt

7—asinago father mother

»: Next the combination of vowels with other syllables will be given with

| there pronunciation.

! ae is pronounced as e as in aegis.

a L 5 ,, e, , pain

{ air — these three letters when in combination are pronounced as

as in fair.

au is pronounced as (aw) as in maul.

i ay is pronounced as ei as in say.

ea ,ee , both are pronounced as iz(ee) as in mean and meat.

| ear , eer , these three are combined and pronounced as 2 as in fear
. and beer.
i ie is pronounced as i:(ee) as in thief.

18 i ier is pronounced as er ia in pier.



0a combination is pronounced as agy(o) as in boat.
ou is pronounced as (ow) as in bound.
Oy combination is pronounced as oi as in coy.

Terminating Syllables

The syllables with which a word terminates or ends are called terminating

syllable. To simplify this, some examples are given below.

Terminations pronunciation As in
-age i garbage
-ate -it or —at mandate
-ey - donkey
-ous -us furious
—sm -zm atheism , spasm
-tion -shon salvation
-ture . ~chur , -tur aperature , re-
searcher
Exercise

1. Take the English Newspaper and read it aloud.
- 2. Make a list of ten words each for each of the sound listed above.

3. Find out from the Newspaper as many words as you can with the
sounds described in vowels and consonant and practice.

oAb 5 o

e A ST AR

e o AN s
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Reading

After having acquired the skill of pronunciation of each alphabet and the com-
bination of alphabets, one would be confident to read. It is very important for
the student to understand that only when one reads aloud one is able to hear
one's own voice. When one hears one's voice, one will be able to judge
whether one is right or not. To sharpen your listening ability open up the radio
during the broadcast of news in English. Listen very carefully since, the diction
and accent of the newsreaders are still the best: Avoid listening to television

- news because the visuals are certainly going to divert your attention from

listening.

Listeni

Thinking/assimilat

Saying _
The above three aspects of oral tradition on which the entire cultural tradition
rested before the invention of writing still holds good for every student. An-
other important aspect is trying to learn the language by the language itself .
And not through the medium of other languages. In case one tries to take the

help of other language in the form of notes and translation , in course of time
they would become his crutches to lean on. The person will never be able to

—



stand on his own , that is to independently making himself operational in En-
glish. Here I do not mind sharing with the young readers my very private and
personal experience. The language in which you think is usually in ones mother
tongue. This language becomes vital for writing and speech. The day when one
mwﬂlinkmdmothalanguage,thatwmbemesignofanainingperfecﬁm
Never try to learn English from movies except from the classics like “ My Fair

Lady” where-in the queen's English has been followed.

Theseﬁousbusinessofreadingcanbedeﬁnedastheabﬂityofaperson-toget
meadng&omsymbols,ﬂ]atis,mbeablemget,andlmdammideasﬁomwtain
letters, signs or agroupofletters.lnreadingptintedmatterapersonmustﬁrst
mcognizeﬂlesymbolsorleuemasbcingdiffemntfromthcothers.menhemust
grasp the idea for which a word or a group of words stands. Prior to i
the words fully he must be able to relate the symbols or words to his own expe-
rimce.Whenheisabletoﬁltﬁsownexpaiencemtothcwmﬂshethmfoﬂowsand
makes an idea of his own. When a person reads FIRE. He visualizes it as a word,
knowsitsplmmciaﬁmblnwhm'hcallsinhismmddependsuponhiscxpeﬁence.
He may think it as : :

camp fire

house on fire

fire in a stove

an order to fire the gun

Until he knows the complete sentence in which this word fire is used, he is not
able to respond.

“The last rays of the sun gleamed like fire in the western sky.”

After reading the entire sentence he can visualize sunset from his past experi-
ence. Thus the sunset becomes meaningful to him.

The four basic reasons as to why a man must be able to read are as follows;

For personal, vocational, educational, and recreational use. As a person
one must be able to read traffic signs and symbols, street and building
names, rail and road time tables, telephone directories, grocery list, per-
- sonal letters, mail-order catalogues and stock market quotations. Stu-
dents, teachers, doctors, lawyers, salesmen, businessmen, engineers, per-
sonnel in armed forces or in governments have to read in connection with
their vocation. For educational purposes to gain in knowledge one has to

Methods Of Learning To Read
In learning to read , it is most important to understand what the material
means. To be able to-figure out the new words. To be able to read aloud
easily and interestingly, and to remember what is read, one has to like to
read. Every school the world over makes earnest efforts so that the pupils
are able to read. ‘ -

NOTES
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Readiness For Reading

A person's readiness for reading depends upon his ability :
1. To see words or symbols that are alike and different
To remember the form of a word.
To remember the ideas in the order in which they are given.

nos W

To move the eyes from left to right on a page and to follow a line
of print across the page.

To speak clearly and distinctly.

7. To sit still and listen to the teacher for at least 15 minutes at a
time.

8. To want to find out what the words really say.

' Dictionary My Friend

!

The only friend one should have is the dictionary, this big and heavy book
will teach you more than you can learn in a life time. In case one feels that
without the help of vernacular language one will not be able to grasp
English, then go for a English vernacular language dictionary. Every re-
gional language has that facility. The dictionary might appear to be out of
the world for beginners, but once it is learnt it would become the key to
your entry in the world of English language. For this one has to learn as
to how to look up the dictionary.

Form The Habit of Consulting a Dictionary
The fresher in the English class must form a habit to consult the
dictionary. Try to a have personal copy of your own. Many standard
dictionaries are available in the market.
In dictionary the words are arranged in alphabetical order. The dic-
tionary begins with the word “9” and ends with the word “z”. The
words beginning with a will also be arranged in the alphabetical order.
Words beginning with followed by
“» come first . ) :
“aa” r iia‘b”"‘acl!’“ad!”“baﬂ,“bbii s l%” 5 Clca” :

“eh” , “0C" 5 sesersosers

The same alphabetical order is followed upto the last alphabet. For
example:-

collide followed by collie followed by collier followed by collocate

followed by collodion. -.........

In every standard dictionary there are two words printed on top left
and top right. This indicates the alphabetical order of the words of
that page. The top left word indicates the alphabetical order of first

—

To bring to mind pictures ofobjectsthalthewords-desm‘ibe. s v



word on the page. Where as the top right word indicates the alpha-
betical order of the last word on the page. By looking on these two
words one can find out whether the word that one has been looking
for is on that page or not. In a dictionary first the word is given ,

followed by its ﬁronunciation, next the part of speech it belongs to |

and then its meaning. Besides this the dictionary also gives the abbre-

viations, foreign words and phrases and metric conversion table. If

a student truly befriends a dictionary he will always be the gainer.

Exercise

1.

Pick out words beginning with —ab, ac, ad, ae,af, al, as, aw, au, from

the dictionary and give their meaning.
Give the meaning of the following words-consult the dictionary.

Psychology, democracy, epic, mythology, calculus, restraint, constrain,
civilization, diligent, infatuation, fair, fare, repeat, query, quarry, triplet,

twin, forbid, bias, gender, masculine, feminine, exercise, output, mi-

grate, immigrate, verify, ridicule, principal, principle.

Section A : Grammar
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6 | Spelling

Bishnpotmnttokeepinmhﬂ.matEnglishlanguagehasbonowedwordsﬁom
other languages. Besides , it has borrowed Roman alphabets, which are not
large enough for even Latin language. Hence, they are not adequetly suited to

ﬂlesmmdsofEnglishlanguage.Theseconsu'aints give rise to prob-
lemsfacedinspeﬂingﬁngﬁshandlemningitAspatheBﬂﬁsheventodayﬂle
American English spelling are still imperfect. In India the British or Queen's
Eng]ishisbeingfollowed,yet,memuoductionandinstallaﬁonof computers has
greaﬂyhnph;gedumengﬁshspening,sime,mcsoﬂwm&Bofﬂwoompmﬂe
from America and have the so called simplified spellings. During 1898 the

Americans recommended that 12 words may be spelled as follows:
tho, altho, thru, throout, thoro, thoroly, thorofare, program,
prolog, catalog, pedagog, decalog.

Even The President of the United States, Theodore Roosevelt, gave his

orders to adopt these new spellings 1n the United States printing presses.
However, achievement of such attempts is questionable.

—



The main problem is due to the fact that there are many more sounds in the
language than there are letters. This means that some of the sounds must be
made by combination of letters or by associating different sounds with a given
letter. The classic example is that of the sound made by sh in shock is made in
at least 19 additional ways in other words as shown below :
appreciate, ocean, machine, mustache, stanchion, fraction, con-
scious, extension, pressure, admission, sure, initiate, attention,
luxury and anxious. '
From the above it becomes evident that one cannot be sure which letter
to associate with a given sound or what sound to associate with a given
letter. This calls for the first rule, that is the students must learn the spelling
of most words without the aid of rules or sound to guide them. The most
frequently misspelled words are : s

disappoint, scissors, antecedents, pneumonia.

Devising Spelling Rules

It is established that the English language is not phonetic. There are reasonably
consistent practices which have to do with forming plurals and adding suffixes
to the words.An objective study was undertaken of suffixes among the 10,000
commonest words. It was found that it is possible to establish certain rules for
adding suffixes to base words. The rules are as follows :
1. In words of more than one syllable in which the last syllable
contains a single, short accented vowel followed by a single
~ consonant, double the consonant when adding a suffix beginning
with a vowel. :
Exceptions : Preferable, conference, inference, preference, ref-
erence. In these illustrations it will be noted that when the suffix
is added, the accent is shifted back to the preceding syllable.

2. In words ending in a final silent e drop the e before a suffix
beginning with vowel.

Exceptions are : changeable, chargeable, noticeable.

3. In words ending with y preceded by a consonant, change the y
to i before all suffixes except those beginning with i. There are no
exceptions.

Besides the above following rules are added for apostrophe:

1. To form the possessive of the singular noun, add an apostrophe
and then add an s. '

2. To form the possessive of plural noun which does not end with S,
add an apostrophe and then add an s.

3. To form the possessive of a plural noun which ends in S,addan |

apostrophe only. -
One of the common errors is to use the apostrophe in the possessive form its,
where it does not belong. The resulting it’s is &'contraction for “it is”. It has
been proven that every student can become a g’q'gd_-speller if he is willing to
try. The following advice if adhered to is enough an exercise.

b, e

T TR

Section A : Grammar

NOTES

Check Your Progress

7. Which your the some-
times recommended
the set of following 12
words spelled as follows:

tho, altho, thru, throout,
thoro, thoroly, thorofare,
program etc.

25



Communication Skills &
Personality Development

26

NOTES

Develop a Spelling Conscience
Take pride in good spelling.
Proof read carefully all your written work in order to discover possible
spelling errors.
Whenever you have misspelled a word, learn the correct spelling.
Secure a modern spelling book which gives the most important words
used in writing. :
Have someone to test you.
Learn the words that you miss.
Buy a small notebook, and keep in it a list of your spelling enemies.
The persons who find it difficult to learn spellings may follow the given

plan :

1. Pronounce the word, saying each syllable very distinctly, and looking
at each syllable as you say it.

2. 'With closed eye try to recall the appearance of the word, syllable by
syllable as you pronounce it in a whisper. In pronouncing the word
, be sure to say each syllable distinctly..

3, Open your eyes and look at the word to see whether or not you
recalled it correctly.
if you did not, repeat steps one and two. Keep trying until you
can say the letters correctly with closed eyes.

4. When you are sure that you have learned the word , write it
without looking at your book. Then compare your attempt with
the book in order to see whether or not you wrote it correctly.
If you failed then again undergo the steps L&

5. Now write the word again . Check it. If there is a mistake repeat
all the steps again.

Exercise
1. Describe the various methods used to remember spellings.
2. What is the rule of apostrophe ?
3. How do you learn your spellings?
4.

How would you spell the plural nouns? Show with examples.



7 | Writing Right .

NOTES

Handwriting

In every school during the primary training the child learns to hold the
pencil and write with it. In every class of language hand writing becomes
one of the most important curriculum. This is done very rightly, since
during the formative years of being acquainted with the alphabets the child
is trained to write the letters. Work books are available in plenty under the
name of cursive writing. With these books the child gets the practice of
having a running hand writing. Since in latter years this helps a lot because
the answer books are hand written and an answer book with a good hand
writing always soothes the nerves of the examiner. Hence the students are
requested not to take the exercise of the hand writing lightly but to prac-
tice writing to improve it further.

While writing try to be neat.
While writing try to be simple.
While writing try to be coherent.
While writing try to be consistent.
While writing try to be legible.
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Exercise

book.

Take a ruled sheet and write out a paragraph from your favourite story

Corrections

The correction that one makes should always be easy to follow. It is
always advisable to cross out than to alter. Insert the corrections above
the crossed out text if there is no room on the same line. Incase there is
no room for corrections above the text, enter the correction in the margin
and indicate its place with an arrow. '-

Writing

Whenever writing anything —a letter, an essay, a memorandum, an appli-
cation or most importantly an examination paper, the first thing one must
decide is what one actually wants to say. The brain instructs to say some-
thing and suddenly one starts pe ing any thought which comes to mind.
And one keeps on writing as the ideas come to the head, without order
, systemization and consistency. This is wrong since the main purpose of
writing is to convey the exact thing, which has been asked for. Hence the
thought process has to be regularized. And for that one needs to order the
thoughts. After deciding what one has to say one must order the thoughts.
Further, mentally sort out the important ones which need to be conveyed
and then start writing.

However, here I will also caution the students not to restrict the flow of
their thoughts and writing them when they are writing to a friend or rela-
tive. The classic letters written to children or beloved read like a stream
of thoughts penned while conversing. Indeed in formal letters and business
letters that is not to be expected. '

After having organized the thought , do not start writing , since one need
to structure the thoughts. This requires a lot of control. For a improved
communication during examination, essay, reports and memoranda, min-
utes of the meeting or while applying for a job is essential.

It is important to note here that there are very few people who are having
an orderly mind and know exactly what to say and in which order.

While Filling Forms

Utmost neatness is to be maintained. It is advised to fill the form first with
soft lead pencil and then using the pen. Erase the pencil marks later.

Make a format of what you want to write.



Exercise

1. Make your bio-data to apply for the post of a teacher.
2. 'Write an application to a firm for the post of sales executive.

3. Apply to the university for research fellowship in the department of
agriculture.

4. Write a essay on My School Days. Check your essay with the help
of a dictionary and assess it.

Example : A essay on —What makes a good friend ?

Take a paper and jot down the points, which you think, should be in-
cluded.

Trustworthiness

Unselfishness

Availability

‘Common interests

Understanding

Mode of relaxation with the friend.

After having jotted down the point take up the most /least important of the
points. Start by writing 2/3 lines per point. The length of the essay will be
dependent on the requirement and you will have to decide it. Always keep
in mind not to contradict what you have written. Your essay will be com-
pleted in a stipulated time.

Example :
Effects of television on the family :
Entertainer
- Reduces communication among family members.
Induces silence.
Erodes reading habit.
Family interaction during dinner/lunch minimized.
Bed time altered
- Children neglected.
Individual thinking reduced
Family group joint ventures become negligible.

00N AN AW N -
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In the above the negative aspects of the television are given one can jot
down points which are contrary to this.Take point number 1 and question
your self as to how communication is reduced. Does the mother ask the
child about school ? Does she ever tell him a story or read out a book
to him ? Does the child pose any questions to the mother. Or the “Dis-
covery Channel" answers all the questions. That is, take each point think
and elaborate and soon you will be having a essay on the subject.

Example :

The car: Is it a necessity for the family?

&

Jot down your thoughts. Now put them in a linear fashion and see the
result.

Car’s are easy to travel in

Cheaper if many are in the family

Children love to ride the car

Babies and their paraphernaliaéan be carted easily in a car
Flexibility .

Both the partners can drive

Visits to the relatives easier \ :

It is equally good for short and long distance travels
Mobility increases ; et
One tends to become more sociable

Saves on car rental and taxis

e R e A0 TR

Next take each point and write five lines for each and your essay is
complete.

Plan Your Paragraphs
Paragraphs are key aids to clarity

1.

O o

ol

Paragraphs usually start about a half-inch further to the right. They
break the next text into units. This makes reading and understanding
easier. Leave a line between each paragraph.

Only one theme, or topic should be discussed in one paragraph.
One sentence should convey the theme of the paragraph.
Paragraph will help you organize your thoughts.

Each paragraph should end on a transition that is a sentence intro-
ducing the next paragraph. '

Avoid long paragraphs.

Minimum three paragraphs per topic are ideally typical. Variations
 are welcome. The first paragraph introduces the topic. The second
paragraph elaborates upon the salient features. While the third para-
graph threads all the points in a chain and gives the conclusions.



Exercise

Write a paragraph on the following topics:

ol

- 3

Indian cricket

Computer an essential teaching aid
Youth and Indian cinema
Entertainment for the young
Parental guidance for the children

Write Simply

Simple writing is a virtue and is much easier to read and understand. There
are certain rules which can be followed effortlessly and are sure to pro-
duce very positive results.

1. Avoid long words

English is often referred to as the language of short words . When
telegrams were the only mode of quick deliverance, each word was
selected carefully to convey the meaning and reduce the cost.

“mother sick come sharp”

This can be written as” Mother is sick , come quickly/soon”. By using
long words the flow of thoughts are often interrupted and the reader
may not understand the same.
For Example :

abbreviated—short

necessitate—need

dessicate—dry-up

multifaceted—many-sided

tendermindedness—tenderness

However, long words are not to be avoided if they fulfill the need
of the text.eg.

“The moon-landing was a magnificently memorable achievement”
is better than
“The moon landing was a great feat to remember.”

2. Avoid unnecessary words

Unnecessary words are those which add nothing to the meaning of the
sentence.

Example :

To the latter end, the Technology Company Organization is a
relatively small, fundamentally business-oriented group, maintain-

NOTES
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Communication Skills & ing a necessary minimum of technical and administrative staff.
Personality Development On analyzing the sentence we find that :—
To the latter end—means nothing in the context.
NOTES in Technology Company Organization—Organizaﬁon is un-
necessary.

! in relatively small—Since we are not told relative to what,
the use of a comparative word small is meaningless.

" in fundamentally business oriented group—reflects upon the
Maintaining—it is a very long word and can be replaced by
r“ i
Corrected it would be——

The technology Company is a small business group with a
minimum of technical and administrative staff.

So from 25 words the sentence has been reduced to 16
words.
3. Pleonasms
These words are repetitions :
| future prospects
past antecedents
each and every
if and when
unless and until
save and except
hearth and home
more preferable
the reason is because
Many countries are enacting legislation and regulations which cir-
cumscribe and limit the scope.
In the above sentence there are two repetitions
legislation and regulation
circumscribe and limit
4. Words which have no senmse :
Past prospects

32 Prospects means e:;pectaﬁons to come in future. But you cannot have

a past expectation happen in future. Similarly-

—



future antecedents

Antecedents means what came before ie. in the past. However, one
cannot have what came in the past, in the future.

S. Use of the Latin words : :
ie.—means “that is”. This introduces a definition.
€g.— means “for example”, This introduces an illustration.

6. Piling it on
During the war the country was ravaged, maimed and wounded. ... ...

This is piling on and use of the three words ravaged, maimed and
wounded reduces their impact. A single word is to be chosen to
convey the meaning.

eg. He is tall, dark and handsome.
She is slim, blond and beautiful.

7. Avoid long sentences

Sentences should be short and to the point. Long sentences invariably
result in making a number of mistakes.

8. Avoid Jargon

—Jargon is the use of long words , circumlocution and other clumsi-
ness.

\ —It is the vocabulary of science, art, classic, trade, profession full of
technical terms.
—mixed speech of different languages.

Jargons are used mainly to cloak the ignorance rather than to make f
a issue explicit.

9. Avoid double negatives
They seldom mean what you think.

Example
not uninteresting

not without merit

Section A : Grammar

NOTES
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- 10. Avoid mixing metaphors

A mixed metaphor is a sentence in which two metaphors are coupled,
usually in a incongruous way.

Example
I “smell a rat” and will “nip it in the bud”.

Here two metaphors are being used wrongly and not conveying the
meaning nor the context.

Punctuation

Punctuation is a very important aspect of writing , without it, the words
would follow each other in a endless stream and the meaning of the sen-
tence will be lost. Puntuation makes the meaning clear.

The following are the principal stops :

Full stop or period (.)

Comma (,)

Semicolon (;)

Colon (3)

Question Mark (?)

Exclamation Mark (!)

Dash (-)

Parantheses ( )

Inverted comma or Quotation Mark (“ ™)

O 0 ) oN WA LR

1. Full-stop

To avoid a full stop from looking like a comma (,) always start the
next word after full stop with a capital letter.

Example
The tall man in the party was looking for somebody to deliver the
presents.

A coma or full stop after somebody will do the trick.
2. Comma

Comma is a useful stop, especially, when reading out aloud; it gives
you time to breathe. The main features of comma are as follows :

a. To separate a series of words in the construction.
Example : England, France and Italy formed an alliance.
Comma is generally not placed before the word preceded by and.
b. To separate each pair of words connected by and.
Example : We should be devout and humble, calm and serene.
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After a nominative absolute.
Example : The Guru sat still, I repeated my question again.
To mark off a noun or phrase in apposition.

' Example : Milton, the great English poet , was blind.

To mark off words used in addressing people.
Example : How are you, Geeta?

To mark two or more adverbs or adverbial phrases coming to-

gether.

Before and after a participial phrase, provided that the phrase

might be expanded into a sentence, and is not used in a merely |

qualifying sense.

To indicate the omission of a word, especially verb.
Example : He was a Brahmin; she, a Rajput.

To separate short co-ordinate clauses of a compound sentence. |

To mark off a direct quotation from the rest of the sentence,

3. Colon

a.

The colon is used to introduce the words which follow it , ex-
ample

My shopping list : 12 eggs, 1kg butter, 2 kg sugar........

To introduce direct speech or a quotation.

Example : Then the King said: “T am still here to protect you."

Colon marks a still more complete pause than that expressed by
semi colon. It is also used with a dash after it.

It is also used between sentences grammatically independent but
closely connected in sense.

Example : Study to acquire knowledge : Knowledge is freedom.

4. Semi-colon

This represents a pause of greater importance than that shown by the

comma.

S. Question Mark

This is used, instead of full stop, after a direct question. But they are
not used after a indirect question.

6. Exclamation Mark

|

]

H
H

£

This is used after interjections and after phrases and sentences ex- |
pressing sudden emotions or wish.

Section A : Grammar
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7. Inverted Comma

These are used to enclose the exact words of the speaker.

8. Dash

This is used to indicate an abrupt stop or change of thought or to
resume a scattered subject.

9. Hyphen

This is used to connect the parts of a compound word . Itis a short
line like the dash.

10. Parantheses

This is used to separate from the main part of the sentence a phrase
or clause which does not grammatically belong to it.

11. Apostrophe

This is used to show the omission of a letter or letters.In the genitive cases
of nouns. And to form plurals of letters and figures.

Writing a Letter

A letter is a substitute for direct contact. One writes a letter instead of
meeting the person or talking over the telephone. Letter is also a means
of making a proof/record about having written on the particular subject.In
business, telephones are always followed by letters.

Types of Letters

. Intimate letters
Formal private letters
Business letters
Official letters
Letters of application

All kinds of letters need the following format :
1. The heading consisting of
a. the writer's address b..the date
2. The courteous greeting or salutation.
3. The communication or message—The body of the letter.



4.  Courteous leave taking, or conclusion.

5. Signature.
6. Superscription on the envelope.

Example :
9-c,Civil Lines,
Delhi.
11* May,2008.
Dear Mr. Lal,

I'hereby request you to kindly send the books, which I ordered
on telephone.

Yours faithfully,

Mrs.Neera Pande.
Envelope :
To
The Manager.
Universal Book Depot,
Faiz Bazaar,
Delhi
Answering a Letter
1. What does the writer want/
2. make sure you answer his questions and points.

Writing a Letter of Complaint

Here you are not answering somebody else’s point but making a point
which somebody else has to answer. Make the point simply and clearly
and give all the relevant details in their proper order.
Example :

To

The director,

All in One Stores,

Ram nagar Bazaar,

Bhiwandi-1134009

Subject-Regarding supply of inferior quality grocery.
Dear Mr. Ramwilas,

I am a regular customer of your shop and have been purchasing
grocery from you for last thirty years. Every month in the first week
I send you a list of things required by my household, through my
domestic help. Within a few hours you have been delivering the goods
at my door step. This month as usual I sent the list but goods were

Section A : Grammar
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received after two days. As per your cash memo number 8745, dated
4.4.08, I have the following complaints to make :

Pulses sent are of inferior quality.

Each packet is weighing 50 to 80 gms less.
The rice is full of grit and stones.

The flour is bug infested.

Biscuit packets are damaged and crushed.
6. The oil container was leaking.

Lo S o

I refuse to pay your bill unless you replace these items with better
quality things. If you do not comply to my request ,Sir, I am sorry to
inform you that you will be loosing a customer of yours of long stand-
ing.

Hoping for a speedy redressal.

Yours faithfully

RamaKant Dwivedi

4/5 block —S
Shalimar Shobha
Swargashram.
6.4.08

Exercise

Write letters as per instructions:

o s B B T

To a friend inviting him for dinner.

To a neighbour requesting him to allow you in their pool car system.
To father requesting for more money to purchase books.

To school principal for sick leave.

To younger sister on your visit to London.

To municipal corporation complaining about blocked drains.

To electricity department complaining for inflated bill.



8 | Developing Ability of
Question and Answer

A. It is a norm in conversation to make a statement and ask for con-
firmation. As for example It is raining heavily, isn't it ? The part
“isn't it” in this conversation is called as a question tag. Now look
at the pattern.

() Quxiliary + n’t + subject, if the statement is positive,
(i) auxiliary + subject, if the statement is negative.
Example of (i)

It’s very hot, isn’t it ?

He can talk well, can’t he ?

Ramu broke the cycle, didn’t he ?
Your mother cooks well, doesn’t she ?

Example of (ii)
You aren’t busy, are you ?
You aren’t going, are you ?
She can’t cook, can she ?
He hasn’t come yet, has he ?

Note that the subject of the question tag is always a pronoun never a noun. |

Note these peculirities :
I am correct, aren’t I ?
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B.

Let’s go to the hall, shall we ?

Wait a minute, can you ?

Have some more card, will you ?

There is a church in that street, isn’t There ?
Some one has called haven’t they ?

Short answers are most usual form of verbal answers. (ie. questions
beginning with an auxiliary)

Yes + pronoun + quxiliary
or No + pronoun + auxillary + n’t (not)
Are you going to collage ?

(Yes, 1 am.) (No, [ am not.)
Can you swim ?

(Yes, 1 can.) (No, I can’t)
Is your daughter studying ?

(Yes, she is.) (No, she isn’t)
Does Renu work hard ?

(Yes she does.) (No, she doesn’t)
Did she say anything ?

(Yes, she did.) (No, she didn’t)

Agreements and Disagreement with the statements

(i) Agreements with affirmative statements are made with yes / so
/ of course + pronoun + auxiliary.

It is a good novel. ......... Yes it is.
Sohan has already gone. ........ S0 he has.
She can speak English very well. ....... Yes she can.

(ii) Agreements with negative statements are made with No + pro-
noun + auxiliary + n’t / not.

The apples aren’t good. ....... No, they aren’t.
He does not like chop. .......... No, he doesn’t.
He can’t help laughing. .......... No, he can’t
(iii) Disagreement with affirmative statements are made with No/oh

no + pronoun + auxiliary + n’t/n’t But is used in disagreement
with a guestion or an assumption.

He is frightened. ........ No, he isn’t.
You are watching. ......... Oh no, I'm not.
Why did you hit him ? ........... But I didn’t.
I suppose she knows Marathi. ......... But she doesn’t.
(iv) Disagreements with negative statements are made with (oh) yes
/ (oh) but + pronoun + auxiliary.
You can’t follow it. ....... Yes I can.
She won’t go again. ........ But she will.
You don’t like him. .......... Oh yes, I do.
I didn’t tear it. ......coceeee Oh but you did.



(v) Addition to Remarks : ' Section A : Grammar
(a) Affirmative additions to affirmative remarks are made with so +
auxiliary + subject. A
Harish likes bananas. So do I
He must go home. Somust 1. . : NOTES
He was late for the meeting. So were you. ‘
I've finished my work. So has my sister. | {
(b) Negative additions to negative remarks are made with Nor/Nei-
ther + auxiliary + subject.
Mahesh doesn’t like sweets, Nor do I.
She didn’t follow it. Neither did I.
Icantswm Nor can my father.
Sudeep wasn’t there. Neither was pradeep. !
(c). Negative additions to affirmative remarks are made with But +
subject + auxiliary + n't/not. ' !
He knows Dutch. But I don't.
I understand the story. But Marry didn't.
She knows how to cook. But her husband does not.
I can play football. But my father cann't.
(d). Negative additions to affirmative remarks are made with But + |
subject + auxiliary + n't/not. : |
He doesn’t like her. But I do.
I didn’t meet him. But Harish did.
He can’t play chess. But I can. 3
She wasn’t singing. But you were.

Exercise

() Add Question - tags to the following :

It’s very warm today, ........cccocouevurmee ?
YRR ...l A
Kishore will come, .........cc.oveesineies ?
We must hurry, .......cccoceeneenen. ? _ |
He will never give up, ......ccccve.e...... ?
Your father is a doctor, .....cocoovvicveeee. 7
You have curd for breakfast, .......c.ccoveeeeen. T
I didn’t hurt you, ....................... ? |
You aren’t going out, ............cceeunun. ? '

10. They have sold the house, ....................... ; & CHack¥oir Frograse
11. I didn’t get up early t0day, .......ooccueererescs 7. [ ywdeyehmgabﬂﬂv
12. It isn’t ready Yet, ..................... o A p.w -
13. Sheela hasn’t passed the exam, ..........ccocon..... ?

14. They will go home soon ............ % pE
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(ii) Answer the following questions (a) In the affirmative,
negative.
Example - Can you write ? (a) yes, I can (b) No, I can’t

(b) In the

1. Can you swim ?
2. Do you like sweets ?
3. Are you angry with me ?
4. Is it going to rain ?
5. AmIin your way ?
6. Does your father smoke ?
7. Has he met you ?
8. Will they be at home ?
(iii) Agree with the following statements using yes/so/ of course + pro-
noun + auxiliary.
1. Boys like playing.
2. She has left already.
3. My uncle came yesterday.
4. They are singing beautifully.
5. Mr. Harish knows three languages.
6. Vishwas has come to see you.

(iv) Agree with the following statements using No + pronoun + auxiliary

+ n’t/not.

1. He does not like milk.

2. You haven’t played well.

3. Your brother doesn’t look his age.
4. He didn’t complain.

5. He can’t speak English fluently.

6. Ramesh didn’t attend the party.

(v) Disagree with the following statements (Use the pattern No/oh no

But + pronoun auxiliary + n’t/net.
He lied.

She has promised to obey you.
Why have you spoiled my shirt ?
The boy will hurt himself.

I suppose he is honest.

You are on the wrong side.

N WD

(vi) Disagree with the following statement using the pattern (oh) yes/

(oh) But + pronoun + auxiliary).
You can’t do the work.

Seela doesn’t like you.

He isn’t reading

She won’t come.

I am not in your way

I don’t know where you went.

PG e et



Q | Body Language and Its Use
in Speaking

When the movement of the parts of the body substantiates the words spoken
that is called body language. It is believed that at times the body language is
more expressive and convincing than the words of the mouth. That might be
far fetched but it varies from person to person. Somebody might be able to
mesmerize an audience without twitching an eyebrow. He does it simply by
tone and temper of his voice. Others have such expressive faces that before
they utter anything people know what is to come.

Every culture has very specific mannerisms ie. body language which has to be
followed by the gentility. Body language comprises of gestures and movements
of the body or body parts in response to confrontation with another individual.

As per the British norms, as soon as a woman enters the room all the men who )

are seated will leave their chairs and stand up. Without uttering a word this
gesture done by the young and old reflects upon the respect shown to the

woman on her entry to the room. The cultured directors and managers of firms |

still do the same on entry of their women officers who are juniors to them.

It is always advised to walk with an erect posture and not to stoop. Yet, when
in front of others a person always stoops to talk and converse with those
around him. This is referred to as the “noble stoop” found amongst the Em-
perors , Popes, kings and leaders. Presenting oneself with the arms hanging in
front and clasped over the belly is the sign of submission and servitude which
a younger person displays for the other.

Section A : Grammar
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In Indian context, the same hands when held up touching both the palms and
bending forward is the mode of greeting rendered to all and sundry, including
God. It is customary in the Indian homes that the persons who are junior in age
bend down and touch the feet of the senior person, irrespective of sex of the
individual. In return the other person touches the head of the junior and blesses
him.

In traditional households it is customary for the younger people not to look
straight in the eyes of the senior when they are being addressed. On being
reprimanded if the guilty looks up at the other then it indicates spirit of con-
frontation and wanting to argue it out.Thus the eye to eye contact is avoided,
to save the situation from becoming volatile.

A man or a woman never turn their back on somebody . It amounts to refusal

| to talk and indifference. Similarly legs and feet have to be kept away from the

face of the other visitor, since, it entails disrespect. It is to be noted that all
these body languages are done without a sound from the mouth.

Irrespective of the country and culture body language is becoming a very
important mode of communicating ill feelings. This has been witnessed during
international games , where due to rough and rampant use of derogatory body
language opposing teams try to demoralize the other team. Thus when talking
is loosing its importance body language is taking over the stage silently. The
cases of road rages followed by killings is one instance which has put the alarm

| bell ringing for the experts and the parents.

Smile a facial movement, where lips are stretched revealing the teeth and the
eyes sparkle up in unison expressing a congenial friendly gesture is the only
body language which cross cuts cultures and races, young and old to spread
warmth and happiness. If it is being used more often one can avoid many a
disasters. It is advised to wake the baby in the morning with a smile so that

. from infancy it learns the value of this important body language.

Here are given a few clues to understand the body language of a person in

i general :

Raising the eyebrow= questioning, surprise

Nodding head forward and backward = affirmation

Movement of the head right to left = negation

Shrugging the shoulders = not bothered

Looking down = shame, shyness

Hand movements = this serves several purpose while talking.

Raising a finger towards the other = a threatening gesture, avoid making
it. :

thumping or slapping the table = avoid this while talking , since it is
considered outrageous.

Exercise

Collect some more body languages that you have come across and note
them down in your exercise book.



10| Group Discussions

Group Discussion (GD) is a kind of exercise meant to check the leadership
quality of a person or persons. They provide you a chance to give expression
to your ideas at the same time they prove a barometer to your communication
skill. In a short span of half an hour the examiner is in a position to tell how
effectively you can put your ideas across. He can also judge how effectively
you can deal with a group and emerge a natural leader in the group.

The following skills are generally assessed by a facilitator during a GD :

o
3.
4

P

Leadership skills.
Communication skills.
Altertness and presence of mind.

Interpersonal skilis (how well you can co-relate with the other members
of the group).

Ability to work as a team.
Problem solving skills.

Conceptualising skills (how to put your ideas in a useful, convincing and
practicable concept).

A group discussion can be categorically divided into three different phases :

L

Initiation/Introduction.

§
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2. Body of the group discussion.
3. Summarisation/Conclusion.

Initiation :

Initiating a GD is a high-profit-high-loss strategy. When you start the ball
rolling you not only grab the opportunity to speak but you also grab the
attention of the examiner and your fellow candidates.

If you can make a favourable first impression with your content and commu-
nication skills after you initiate a GD, it will help you sail through this discus-
sion.

But if you initiate a GD and stammer/stutter/quote wrong facts and figures, the
damage might be irreparable. If you initiate a GD but don't speak much after

that, it gives the impression that you started the GD for the sake of starting it
or getting those initial kitty of points earmarked for an initiator!

When you start a GD, you are responsible for putting it into the right perspec-
tive or framework. So, initiate one only if you have in depth knowledge about
the topic at hand. '

There are different techniques to initiate a GD and make a good first impres-
sion :

Quotes

Definition

Question

Shock statement

Facts, figures and statistics

Short story

. General statement (to put the GD in perspective).

Summarisation —

Most GDs do not really have conclusions. A conclusion is where the whole
group decides in favour or against the topic.

U G e R e e

Keep the following points in mind while summarising a discussion :

Avoid raising new points

Avoid stating only your view point

Avoid dwelling only on one aspect of the GD.

Keep it brief and concise.

It must incorporate all the important points that came out during the
GD.

Points you must bear in mind :

1. A candidate with good reading habits has more chances of success.
Sound knowledge on different topics is helpful.

Wi o PR e

2. Power to convince effectively is another quality that makes you stand
out among others.



4. If you are not sure about the topic of discussion, it is better not to
initiate. Listen attentively to others, you may be able to come up with
a point or two later.

A GD is a formal occasion where slang is to be avoid.
A GD is not a debating stage. Participants should confine themselves to
expressing their viewpoints.

7. Language used should be simple, direct and straight forward.

8. Don't interrupt a speaker when the session is on. Try to gain by in-
creasing your size, not by cutting others short.

9. Maintain support with fellow participants. Eye contact plays a major
role. Non-verbal gestures, such as listening intently or nodding while
appreciating someone's viewpoint speak of you positively.

10. Communicate with each and every candidate present. While speaking
address the entire group in such a way that everyone feels you are
speaking to him or her.

11. Respect the contribution of every speaker.

12. Be aware of your body language when you are speaking.

13. Agree with and acknowledge what you find interesting.

14. Don't lose your temper. A discussion is not an argument.

15. Don't interrupt. Wait for a speaker to finish what he is saying before
you speak.

Exercise

Clarity in speech and expression is yet another essential quality.

Form a group of 5 students, then select out a topic from the list and
discuss amongest yourselves :

| &

2
3
+
5

Protecting Women

Indian marriage and dowry

"Guru Shishya parampara" the foundation for formal education.
Senior citizens and society

Aping the West ?

Give an hour for the discussion at the end of which write out your group
recommendations for the issue discussed.

For smooth functioning have a rappotiere amongest you whose work will
be to note down all the discussion.
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NOTES

Check Your Progress

13. How many different
pharesa group discus-
sion can be categorically
divided into ?

47



Communication Skills &
Personality Development

NOTES

11| interview Skills

First and foremost, to seek interview for a job, one should know how to write
an application and prepare a brief sketch of one’s profile, biodata or curricu-
lum vitae. So, if you have just completed your studies or just decided to take
that plunge for better opportunities or are forced to write one, relax help is at
hand. i

. CV more verbosely known as curriculum vitae (in latin it means “Course of

' life”) is not diffcult to write. If you are using a computer and have MS-Word
| in Office (any recent version will do) just go to “file ....> New ........ ” Search

around the “Tabs” and you will find the “Resume Wizard” select it. It will ask
you a few questions and you are all set. Just fill in the blanks. If you find
questions boring, repetitive and there are too many blanks to fill in you can
make your own CV. Without the aid of ‘templates’ or if you do not have
access to a computer do not mind. You should always remember that no body
can teach you how to write ‘your” CV. Each one of us have our own profiles,
strengths/weaknesses etc. But there are certain points one should note down
while preparing a CV.

e you should not commit any typing or grammar mistakes.

e Remember you are not writing. Your “autobiography”. Be brief and to

_ the point.
e To you your cv might be a work of art but not to the interviewer
reading them. Just keep it simple.

e Your CV is the ‘Text Book' from which questions will be asked in the
interview. Do not write chapters you don’t have answers for. Write
‘only those ‘chapters’ where you are confident of getting 'pass marks'.



e List all your strengths on the first page. Don’t list any weaknesses
(You can always get away by saying, “I need to improve communi-
cation” in the interview”)

Once you complete the CV writing, take a print-out and read it carefully to
Just make sure everything is alright.

In a standared CV the basic information about you, (your neme, age, etc) should
be categorically mentioned, along with your academic achivements, training, ex-
perience and job that you did till date.

Writing a Job Application
This may involve you in filling in a form, in which case treat it in the same
manner as an official letter. On the other hand it may be left entirely to you
how to write.

Suppose you are applying for a job in answer to an advertisement in the
press, construct your letter in such a way that it helps the selector to get
at the key facts. It pays.

Write a cover letter saying where you saw the advertisement and the date
on which you saw it. This shows you are systematic. Give your reasons
for applying and, if already employed, Why you want to change. State any
points which may be in your favour, such as willingness to go abroad
driving experiences and outside interests. Give the names and adresses of
atleast two persons who can be contacted for references. This is very
important. References may be your last employer, present employer, you
principal, your tutor and one responsible person. Who has known you far
a long time. You must, of course, ask these references before hand whether
they are prepared to vouch for you.

Example :

(i) Give your name.

@) Give your date of birth.
(iii) Give your nationality

(iv) Give your marital status.

(v) Give your education with the name of your school, college, university,
the dates you were there in brackets after each. Then give the sub-
Jects you studied and your grades. If you were in merit list of success-
ful students mention it and highlight by underlining the satement.

(vi) Give your experience : list the jobs you have done with the dates in
brackets. This is now the letter of application with its enclosures.

The managing Director
(Company’s name, address)

Dear Sir,

Section A : Grammar
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Communication Skills & In answer to your advertisement in the Times of India ...., dated

Personality Development ... . I wish to apply for the position of ..........cccccn. . I am 29

years old, Indian, unmarried. My reason for applying to you is that I

feel the need for a change. A B & company where I am working at

NOTES present is a small family firm which does not offer enough scope for
promotion.

For reference please contact my present employer, Mr. Srinivas (ad-
dress), and Mr Reddy (address).

g Yours faithfully

(P. k. Srivastav)

Enclosed : passport size photohraph and my curriculum vitae.
CURRICULUM VITAE

(ON a separate sheet)

Name : P. K. Srivastava

Date of birth : 10th Jan 1980

Nationalty : Indian

Marital status : Unmarried

Address for communication : 12/1, Sector, 19, Pocket C, Dwarika,

New Delhi 110037.

Contact No. Phone (Residence) 011-52516667,

Mobile : 9312791801

Passed Higher Secondary : Inphy,dmnistmy,english,samh'it,social
studies, from Vincent Higher Second-
ary School, Pandura Road New Delhi
in the year 1998 in first Division Scor-
ing 80.3 percent aggregate marks.

Passed B. C. A. : Examination of University of Delhi from
Ramjas college in 2001 and stood first
scoring 73 percent mark I can speek
and write English, Hindi, and Bengali.

I have been a member of the Volley Ball team and played Inter-

university games in the year 2000.

1 am working in A & B Company, E-38, Nehru place, New Delhi
5 110049 as system manager since July 2002. Outside interest : Reading
50 fiction, driving.




12| Nouns : countable and
uncountable '

According to the definition of Noun, a Noun is a word that is used to denote

a person, place or thing. Here the meaning of the word ‘thing’ is anything that

we can think of. There are many kinds of Nouns such as Proper Noun, Com-

mon Noun, Collective Noun, Abstract Noun etc. Here in this chapter we

would deal with the type Countable Nouns and Uncountable Nouns.
Countable Nouns :

Countable Nouns or Countables are the names of objects,people etc. that
can be counted. As for example book, pen, apple, boy, sister, doctor,
horse etc. Countable Nouns have plural forms such as books, pens,

boys,fathers etc.

Uncountable Nouns or Uncountables are the names of things that we
cannot count. As for example, oil, sugar, gold, beauty etc. The uncount-
able Nouns mainly denote substances, matter and abstract things. Un- |
countable Nouns do not have plural forms. As far example we do not say |

‘sugars’, ‘golds’, ‘milks’ etc.

However, there are some nouns in English language that you might expect |
to be countable but they are not so. As for example ‘furniture’, * informa-
tion’ and ‘ equipment’ all are Uncountable Nouns though these are Count-

able Nouns in Hindi.

Section A : Grammar
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15. What is Countable
Nouns ?

16. What is Uncountable
Nouns ?
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A Countable Noun has a singular and a plural form. When it is singular,
it should have a determiner preceding it. In the plural form the following
prefixes can be used :

both, enough, few, many, more, most, other, several, .some,
these, those.

However in the plural sense it can be used without a determiner at all. For
example :

I may have a driving license today.

An Uncountable Noun has only one form, not a distinct singular and plural
form. Uncountable Nouns can be used without any determiner as prefix
or with one of the following determiners -

enough, little, more, most, much, other, some, that, this.
They can also be used with:

any, no, the, what, which, whose and the possessive determiners such as
my, their, your etc. ' :

For example: )
There is not much space in that hall.

With nouns such as furniture, infor,mafioh and' equipment as with
many other uncountable nouns you cantalkabontamountofﬂ:e things
or separate parts of the things by using phrases like a piece of ,some,
bits of. o s x4

As For example :

Shailja has saved money to buy furniture for her newhome. So far she
has got two of pieces furniture, that is, a chair and a table.

The definite article the can be used with Countable and Uncountable
Noun, both in the singular and plural forms and in some special cases
even without proper nouns. tos

Some of the uses of the are given below:

Before nouns made definite by following phrase or clause;e.g. the
books they will need for their home work. etc.

Before names of rivers, mountains, trains, ships etc; e.g. the Ganga,
the Himalayas, the Rajdhani Express. :

Before nouns that denote unique things, for example, the sun, the
moon, the stars,



Before a noun which by reason of context,can represent only a single
. particular thing e.g. the teacher, the classroom, the blackboard, etc.

Before a noun which has become particular and definite by being
mentioned for a second time. For example I have a black dog. The
dog is called Johny.

Before superlétives; e.g. the most important point.

Before a noun made specific by qué.l.ifying clause; e.g the people next
door, the boy who came here yesterday etc.

The definite article the is not used in the following cases :
i Before Proper Nouns

i When another determiner comes before the noun; e.g. his left thigh;
every effort; their eyes etc.

Before Plural Nouns and Singular Uncountable Nouns when these are
used in a general or universal sense; e.g Man is mortal.

B

iv. In expressions like all day, all night

(But the is not omitted in ‘all the evening’, * all the morning’,’ all the
. week’, etc.)

V. Before nouns like school, church, prison, hospital, bed etc. when
these are visited for their primary purpose

e.g. His son goes to school at ten. But the school is located near the
bridge.

vi. Before the ‘man’ when it is used in the sense of ‘mankind’ e.g. Man
is evolved from lower animals as claimed by anthropologists.

Exercise

L Choose suitable determiners from Column ‘A’ to accompany the
nouns from column ‘B’:

A B
no, any, each, every, this, that, these, house, houses, milk
those, some, his, her, its, our, their, my, many, a, the

II. Add ‘a’ or ‘an’ when necessary:
1. Milk comes from Buffalo.

Section A : Grammar
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Communication Skills & Door is made of glass.
Personality Development

Grass always grows in Indian fields.

NOTES Table is made of wood.

2

3

4

5. Cow has a tail.
6. Bracelet is made of gold or silver. it P S—
7. Duck swims in water.

8. We can write application on paper.

9. Apples grow on trees.

10. Baby must have food.

11. Milk is nice in cup of tea.

12. Milkshake is drink

13. 1 like butter on piece of bread.

14. 1 can write letter in ink or with pencil.

Only Countable Nouns take a or an . Uncountable Nouns and Count-
able Nouns in plural are preceeded by some when a certain quantity
or number is implied.

| IIL. Add 'a’ or ‘an’ or 'some’ where necessary :

1.  Chair has four legs.

2. Mango has sweet taste

3.  Fruit is good to eat.

4 Please give me water.

Man gave me copies this morning

Good student is never late for class.

I want glass of milk with sugar in it.

Give me ink to write application.

o B R o

1 like music very much.

10. Do you take sugar in coffee?
IV. Supply 'a’, 'an', 'some’ or 'the’ where necessary :
| 1. Thereis...flyin...milk.



...birds can fly very high in ...sky. Section A : Grammar
-.book on this shelf is ...interesting one about history.
He makes ...toys in ... evening.

--..donkeys are regarded as .....stupid animals.

Put ...butter on....potatoes.

NOTES

...honesty is...best of all ... virtues.
I should like...house in...country.

¥ ® N m s v

We had ..dinner at...new retaurant ...last night.

10.  Ram and Shyam went up ... mountain to fetch. .. bucket of..water.
11. Do you prefer..book of ..poetry or...stories of ..adventure?
12.  ...clouds over...sea are lovely today.

13. I want . jar of -..peaches,..sugar and ...pound of ....jam.

14. There is ..horse in...garden.

15. youngest brother is at...school now.
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13| Pronouns : Personal,
Relative and Others

A Pronoun is a word used instead of a Noun.
We may say ‘Keshav is absent, because Keshav is not well’.
But it is better to avoid the repetition of the noun Keshav, and say:

‘Keshav is absent, because he is not well’

. A word that is thus used instead of a noun is called a Pronoun( Pronoun
| means ‘for-a-noun’)

I, we. you, he, she, it, they, are called Personal Pronouns because they
identiy three persons (i) the person speaking,(ii) the person spoken to and (iii)
the person spoken of.

The Pronoun I and We, which denote the person or persons speaking, are said
to be Personal pronouns of the First Person.

The Pronoun you, which denotes the person or persons spoken to, is said to
be a Personal pronoun of the Second Person.

You is used both in singular and plural.

The Pronouns he(she) and they, which denote the person or persons spoken
of, are said to be Personal pronouns of the Third Person. It, although denotes
the thing spoken of,is also called a Personal pronoun of the Third Person.
[The personal Pronouns of the Third Person are strictly speaking, Demonstra-
tive Pronouns.] '



Forms Of The Personal Pronouns :

The following are the different forms of the Personal Pronouns:

First Person( Masculine or Feminine)

Subjective I : we
Possessive my,mine our,ours
Objective me . W8

Second Person (Masculine or Feminine)

Singular/Plural
Subjective you
Possessive your,yours
Objective you
Third Person
Singular Plural
Masculine  Feminine Neuter All Genders
Subjective  he she ¥ they
Possessive his her,hers its their,theirs
Objective him her i them
Note that the Pronoun of the Third Person has three genders-
Masculine he
Feminine  she
Neuter it

The Pronoun It is used :

1. For things without life;as,
Here is your copy, take if immediately.

2. For animals, unless we cleaﬂy wish to speak of them as male and

female;e.g.
He loves his cat and cannot do without it.
The horse fell and broke its leg.
3. For a young child unless we clearly wish to refer to the sex;e.g.
When I saw the child it was crying. :
That baby has torn ifts clothes.
4. To refer to some statement going before;e.g.
He is telling what is not true, and he knows ir.
He deserved his punishment, and he knew iz.

A A A S A AR AR,

A A A A B A A A
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Relative Pronouns

Read the following pairs of sentences :
1. I met Shyam. Shyam has just returned.
2. I have found the pencil. I lost the pencil.
3. Here is the book. You lent me the book.
Let us now combine each of the above pairs into one sentence. Thus
1. I met Shyam who had just returned.
2. 1have found the pencil which I lost.
3. Here is the book that you lent me.

Now let us observe the work done by each of the words, who,which, and
that.

The word who is used instead of Shyam. It, therefore, does the work of
a Pronoun.

The word who joins or connects two statements. It, therefore, does the
work of a Conjunction.

The word who, therefore, does double work- the work of a Pronoun and
also the work of a Conjunction.We might, therefore, call it a Conjuctive
Pronoun.It is, however, callpd Relative Pronoun.

Other Pronouns

Interrogative Pronouns:
Interrogative pronouns are used for asking questions. For example :
e Who is there? Who are you ?
° Who are you talking about ?
e Whom do you want to see ?
e Whese is this book ?
e What do you want ?
e Which is the house ?
e What will all the neighbours say ?

Consider the above sentences and you will notice that the Pronouns
underlined are similar in form to Relative Pronouns. But the work
which they do is different. They are here used for asking querstions
and are therefore, called Interrogtaive Pronouns.



Exclamatory Pronoun is a Pronoun that is used as an exclamation;e.g.
What! Still here! I thought you had left for home long ago.
What! You don’t know Hari?

Exercise

L Fill in the blanks with the right form of Personal Pronoun :

L sininia want my books back.
2. You say that his pen is ............... ;
X il have so many times asked you not to commit mischief.
4. If that book is ............... I will give it to you.
- PR 1 ey how to deal with the problem but she did not do so.
6. Who has told ............... not to come to my place.
7. Theytell............... that I have harmed them.
B waniisy | T what harm I have done to ............... "
D iering fought bravely but could not win.
i | RN was a very bad things to do.
IL. Fill in the blanks with suitable Indefinite, Relative or Interrogative
Pronouns :
Lo s won the match.
2. Thehorse................ was bought from the fair was very strong.
3. The house................ you lived in was very large.
B vsiieiitan: has he said to you ? :
- RPN did you give the book ?
6. The plants ............... were brought from the nursery have faded.
7. There were two boys ............... hated each other.
ITL. Frame sentences using the following Pronouns (One has been done
for you) : '
1. hers :  The chair was hers and not mine.
2. yours S exdaabesssivesisassassiosbassrnstbasessinsobaronsbannaioitbost e
S W s e [ S ihe ) il
IR BRI RS A e I T B
- TS R S T ceC B it o o Sk
D i e b et
[0 S R S NG
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14 Articles

(Use of 'A' 'an', 'the' and their omission)

St & ‘2, 'an’ T4 'the',ArticlesﬁFﬂatlﬁﬁ Mﬁmﬁmmt':

(A) Indefinite Articles — AT An

(B) Definite Article — The
1. Use of 'A' and 'An' - Indefinite Articles , -

wmmﬁéw%f{émt,maﬁmmmmﬁw-m
(Consonant sound) Pt 8, 98 W= HI ¥ WX Vowel (¥R) ¥ a1 Consonant
(=), W -

a man a boy a university a European

a pen a dog a useful thing a one-eyed man

Note : ‘University’ (gfafife) ¥ U @1 S=arr ‘g i @ ¢ 3k ‘g =t =R
Consonant (3755) it 1 wafee 3o et o T A U e @, -
umbrella (3FFe), umpire (SR an %1 Y@M BT

'M'wmtﬁmﬁa}{éﬁmt,mmmwmﬁm-m
(Vowel sound) Frewdt &, qﬂﬁwmmmmwwemmmm;ﬁ—

an apple an hour (™) an MA. an island (AATY)
an egg an heir (WR) an MBBS. an ox
an umbrella  an elephant an honourable man  an M.Sc. T

(sitEa )



L. W S O s imem st walk now. Section A : Grammar
A T T RGP M. . ) SN lie.
9. Certainly, it #8.....ccoioncmscsoiniranss very interesting story.

B B s s independent country.

2 E. . AN incident can never be forgotten, NOTES

12 She Dought...............c.coeoomns electric iron for Rs 350.

T S BN e . M.L.A.

14. My friend's father is......c.cccooovvivnnsicioniniss U.D.C.

15. The boy had taken....................... identity card.

2. Use of 'The' - Definite Article

m'aﬁneﬁniwmaemmiaﬂtmmmamm
(Singular and Plural Nouns) & Y& frefefas feafii & firar s & -
) @Nm#mmﬁﬁmf«mwwﬁ:
(When the Noun has been referred to previously)
1. I saw a lion. The lion was sleeping under a tree.
(Teet o &) ¥ uw WA (@ A d 9 o v @ A 9w
2. We heard a noise. The noise came from a neighbour's house.
3. I have lost the pen which I bought yesterday.
(2) Adjectives %I Superlative Degrees ® T&a :
(Before the Superlative Degrees of Adjectives) :
1. Ravi is the best singer in the school.
2. My uncle is the richest man in the town.
R : Rl waEEE @ Sfierass (Possessive Adjective), 39 : my,
his, her, their, your, our % WX Adjective %1 Superlative Degree F1 W
B W the F WM T B 1
1. He is my best friend. 2. Mr Dixit is our best teacher.
(3) T¥lt I=-WE (Phrase) I I (Clause) ¥ A=A ¥ a1 Noun 3 Teak:
1. The girl in the blue skirt is my sister.
Z.Ihemanwithalittlcnoseisourl’rincipal.
3.T?:ecarsmadeinourfactoryamﬂ1estmngcstoncs.
4. The book on the table belongs to the library.
5. The man who went out is an excellent singer.
@) Q&ana}ma}mmwﬁr(mewholecmmm)wmmt:
1. The dog is a faithful animal. (78! a1d "o ‘oo oify @ #)
2. The elephant has a long trunk.
3. The cat likes milk.
(5) e, wrrl, werewrl, @ifeal, wowr, Bu-wgel, vdasEenet, Ted, sl
W & agEy T S Ty
The Ganges, The Yamuna. (rivers)
The Bay of Bengal (4@ #! @Igt), The Arabian Sea (3R4 WFR)
The Gulf of Mexico (¥femat #t @reh), The Thar, The Sahara. (HERT woege)
The Himalayas, The Netherlands (¥74vE &1 =), The West Indies, The USA. 63
(49F w9 smifiE)
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)

L a3)

L (5)

L 16)

Note : ¥ieil (Lakes) @ 71 % T4, Wa (Mountain) 71 <t (Peak) % 719 % T Mount

©)

)

®)

®

- a0

L an

| a9

L an

uﬁwﬂmﬂw%m#m&&pwmmuﬁwﬁmﬁmwm
& g &1 '

| CapeCmin,MamtEvuest.lakeMansmvarmﬁl
?(Nom)iﬁm!ﬂﬂﬂﬁﬂlﬁm(Adjecﬁve)M*‘{d the W Bl
1. The brave always rule over the earth. (‘T m’)

2. The tichi should help the poor. (‘3R @)

3. The weik cafi never do anything. (‘FFeit F')

fava § S g R I g A agE @

Thcsun,themoon.ﬂwsky,ﬂweéﬂh.tkewmld.themivase,ﬂwm,ﬂwwau
of China. -

fegmal (Cardinal Points) & T & W&l :

The east, the west, the south, the north.

W 7 B WS A Adjective + Noun W Noun + of + Noun ¥4 & ¥ :

The National Highway, the Bay of Bengal
qﬁmgmﬁ,wﬁqﬁm#&ﬁ%@: :

( before religious books, musical instruments and ordinals) :

The Geeta, the Bible, fhe Quran, the Ramayan, the violin, the flute, the first,
thefomth,theeleventh,dl'elast.ﬂwmxtzmﬁhr
ComparaﬁveDegxeeﬁ"ﬁ'lRm‘Qﬁﬁﬂﬁiﬁ:
l.mmmywhéve,ﬂumeyouwant. 2. The sooner, the better.

3. The higher you go, the cooler you feel.

4. The better 1 know her the more 1 admire her.
mmNm(mm)ﬁmemm,mmm

afy & W ® WA ' ‘
TheHindus,ﬂwSins,ﬂkJats,ﬂwsmmmes,ﬂwVaishmvas.theEngﬁsh,
WMMWMWC@MWBJ.R,MNH@LWW
Plural Surnames % & :

The Guptas (<1 IfRER), the Sharmas, the Mathurs EiiCy

iR # Sl @ A W

1. He caught her by the hair. 2. She grabbed him by the neck.

el wE T TeE @ Rl @ e

The 25th July, the 15th August, the 26th January, the Independence Day, the
Republic Day $IiE |
Same,only,opposiln.ﬁont.end,beginninsﬂﬂﬁﬁt{é:
ﬂwsamescene,ﬂ:eonlyson,ﬂwoppositepany,ﬂwﬁontpage,rheendofthe
play, the beginning of the story.

—



(18)

All, some of ....... (Plural Noun), one of ....... (Plural Noun), each of ..........
(Plural Noun) # §m9: :
All the boys, some of the students, one of the girls, each of the winners.

The Omission of the Definite Article :
ﬁnﬁrﬁ:aﬁcﬁlﬁfﬂbeﬁnimmemmwﬁﬂmt:

0]

()

3

@

®

(6)

o)

3

Proper Noun (Siftware Hal), Material Noun (VRIare® ) a9l Abstract |
Noun (Wrear=e &) 3 o : |
1. Arjun was a great archer. 2. Gold is more costly than silver |
3. Wisdom is greater than wealth,
ﬁ'ﬂﬁmatcﬁa[nounﬂﬂébsuactnounwmﬁﬂﬁpmﬁcularsense o g
2@ the F WarT BFm :
SR : The gold of India is costly. The beauty of the girl attracted everybody.

S Man 91 1 W4T HAEIfT (Mankind) & 319 § 8 -

1. Man is mortal. 2. Man is a social animal.
m%ﬁﬂ,mm(wwmwmmﬁm
B &), Well, i o Pt T W R S A L G
1. She doesn't like physics.

2. We go to hospital when we are ill.

3. They go to school regularly.

4. We play hockey every day.

5. She is suffering from preumonia. (Freifiar)

6. I have lunch at noon.

7. He goes to temple daily.

SI9a1E (i) The dinner of last night. (i) The coffee in the morning.

T, T, wieR ™ * e

1. India has a very old and rich culture.

2. The leaves of this plant have turned yellow.

Eo—

At Ao e

3. Diwali is celebrated with pomp and show.
W, A oo wget @ ™ R wa -

1. January is the first month of the year. 2. Sunday comes before Monday.
3. Spring is the first season of the year. (also; The spring) |
Gmm%mmmqﬁm(m‘a’agmﬁmWﬁaﬂtm

% wEwfREE v W) - 1. He prayed to God for help. 2. God is everywhere |
and within every soul, ;
"kind of ' §41 *sort of "% WK Definite Article T8 a1 | 34 :

1. What kind of man is he ? 2. He is a right sort of man.
Church, market, school, college, hospital, prison, bed & Y& Definite Article 7
mﬂ,ﬂﬁmmma@ma}ﬁq%mmﬁlmmﬂm%m |
market § @GR 3 B fag; school, college ¥ W& & AT hospital ¥ Felst & |
m,pﬁmn#wmn#%ﬁrqmmwm%mm%‘—mzﬁwm
mwﬁwaéﬁm%,dﬁm%{ﬁtheArﬁclﬂﬁmnﬁ:

Section A : Grammar
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|

1. My son goes to school. (W& & )

2. Father is going to hospital. (¥ & Q)

3. The thief has been sent to prison. (¥ FrA % foQ)

4. You will have to go to court. (ar-fER @ wE e % )
5.1 go to bed late at night. (¥R % o)

6. He goes to church every Sunday. (we & fow)

amaﬁmm@imﬁﬁ?hneﬁniwAﬁclemi | SR

©)

(10)

1.1 am going to the school to enquire about the progress of my son.
2.Fatherisgoingtothehospitaltoseehisfriend

3. Shall we go to the prison to know the prisoner’s condition ?
4.Iamgoingtothecoutttosecthed3coits.

5. The school is at the next crossing.

6. The market is closed today.

7. The church of Ajmer is very grand.

afx fmdlt <@ =t T 1 A @ T w1 A @A e $ A % 9™
mmmaﬁw,aﬂﬁﬁm%mmmmmﬂﬂ:

The English speaks English. (3fir il s 1))
Proper Noun + 's + Noun @ W&t Definite Article 7 3Tl | 99 :
This is Mohan's house. (& a Mohan's house & fre =fee)

This is Hari's book. (381 a 1 the Hari's book & frem =)
WqﬁCOtnmonNoun%HM'sm%, A T@® TEQ Article T ¥
3™ — That is an old man's room. This is a priest's hut.

EXERCISE 3.

Fill in the blanks with 'a’, 'an’ or 'the' andputcross()()wherenoneof
them is needed :

1. We study in ....cceoeee same school.
2. We shall be in Delhi on........... Republic Day this year.

B g Chetak Express is late today.

5. Somu iS.....ceeene tallest boy in his class.

6. A fox is cleverer than.............. CTOW.

y T Sy condition of the boy is serious.
. ESE,. S rich are not always kind.

9. Gold iS....ccorssensareee precious metal.

10. We are going 10.......ccecceess Kolkata next week.
11. We should help............ poor.

14. She takes............. lunch at 1.00 pm.
15. He returned home by............... train.

| EXERCISE 4.




Use 'a’, 'an’' or 'the' in the blanks and put cross (X) where none of them is
needed :

1. We should set.............. example before others.

2. The Himalayas lie in............ . north of our country.

3 ;
4. He needs an hour and......... -half to complete this work.
5. The police have arrested............. thief.

O 20 o
EEEE
SN
giis
1
i 2 8
?59.,§
8 ~ B
= &
i El
a.
-3

;R London is the Capital of Great Britain.
& I —— honesty is the best policy.
12. Please don't make................ noise.
13. What is.................. object of this plan ?
14. Let's go as it is time for........... supper.
15. He mentions that .............. climate of India was good.
EXERCISE 5.
Use 'a', 'an' or 'the' where necessary. Put 'X' where none can be used :
Bs sacepsenion oS i hard metal.

. SR Indians were usually healthy and lived long.

- He says that the Indians behaved in ... orderly manner.

7. The wealthy people led ............. comfortable life.

8. Chandragupta had .......... large army of seven lakh men.

- Justice was done by the king himself in ......... open court.

10. I passed ............ Civil Service Examination in August 2007.
11. T am sending this letter through ............ trusted friend of mine.
12. The organization should PR i Intelligence Department.
13. God has given us ............. most wonderful gifts.

Mo ... greatest friend was Bassanio.

B i Udaipur is the Kashmir of Rajasthan.

) TR M.A. in English Literature.

;- engine is pulling the train.

. poverty is a curse.

19. The banyan is originally .......... Indian kurta worn in Bengal.
BN i Europeans are fairer in colour than the Indians.

[=))

\O

A
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EXERCISE 1.
1.a.2.a,3.a,4.A,5.a,6.a,7.an.8.a,9.an,lO.an,ll.A.lZ.a..l3.an,14.a,15.a,
EXERCISE 2.
1.an,2.a,3.a,4.an,5.a,6.a,7.a,8.a,9.a,10.an,ll.an,12.an,l3.an,14.a,15.an.
EXERCISE 3.

1. the, 2. the, 3. a, 4. The, 5. the, 6. a, 7. The, 8. The, 9. a, 10. x, 11. the, 12. a, 13. an,
14. %, 15. %

EXERCISE 4.
1. an, 2. the, 3. 2, 4. a, 5. the, 6. The, 7. the, 8. %, 9. %, 10. x, 11. %, 12.a, 13. the, 14. %,

¢ 15. the

EXERCISE 5.
1.x,a,2.x,a,3.a,4.an,S.'Ihee.G.an,?.a,S.a,9.an,10.the.11.a,12.an,13.the,

i 14.x, 15.%, 16. an, 17. An, 18. %, 19. the, 20. the.

Q



15| The Parts of Speech

The parts of speech (¥=-%3) 33 Y&R & W § = Freferfiag & -

@i Noun (Fd) (v) Adverb (fra-favon)

@) Pronoun (W) (vi) Preposition (V=~qa® 37579)

@) Adjective (fehyor) (vii) Conjunction (HaS® a1 Tq=Igaiys 37=17)
iv) Verb (fiFam) (viii) Interjection (FrerfEive s=r)

() THE NOUN AND ITS KINDS (@t 3t 3u@ @2)

Noun 3% ¥ie% & S farlt wroft, wreq, o, e o on, <9 W svareen =57 A0 (The
name of a person, a place or a thing is called Noun.) & - Mohan, Radha, girl, boy, |
army, library, gold, silver, childhood, poverty, honesty 3|
Kinds of Nouns (3T & %7)

Nouns 99 ¥R & 81 ¥ :

(1) Common Noun (&= §ar) (2) Proper Noun (=afiaras ga1) |

(3) Collective Noun (Sqgar=s ) (4) Material Noun (veTefaras
)

(5) Abstract Noun ( S&qar=® §al)
1. Common Noun

qitemar- Common Noun 9% ¥ # el @& o 1 o waR 3 e =il
T TG B TOAEY § Yhe R S O (A word that denotes a class of persons, |
places or things is called Common Noun.)

3 : River, city, village, chair, boy, girl, hill, sea 371
Note : Common Noun @ #¥ fa¥iy ag, woit o1 == wee 8 ohr 2

Section A : Grammar
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2. Proper Noun

qftsmaT— Proper Noun @ fordis =afi a1 T wee & 21 (Name of a particular
person, place or thing is called Proper Noun.) S -

Jesus Christ, Mahatma Gandhi, Rana Pratap, Jaipur, Rajasthan, Himalayas, Indian

. Ocean, The Taj, Delhi, Agra, Mount Abu, Narmada 3|

e — Proper Noun and Common Noun % ST :

1. Jaipur is a famous city. (Jaipur— Proper Noun ® @f% city— Common Noun )
| 2. The Taj is a famous building. (Taj— Proper Noun % w@f® building- Common Noun

1)

3. Rana Sanga was a famous warrior of Rajasthan. (warrior = L))

(Rana Sanga 791 Rajasthan— Proper Nouns ¥, waf# warrior— Common Noun ?)

3. Collective Noun

qRwTT — Collective Noun & S el witral a1 wregedl, & W @ 8 3R 78

Singular ¥l ?1 (Things that come in a group or collection are called collective Noun.)

AR : cattle, crowd, audence, train, fleet, committee, parliament, class, flock, army,

| library, family 3|
| 4. Material Noun

QRSTET — Material Noun ¥ 3w 3@ warel & ¢ frt 9 o8 g & w9

| (The materials of which things are made are called Material Nouns.

3 : Gold, Copper, Silver, Iron, Wood |

I IME —

1. Tron is the commonest of all metallic elements and its symbol is Fe.
2. Teak is a hard wood and pine is a soft wood.

Note : Material Noun %! Plural = o TafeIT is 1 VA R R, W TR

| wwgell %1 Plural T T &
5. Abstract Noun

TRSTET— Abstract Noun ¥ 31 =afi o1 o & ¥ 7o, 71 AW @ ¢ Fordt 3@,

m,w,@mmmﬁﬁﬂﬁmmmmmﬁl (Things which can't
be seen, touched, smelt, heard or tasted but only can be felt are called Abstract Nouns.)

3 — obedience, growth, honesty, health, wisdom, strength, childhood, slavery,

| poverty.
. EXERCISE 1
: Select the Nouns from the following sentences and name their kinds :
1. Agra is a beautiful city. 2. The elephant is a big animal.
3. Honesty is the best policy. 4. Sohan reads in my class.
5. This cup is made of silver. 6. The child drinks milk.
7. My father always speaks the truth. 8. The judge gave his judgement.
9. Sita wrote a letter to her father. 10. Farmers are ploughing their fields.

THE GENDER

"3l #1 WA 91 Genders (&) F frg = € = Frefafes €
1. Masculine Gender (3fe=), 2. Feminine Gender (TAf&T),
3. Common Gender (3W@f&m), 4. Neuter Gender (g@®feT),

' 1. Masculine Gender

Masculine Gender 3 Nouns & T (Male) %1 s gt #1 & - Man, prince, king,
tiger, washerman, son 37|

P —



Ques. - HiE B ?  Ans—aENEH
I: A R P W THE B B
Clever : Adjective, qualifying the noun ‘crow’.
Ques. — TEH DA ?  Ans.—IFDN
Good : Adjective, qualifying the noun ‘boy’.
Uses of the Adjectives
Adjectives 1 W4MT 3 ¥R & T § :
(1) Attributive use Or Used Attributively.
(2) Predicative use Or Used Predicatively.
T 90 3 YR ¢
Attributive use ¥ fo¥I90r (Adjective) ¥ ¥ B WgF TN €; 9 -
A thirsty traveller is sleeping.
Predicative use § Adjective (foteur) fifan (Verb) # wvem wasa &far &1
9l 9% Predicate (fdg) =1 iy e 31 S@—
The traveller was thirsty.
Kinds of Adjectives (faviwor & 9%7)
Adjectives 1 W6R # B &:
Adjective of Quality (TvrEa fagiy)
Proper Adjective (Safmarss favyom)
Adjective of Quantity (IR=E=S faviem)
Adjective of Number (S&aar=s fasym)
Interrogative Adjective (Y¥Tara® faghor)
Demonstrative Adjective (Hahaaras fagr)
. Distributive Adjective (fvrrg=s ferstamn)
1. Adjective of Quality
TErE e @ Rl i @ ag @ o 9 3w wee R em § -
JI@ACT : 1. An honest boy is liked by everybody.
2. My youngest daughter is very happy.
3. Kanpur is very big city.
4. He has a good pen.
TEETT — Adjective ¥ a1, $dft a1 fF9 ¥R FT @ / Adjective of Quality F1
I g 2; -
Ques. — U wEH ? Ans. - An honest boy.
31: Honest TuraTesh fa¥IMur (Adjective of Quality) ®
He— An Adjective of Quality @ R (Defect) 9l W& &ar 21
IQIEIUT : A weak boy is a curse.
Ques. - ¥ WSH ? Ans. - A weak boy.
37: Weak %1 WaFT 39 ST ¥ Adjective of Quality # ®9 § g1 21

2. Proper Adjective

Nows N~

Proper Adjective (Sfdaras fagiwor) &t Proper Noun (Sfima=s dar) @

a1 ?1 S - French wine, Indian tea, British goods, Japanese toys 3%

g — Proper Adjective ! @31 Capital letter ¥ Bt 21
3. Adjective of Quantity

R faviyer @ fddt ag %1 aftmm i amn W e {1 ged aREETS
fardhwor & — All, Some, much, little, whole (S9&), enough (¥3i%t), sufficient (Tafa),
no, any ({B) 3l

Section A : Grammar
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19. How many genders are
there of Nouns ?
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JeT810T : 1. He has lost all his welth. 2. Is there any milk in a glass ?
3. He has little intelligence. 4. I want some water.
QEE — 9% 99 § W ¥ WS How much 3t4iq fFa & feelt e @ @ e
1l
HZ— Little F W4 Negative Sense 34iq ‘fawaet &1’ & 9@ ¥ & 21

4. Adjective of Number
T Adjective ¥ =afrrll, Segel a1 TRl @ WEA WM ot 21
- 3qIOT : 1. Five boy are doing their homework.
2. The hunter has caught seven birds.
g — 9% a9 § W § W6@ How many (RF 1 Rierlt) o I o &)
M — First, second, twice, thrice 37f% F1 Wt WAEN Adjective of Quantity & & &
T #1

5. Interrogative Adjective

Wﬁﬂwmm@uesuon)mz’miléﬁ—

1.Whose book is this ? 2.Which house is yours ?

3.What game will you play ?

TEE — A 3 3§ S w1 g (2) €2 o whose, which, what 3T
F AR WA VR I R

AZ— (1) Whose 1 T4 Possessive case ¥ 2l 21

(2) Who 3R Whom 1 N weares fagwor %t @@ 7&f e 21

6. Demonstrative Adjective

Haaaras favige ¥ fdt =afed, o1 ag 1 R Wa R S {1 This, That,
' These, Those, Such % WaF Demonstrative Adjective #1 e Bl &1 SR—
: 1. This boy is stronger than Ramesh.

2. These toys are not inferior to Japanese ones.

- 30 fatyor g et sl @ T @t oIk T (W) e s € R
9% wfm a1 a5 9 SfEdl @ aggel | yaw e R

ﬁ;— T& ¥ W& Demonstrative Adjective ® WY-T1% Adjective of Quantity St &
& 2

SR :  Adjective of Quantity Demonstrative Adjective
1. I ate some rice. 1. Some boys are lazy.
2. Ihave lost all my wealth. 2. All men must die sooner or later.

7. Distributive Adjective

W favmw g feslt =afem o ong &t 3% @ 91 WEE § Fem (Yus) w fean
S 81

JITEI : 1. Each boy must wait for his turn. 2. That boy is lazy.

3. Don’t be in such a hurry. 4. Those mangoes are sour.

UgE— This, That, These, Those, Such 1 ¥ favrrges favwol 1 o@ @ €
frg v 72 ¢ 5 1 = & wvar feEt ag @ =fR w1 wEm B =
L We- e SRl B Rl T e 4 stmbutweAd]ectweW Distributive
| Pronoun %1 ¥ Y% T9g # Wega® 3 A4

; JETEAT Distributive Adjective Distributive Pronoun
| 1. That boy is clever. 1. That is a clever boy.

2. Ihate such things. 2. Such is not my habit.
z 3.. These mangoes are ripe. 3. These are ripe mangoes.
§ 4. Those boys are naughty. 4. Those are naughty boys.

P ———



& € —Distributive Adjective % ¥9 ¥ Each, Every, Either, Neither, Such ® gt 1%
Wl ¥ &1 ¥4 ¥ & R Distributive Pronoun ® ®9 ¥ Each, Everyone,

Either, Neither, No One a1 None 91 Such #1 & W& &1 &

EXERCISE 3

Pick out the Adjectives in the following sentences and point out the Nouns

which are qualified by them :

PG ok Gy G L B e

10.
11.
12.
. 8
14.
15.
16.
17.
18.
19.
20.

You are very talkative.

He who climbs high must fall down.

The lazy boys are not liked.

I have one pen only.

I need no other pen.

Whose cycle is this ?

This book is quite different from yours.

It is a wise policy to look before leaping.

Open rebuke is better than false flattery.

There is no hope for an idle servant.

An ideal teacher is respected.

The first boy who came here looked very sad.
Narendra Modi surprised all his supporters.

Our Prime Minister is wise and popular.

Il luck has chased me whole life.

This yellow shirt is better than the white one.

This is most unfortunate.

That boy is the strongest in this class.

A wretched father like me has nothing to lose now.
Now several boys were found copying in this school.

EXERCISE 4

Usiug suitable Adjective, complete the following sentences :

VO N LA WN -

I do not like your .........cccoverercnnen action.
IRPUE BB .oootelidinniniisios city.

Varanasi is @ ......cocceveviriuranns place.

JC 18 M .oissnmssnscssiinns man.

......................... boy must wait for his turn
ThE OIRNRES BIC .....occiiiconnmsinisiioss ”

F DRSS s ifiiains sugar.
.......... & men must die.

DEGREES OF ADJECTIVES

ol =1 Wi F sl (Degrees) ¥ o #1 9@

1.

Ram is fat.

2. Mohan is fatter than Ram.
3. Hari is the fattest boy in the family.

A Al

Section A : Grammar

NOTES
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NOTES

{
;

T 1 ¥ war T € R T O W wiee €, 9 2 | Hied @ HRe @ g
T & AR | %1 T 81 9 3 H U WRaR & o wgdl $I gor i Y Sadl T
? 5wl WRaR & = wiswl 3wl Ta 3R Hiew @ e A R TR v F
gHal ¢ 7 o= wewl A afuw Ha f

KINDS OF DEGREES (fsfii & 97)

Adjective %1 17 S/@eand (Degrees) Frefafaa #:
1. Positive Degree (@€A1 31 9HF a%4T)
2. Comparative Degree (3=t 379¥4T)

3. Superlative Degree (=309 379¥41)

1. Positive Degree

Positive Degrees 1 WarT frdt =afim, og o1 @R 3 701 a4 9 &l W FA B
o g &1 -
Rama is very fat. Mathura is a holy place. The sun is very bright.

2. Comparative Degree
Comparative Degree 1 ¥aRT 31 Safeadl, agsl 1 TIHl #t gt & & o g

¥

AW :

1. Jhansi is hotter than Mathura.

2. The younger son of the merchant was wiser than his elder brother.

3. You are senior to me.

M- (1) WHA: Positive Degree % fa¥iaur ¥ er 9@/t Comparative Degree &1
fedtyor =1 o )

(2) ST 3 % @A) T Senior ® TTER to F AT fRar T B) s S
1 3R 2 ¥ hotter T wiser ® U¥SI than %1 WarT fFar war &1

(3) Senior (9%), Junior (FF1%3), Inferior (9fea1); T4 Superior (%) F w=@
than 1 WA & e 2, I to 1 WA g 2
3. Superlative Degree

et T & axg o safm # o Suwt wE Wi @ 9 ¥ S0 g S® gauk
oA % foe s v fE s @1 SR -

1. Rita is the most beautiful girl in her class.

2. Ram is the best boy in the class.

HZ— (1) Positive Degree % f&¥isor & est 91T Superlative Degree %1 faghyor &=

‘ﬁ&%‘i

8- clever ¥ cleverer (Comparative Degree) 91 clever ¥ cleverest (Superlative
Degree).

(2) T 9" % FJ UG (Exceptions) ¥ S - Good, better, best ; Beautiful,
more beautiful, most beautiful ; Easy, easier, easiest ; Big, bigger, biggest.

Formation of Comparative and Superlative
(e awr Isew fenfal @ fagwor s=e)

Positive Degree % fa¥iwuli ¥ Comparative Degree T8 Superlative Degree &
foadtgor ¥R @ frm Frafafeas € -

Rule 1 : Positive Degree % f@iwuii § — er ¥R ¥ Comparative Degree &1

fadhaor 7 rn @ 9 —est 9@ ¥ Superlative Degree &1 faeie a9 s #1 -
Positive Comparative Superlative
Sweet (H31) Sweeter (3fis =) Sweetest (F99 atfus wian)

— U



Small (Bf2r) Smaller (3fis B¥T) Smallest (Fa0 3ifyw B¥2)

Tall (&7aT) Taller (34 wwan) Tallest (F99 i &van)

Rule 2 : 99 PositiveDegreeiﬁ TR B I -e ‘B’lﬂl%, w9 Hael - q -stﬂi;!ﬂ
F-

Positive Comparative Superlative

Brave () Braver (3if9® &) Bravest (a9 21fiys dR)
Fine (37%31) Finer (31f4& 3r=st) Finest (Va9 31y 31=a)
White (¥%%) Whiter (31fi® ¥%g) Whitest (Fa8 a1fus ¥®g)
Large (¥31) Larger (3ft& @2) Largest (§a@ 3fus @=1)

Rule 3 : 7/ Positive Degree & W& # 37 # y 3l y ¥ Ted =49 (Consonant)

A @ comparative & Y y #1 I -ier TN Superlative % AT y I T8 -iest TN 2| |

TN -
Positive Comparative Superlative
Happy (¥8-1) Happier (31f4s% w&=1) Happiest (T8 3ifts w&=1)
Lucky (9F9aM)  Luckier (3if4% Wraa)  Luckiest (a9 ifys wrgam)
Merry (E31) Merrier (3ify® ) Merriest (Va8 s gw1)
Pretty (g=0) Prettier (31f4% T=X) Prettiest (¥a0 afes T=)

Rule 4 : 3% Positive Degree % fadiyur o @ae ©F & Syllable & 3R 3v% a1 "

# Consonant B, @1 S® Consonant (SI57) ¥ Tgd #I§ ¥R (Vowel) 8 @ Compara-

tive® fo -er 741 Superlative % &3 -est g™ ¥ & 39 Consonant () &I q TR

form 3 & W -

Positive Comparative Superlative

Red (&) Redder (3if4s @=1) Reddest (T few oet)
Big (¥=1) Bigger (3fu® 2) Biggest (Fa® 3ifys «81)
Hot (1) Hotter (31fis i) Hottest (Ts9 aifys )
Thin (Ta&T) Thinner (3f4% Taem) Thinnest (Fa8 fus vaem)
Sad (3:&) Sadder (31fys g:&h) Saddest (Wa® Jfysw 3:a&h)
Fat (%) Fatter (3few #er) Fattest (Fa® tfys #er)

Rule5: 2 @ aify® Syllables (T 18R T 3% &Rl &1 TIA S T 919 aen
W) 3giq veiw 9t faeeuil § Comparative Degree # fawieor @ & More a9
Superlative Degree § Most et fagigur a9 s €1 9 -

Positive Comparative Superlative
Beautiful (§=X) More Beautiful (3t §=X)  Most Beautiful

(T afvs g=R)
Different (f9=1) More Different (31fé4% fa=1) - Most Different

(wsd afyw fo=1)
Important (39¥9%) More Important Most Important

(e mavT) (TR sfus Tava®)

Elegant (g=X) More Elegant (3ife& =) Most Elegant

(wsg sfvw g=0)

Rule 6 : 57 Adjectives ® Comparative & Superlative &3 T Rules 1-5 ¥ Tt

¥ ot & o 3 Frefafea ¥ -

Positive Comparative Superlative

Good (37=31) Better (3ifu® s1=a1) Best (V¥ aAfya a7<8)
Much (i) More (3R 31fue) Most (F=@ 1)
Many (g7 9) More (3R sifi) Most (T8 3tfir)

Old (s81) Elder (3ifus w2y) Eldest (W9 3fys =21) '

Section A : Grammar

NOTES

Check Your Progress

20. How many degrees are
there of Adjectives ?
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- (1) Adjectives A Degrees ¥ forameft firnll % srdan faviwor # Degrees #i
TR
(2) Fast () Adjective t & 3iR Adverb st 31 Quick ® Quickly, Slow ¥ Slowly

 Toran-ferdwwr @ ¥, g Fast ¥ Fastly 76 o 8, wife Fastly v o 71 81 39 —

(i) He ran fast. (i) Srinath is a fast bowler.
(3) ¥ V=l F1 Positive ¥ Comparative Degree T w7t #; 3§ -
Unique (3fgf4), Utmost (We8 a1fi=s)|

EXERCISE 5

Fill in the blanks with the correct degree of comparison of Adjectives given in
. the brackets : -
i 1. Mount Everest is the ..........cccoouuu... peak in the world. (high)
2. This BOX_ 18 ..deeesiciiiiincors than the other one. (heavy)
3. Shyam is the .........ccccesessee. man is my village. (rich)
4. His condition i .........cccceeeseannenenn than before. (bad)
5. Ashok Wil ...l i than most other kings of India. (great)
6. Kolkata 18 the ..........coivorencnea city in India. (big)
7. REokE 1% T S ciiiiiiing of the three daughters. (old)
8. The Taj is one of the ...........ecuu........ buildings in the world. (beautiful)
9. Some boys in the class are .............oouu.... than Hari. (tall)
KT W' Lo LB than the other one. (short)

Special use of Some Adjectives (5 faviwuil & fafdre wanT)
Some 3 Any % W& :

Some %1 WA Affirmative (FHRIEIH) Sentences (a1FT) ¥ Adjective of Quantity

Y% H & f&d B 1 S - I have read some books.

Any %1 WaPT Negative (THRI%) a1 Interrogative (WEaTS, aradl) # 2far 31

(1) They have not read any newspaper. (Negative)
(2) Have you got any news ? (Interrogative)

Exception ( 3199 ) :

I weErE el A e Fi w5 ot @ stwar 9 o @ et 2, Some

F1 yEm T st w1 - Will you please lend me some money ?
. Each and Every T W4T :

Each 3R Every & ¥ =) vugn & forg Prefofas ael w &1 @ .

1. Each 3R Every WM ¥ g Every ¥ Each %t a13&n 3i® emphatic 1

2. Each 1 3% each without exception 314iq W% sTvar—feq #1

3. Each 1 4 3 =afdl, wegell a1 wrl & R €1 31 Bvery &1 wm 9 @
s =afemal, sgstl o @l @ R & o d

4. ;mﬁwﬂwgqm%qawﬁmﬁmﬂmimmywmmmm

5. Each %1 w4 34t 5 # gl ® 5@ R % =afwdl @ wen 9iftd (Limited)
91 Ff¥=d (Definite) & Every 1 WA 36 999 21 ¢ w9 &g ififvaq
(Uncertain 31 Indefinite) €t 21

JEMET :

1. Every seat was unoccupied.

2. Three boys were seated on each bench.

3. Everyone of these five stools is broken.



4. Leap year falls in every four years. Section A : Grammar
5. Shyam came to see me every three months.
6. It rained everyday during winter vacation.

Little, A little 79T The little & wanT i NOTES

Little &7 warT ;
%;tﬂeﬂﬂm%—ﬂﬁ*m,ﬂﬂfql.itﬂcﬁﬂmwmﬁmmegaﬁve)ﬂm
| -

1. Little knowledge is dangerous.

2. There is little hope of the patient’s recovery.
A little ST WY :

Alittle 1 3% HB, WY AHA & TGT B9 1 THH A Positive (FHEIEE)
ik F g &1 -

1. Now there is a little hope of the patient’s recovery.

2. Alittle tact would have saved the situation.
The little T W& :

The little %1 34 ¥ — ‘Sary 7 frg fore & o2 ', 49 -

1. The little information he has is not enough.

2.'Ihelittlemilkinthemi]kpotisnotsufﬁciemforagoodcupoftca,

HZ—: (1) Old # &/ Comparative 791 Superlative Degree ¥~ Old, Older, Oldest
@1 Old, Elder, Eldest.

Elder 791 Eldest 1 Wi U WRaR & ewd & Rt 211 #1 Old, Older 941 Oldest
F WA 5 S (S AR # T ) 9 aged @ R g 1 4 -

1. Hari is my eldest brother. 2. Naina is my eldest daughter.
3. This is the oldest mosque in the town. 4. Afzal is the oldest villager in the village.
5. He is elder to me. 6. She is the oldest lady among these three.
EXERCISE 6
(A) Using Older or Elder, complete the following sentences :
Lo THCOE atcsissiinis brother.
L RO W . oienasatos than Madan by three years.
< S - SRR, i brother is a teacher.
4, Gl e .o oo of the two sisters.
5. The nephew is ...................... than his uncle.
(B) Using Oldest or Eldest, complete the following sentences :
1. Vijay is the .........cocu..... of my son’s three sons.
2. Shyam is the ...................... member of the Bhama Shah Trust of Mathura.
3. That is Mohan, the major’s .................. son
B T cesenmionSinsusaiod temple in the town is near the post office.
5. Mr. John is the ...................... European resident of Kanpur.
(C) Using 'little', 'a little', or 'the little', complete the following sentences :
1. 1 gave the beggar .............................. money I had.
B TR i e chance of his success.
3 Domotapell ... milk you have.
4. Go and bring ....................... milk.
B il ol knowledge is a dangerous thing.

81
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(iv) THE VERB AND ITS KINDS ( foran it WS WER)

VerbisanAcﬁonwoanqucﬁonwordaﬁﬁmbmé‘lVerba}ﬁmmﬁ
waﬁmm1wﬁﬁmﬁwﬁﬁawz’?m%,a\axmvmﬁﬂmdﬂ—
(1)Go.  (2) Come. (3) Stop. 3nfXI

KINDS OF THE VERB (st & %)

fran Fretfata wHR & o € ¢

1. Intransitive Verb (/@& )

2. Transitive Verb (V& T6aT)

(a) Transitive Verb with One Object (TH w4 el geds fF)

(b) Transitive Verb with Two Obejcts (3 w4 aelt GHEHS Ha)

(c) Transitive Verb with an Object and a Complement (i T fom @&
w9 @ T & T #)

3. Phrasal Verb (Sl & &/ =it fsham)

4. Linking Verb (HaR fFan)

5. Auxiliary Verb (Wer® fdr)

. 1.Intransitive Verb
i Ty o FY object T B €, I intransitive verb (SRR ) w8
L E -
? 1. He goes. 2. Ram wept.
3. The dog barks. 4. The child is sleeping.

| sﬂmmﬁgm,wm,MﬂmMsiwpmga%m‘objwsaﬁ%‘n
. 2. Transitive Verb
| (a) Transitive Verb (W% i) =& fiben 4 forg® W 39 T Object Bl F—
1. He reads a book 1 You play cricket daily.
| Iode TN | reads T playﬁlmﬂansiﬁvchrbEﬁm%ﬂ‘(sﬁﬂ
. (Objects) F#1: book Tl cricket ¥
@)@mmﬁmﬁﬂ(mjwfs)mmﬂmtﬂ-
He gave me his books.
7 3TE | gave Tt U fir € e Objects — (1) me 3R (2) books ¥
(c)@mmwmtﬁ#m@ﬂmbjmo 391 T& Complement
(W)ﬂﬂﬂ!\ﬁ%lﬁ@-ﬁeboysmadeShyammeirCapwin.
mwmﬁsmammmobjeaaﬁmwmmwmc@plmt
@ wE T -

| EXERCISE 7

Pick out the Transitive and Intransitive verbs in the following sentences and
. write the object of each Transitive verb against it :

A A

1. Dogs bark. 2. Boys go to school.
! 3. The birds flew away. 4. He asked me a question.
5. She gave me a pen. 6. She never tells a lie.
. 7. They found her asleep. 8. School opens at 7 a.m.
| 9. The teacher taught us a lesson. 10. He washed his clothes.
: 11. She loves me. 12. Hari laughs
13. 1 like reading books. 14. She cried.

15. You helped me.



3. Phrasal Verb

%P fhaeil % @ ¥ Preposition a1 Adverb Participle @11 ¥ 7% 14 § q&t we
'@‘!ﬂ'ﬂiﬁﬁm%; SH4- Give =3; Give up = 1 31 (™A | Bring = @MI; Bring
up = TIH-9I90T )

4. Linking Verb ( W9 fisar)
Linking Verb 9% fia1 2 St %af (Subject) # Complement @ we; -
1. I am a boy. 2. You are a teacher. 3. My father was old.

T — Linking Verb ¥ et Is, Am, Are, Was, Were 31 @ ¥4 2 1 9f Is, Am,

Are, Was, Were %1 W4T Main Verbs #1 g &1 21
5. Auxiliary Verbs (W@ firard )

3 3 frd 90 ¥ S o Bl & Tense 9 3 W 4 1 9 1. Rameshis

playing. 2. She has gone.

M — IR Al F is qon has-Auxiliary verbs &1 Auxiliary verbs 2 YR 3t 21t &

: (a) Primary Auxiliaries (b) Modal Auxiliaries.
(a) Primary Auxiliaries 3 7 & — (1) be, (2) have, (3) do.

B 1
Have % 3=Pfd — (1) Has (2) Have (3) Had %1 avf T 8
Do® =Fid — (1) Do (2) Does (3) Did %1 F7 g 2

M () Primary Auxiliaries % 9¥9Id Not ¥4 ¥ Sentence (1) Negative &9

S 1
- He is not sleeping.

@) Primasy Ausiliaries 8 %3 (Subjec) 3 W68 T4 4 A9 Interrogative 7 |

S B
- Is he sleeping now ?
(b) Modal Auxiliaries: 3 fafirges wems firand § ¥ modals ! Fer W 7
(i) Modal Auxiliaries #! 3Tset Modals t #8 #)
(if) Modal Auxiliaries # Frifeifier Verbs &1 wamw & -

(1) Must (2) Should (3) Needn't (4) Will (5) Shall (6) Can (7) Could (8) May (9)

Might (10) Ought to (11) Used to (12) Dare (13) Need.
(iii) primary Auxiliaies ¥ fr=ififaa Verbs &1 wway #:
(i) Be (2) Have (4) Do
¥ ¥FR Modals % s=rfa 16 il 1wy &)
e - ¥ oA ST Chapter 8 Modals # afem @ & it 3

(v) THE ADVERB ( fimar-fargraor)

Adverb 31 use Verb, Adjective, Adverb, Preposition 31 Conjunction ) Modify %
% ford fran s &1 s Modifying Word ¥t %&d &1 (Adverb is a word which

modifies a verb, adjective, adverb, perposition or conjunction.), g -

8 ;
2. 'This flower-vase is very beautiful. (Adjective) |
3. He writes quite legibly. : (Adverb)
4. The fan is just over my head. (Preposition)

Be® <Fia — (1) Be (2) Been (3) Is (4) Am (5) Are (6) Was (7) Were &1 Fuiq

Section A : Grammar

NOTES

He reached there easily. (Verb)




Communication Skills & 5. The doctor came just after the patient was shifted to another Nursing Home.

Personality Development _ (Conjunction)
KINDS OF ADVERBS ( firan-Rfiur & 9%)
o Adverbs §7 JFR # ¥R ¥ :
1. Simple Adverbs 2. Relative Adverb 3. Interrogative Adverbs.
1. Simple Adverbs
%7 Time, Place, Number, Manner, Degree, Affirmation 9 Negation & 9 ¥4
R TR

(a) Simple Adverbs of Time (S w7 = =E W)
T now, before, soon, today, tomorrow, yesterday, daily, late 1 W B &1 9@

. 1. 1shall go there now. 2. They will be back before 4 p.m..
! 3. We plan to leave soon. 4. Tt did not rain yesterday.
5. Today the sky is overcast. 6. Do not put off your work till tomorrow.

7. My son goes to gym for exercise daily.
8. It is too late for me to get married now.
(b) Simple Adverbs of Place (S T W = =)
¥ here, there, up, in, out, for, near, away &l i g 81 S-
. He should come here.
. You ought to go there.
They went up on the first floor.
. Sheela came in from the rear gate.
Chintoo went out from the side gate.
Their school is near the Municipal Hospital.
Ourhousma:eawayﬁommemainterminal.
. The Market is far from my residence.
(¢) Simple Adverbs of Number (<1 Heaw = T W)

¥ once, sometime, never, often, seldom, twice, always, frequently, first, again I
T g &1 -
. 1 recall having once met Amitabh Bachchan.
Sometimes, despite it being cloudy it doesn’t rain.
Never mind what she says, she is pious at heart.
We can’t afford to take our dinner outside often.
She seldom goes out.
We should brush our teeth twice.
Good students try to be punctual always.
A B.P. patient should frequently get his B.P. checked.
. First, you visit your parents.
10. He has come again for financial help.
(d) Simple Adverbs of Manners (¥ =d FO ® S B TE W)
¥ hard, bravely quickly, clearly, sweetly 1 FamT Bl #19%-
1. She sings sweetly. 2. He walks quickly.
3. Mohan speaks clearly. 4. Ram works hard.
5. Our jawans fought bravely.
(¢) Simple Adverbs of Reasons or Cause (HRUT wary @ areor fwar-ferdreor)

T hence, 71 therefore T WM Bl ¥, I
1. He was, therefore, unable to continue. 2. Hence, he left the school.

® o H W

oy

VRN A WN




(D) Simple Adverbs of Affirmation ( @iFHfr & wraor fFar-fagmor) Section A : Grammar
¥ WPl B amdl F surely, 1 yes F1 WA g ¢, -

1. Surely, he is going to do my work. 2. Yes, he is going to help the
poor woman.
(®) Simple Adverbs of Negation ( 3/figfer & wrawor firar-fvor) NOTES
T Pl & Al ¥ no, @ not %1 WA B 31 SR-
1. This is not my coat. 2. No, I am not interested in this work.
2. Relative Adverbs

quhmwhm,how,whyﬂﬁmﬂmmRelaﬁonmmil -
1. Tknow the place where he wants to go.

2. You want to know when he will come to you.

3. They wish to tell how they will get the work done.

4. They do not know why he was unsuccessful.

3. Introgative Adverbs
T WA W (A @ e wRew F fe s 3 <SR-
1. Why was he late ? 2. How did you get through ?
3. Where was he going ? 4. When will you come again ?
EXERCISE 8

Use suitable words from the list to complete the Jollowing sentences :
today, fast, just, leave, hard, daily, yesterday, always, bravely,
well, when, where, how, why, once, harder, exact, at once, often.

1. She is rather sad ..........

. Our plane landed ............ at 4.
. He went there ............................ .
The contractor worked ........... . to complete to building in time.

. He goes to gym in the evening ................
. He had reached at his uncle’s ............. .

............ speak the truth.

. The jawan fought ................... ;

10. This is a ............ written article.

1 IE— will you come ?

| T T can you find a matching table cloth ?

| b, een e, are you going to settle his account ?

e e do you want to leave Delhi ?

15. She wants to know .............. you have placed her LIC. policy.
16. You want to know how ................ he will come.

17. The dealer tried to tell ............... he got the distributorship of L.G.
18. We know .............. he failed in his last attempt.

19. I haven’t seen him ..........

0T i than you.

(vi) THE PREPOSITIONS ( wa@itas 21599 )
e : o fawa faa s 4. Prepositions' ¥ arer ¥ e war #
(vii) THE CONJUNCTION OR CONNECTORS ( Hars )

Conjunctions or connectors % Terd ¥ &9 3 W=l 71 a4l W Wi 3 § (A o5
Conjunction joins two words or sentences.)

Vo NAUMA LN
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KINDS OF CONJUNCTIONS (#die/® & 9%)
Conjunctions & YR % B & —
1. Coordinating Conjunctions, 2. Subordinating Conjunctions.

L COORDINATING CONJUNCTIONS

Coordinating Conjunctions ¥ 21 a1 ¥ ¥ 3Afe simple sentences + fae &

compound sentence ST S B
| Kinds of Coordinating Conjunctions

Coordinating Conjunctions ¥R &R & &1 § —

(a) Cumulative Conjunction

a9 and, but, as well as, both ................ and.notonly....butalsoﬁmﬁﬁ
sentences & W& ¥ T sentence ¥ =T fhar W #1 -

& a1E4 Mohan's sister is married to a Bengali. 1 @ 9 Sohan’s sister is

mmﬁedmaBangaﬁ.aﬁmmﬁmﬁwmmwm%:

Mohan’s as well as Sohan’s sister is married to a Bengali.

| (b) Alternative Conjunction

T or, either......co..... of, neither........c...... nor, else & WaM & ¥ sentences H

W F TF sentence § = fhar S #1 K-

% 9 Give me your biodata. 791 THR aRH Contact me in my office. %t et
wF S § T YR o R W ¢

Either give me your biodata or contact me in my office.
(¢) Adversative Conjunction

za but, still, while, whereas & AR R/ 2 sentences ® WIE W TH sentence W

=ra fr s 31 SR-

Heisu'uthﬁll.ﬁﬂTHeisnotshrcwd.iﬁWwﬁwmmmm% :

He is truthful but he is not shrewd.

Tt wHR We want to make up with them. T4 You do not want to patch up. F T
a9 § T4 YR =9 fFa S ® : We want to make up with them while you do not
want to patch up.

(d) Illative Conjunction

Sﬁfmﬁmﬁﬁm@ms*ﬂﬁﬂﬂﬁm&mﬁmmm%lﬂ-

(1) I see the cinegoers coming out of the Hall. (2) The show must be over.
The show must be over for I see the cinegoers coming out of the Hall.
2. Subordinating Conjunctions
Subordinating conjunction ¥ T principal clause 3 ¥4 sub-ordinate clanse ¥R

Subordinating Conjunctions B: ¥R % L

(a) Time Conjunction

=7 when, before, till, after, since % wiNT ¥ sentences TR WA ¥, -
1. She was washing her clothes when I knocked.
2. Tt had started raining before we reached the picnic spot.

(b) Cause or Reason Conjunction

T because, since, as ® WA ¥ sentences T W R §, 98-

1. The mother is attending the child because it is not well.
2. Since my health is not improving, I cannot go out of town.



(c) Result or Consequence Conjunction
¥ That % WA ¥ sentences T W ¥, -
1. He is so poor that he cannot pay his child’s school fee.
2. Naresh is so selfish that no one can trust him.
(d) Condition Conjunction
¥4 If, Unless, In case ® WaIT ¥ sentences ¥ w1t &1 -
1. Unless you give me a green signal, I will not start.
2. If you promise to reciprocate, I shall come to you.
(e) Comparison Conjunction
T8 than % WA ¥ sentences ¥ W 1 S¥- :
1. The hare ran faster than the tortoise. 2. Speaking is easier than writing.
() Concession Conjunction
¥89 Though, Although............... Yet ® WA ¥ sentences TR W €, S-
1. Although he reached the station, he failed to locate his sister.
2. Though stone-breakers are daily wage-earners, yet they are happy.

3. Though he worked hard, he could not get good marks.
EXERCISE 9
In the following sentences pick out the conjunctions : &

He is slow but sure.

I was angry, still I kept quiet.

Belinda smiled and the world was gay.

Walk quickly, else you will not overtake him.
Hurry up, otherwise you will miss the train.

I read the paper because I was interested in the news.
I don’t care whether you stay or leave Delhi.
Since you say so, I will come.

10. We eat that we may live.

11. T will not see him though he comes.

12. A book is a book although there is nothing in it.
13. 'We shall go since you desire it.

14. I 'must play here for such is my duty.

15. Look before you leap.

16. Play while you play and work while you work.
17. While you are in Rome, do as the Romans do.
18. As you sow, so shall you reap.

19. He is richer than Govind.

20. Catch me if you can.

(viii) THE INTERJECTION ( frevanfeaes: )

An interjection is a word or phrase which is used as an exclamation. (R ¥1=f @
d, o st faem &1 99 ®, 3% Interjection FE 1)

An interjection T UH1 =X & W a9 A e 1 g @ wahE 398 f ot a
m:gﬁrmwmﬁmmswmmm%mmm
S #1 -

WPV AD LN

Birds fly and fish swim. ,
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1. Oh! What a beautiful scenery ! 2. Hello ! How are you ?
3. Hello, Mr. | What brings you here ? 4. Hurrah ! Our team has won.
5. Alas ! We could catch larks. 6. Hush ! Who is advancing ?
7. Ah ! That’s the usual play.
8. Hush ! Keep quiet , the little child is sleeping.
9. Bravo ! Our team has won the match.
10. Oh ! What a picturesque landscape !
Answers
Exercise 1
1. Agra-proper, city-common 2. elephant, animal-common
3. honesty-abstract, policy-abstract 4. Sohan-proper, class-collective
5. Cup-common, silver-material 6. child-common, milk-material
7. father-common, truth-abstract 8. judge-common, judgement-abstract

9. Sita-proper, letter-common, father-common
10. farmer-common, field-common

Exercise 2
1. his 2. These 3. you 4, that 5. What
6. What 7. each—other 8. who 9.it 10. that
11.Everybody  12. herself 13. either 14. myself 15. Many
Exercise 3
1. talkative-you 2. who-he.
3. lazy-boys 4. one-pen
5. other-pen 6. whose-cycle
7. This-book 8. wise-policy
9. open-rebuke, false-flattery 10. idle — servant
11. ideal - teacher 12. first , who, sad - boy
13. all - supporters 14. wise, popular — prime minister
15. M -luck 16. This, yellow-shirt, white-shirt (one)
17. unfortunate - this 18. That - boy, strongest—boy, this - class
19. wretched - father 20. several - boys, this - school
Exercise 4
1. such 2. big 3. holy 4. ideal 5. any
6. no 7. five 8. thirty 9. Every 10. sour
11. some 12. Such 13. many 14. That 15. whose
Exercise 5
1. highest 2. heavier 3. richest 4. worse 5. greater
6. biggest 7. oldest 8. mostbeautiful 9. taller 10. shorter
Exercise 6
(A) 1. elder 2. older 3. elder 4. elder 5. older
(B) 1. eldest 2. oldest 3. eldest 4. oldest 5. oldest
(C) 1. thelittle 2. little 3. thelittle 4. alittle 5. Alittle
Exercise 7

1. bark — intransitive

2. go—intransitive

3. flew awy — intransitive

4. asked — transitive, objects — me, a question

5. gave — transitive, object — me, a pen

6. tells — transitive, objects — a lie

7. found — transitive, objects — her asleep

8. opens — intransitive

9. Staught — transitive, objects — us, a lesson
10. washed — transitive, object — his clothes
11. loves — transitive, objects — me
12. laughs — intransitive



13. like — transitive, object — reading books
14. cried — intransitive
15. helped — transitive, object — me
Exercise 8
1. today 2. fast 3. exact
6. daily 7. yesterday 8. Always
11. when 12. where 13. How
16. fast 17. how 18. why
Exercise 9
1. and 2. but 3. still
6. otherwise 7. because 8. whether

11. though  12. although 13. since
16. while ~ 17. while  18. As .......

4. at once
9. brabely
14. Why
19. today

4. and
9. since
14. for
19. than

5. hard
10. well
15. where
20. harder

5. else
10. that
15. before
20. if

e ————
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16| The Prepositions

Grammar %} g ¥ 3firefl w1 § Prepositions %1 agq ewqvi v & | T for fopet
wﬁ:Subpammmm)mﬁr&nﬁmmsubjwaﬁm(posiﬁon)an
34 99 & Object (Noun or Pronoun) ¥ Tt T 781 5 Uil § | F-%{t Preposition

R dadwamd B wa d 19 -

1. Mamata is in the kitchen. (¥ TR ¥ # 1) (with Preposition)
7fx 39 9 § A “in’ T R 9 & = e -
Mamata is the kitchen. (1 TR § 1) (without Preposition)
2. The pen is on the table. (F&™ ¥ R # 1) (with Preposition)
afk 59 o ¥ A ‘on’ & fean 9 A 9 T R -
The pen is the table. (FEH ¥ #1) - (without Preposition)

WWﬁﬁm%ﬁWﬁmmﬁmmﬁwﬁl

28 7% @R W@ A 75 T @ Preposition 7 319l § W war € | 9 : He
isathomc(Plaoe).Hegoestoschoolatten(’l‘nne).Iwassurpﬁsedathisbehaviour.
(Mental attitude). 3fad, @&l at A e fafe= I A Fm R @R |

POSITIONS OF THE PREPOSITIONS

Pmpoﬁﬁons‘&?mﬂﬂﬁﬁﬂﬂﬂﬁﬂfi | 5 Prferfiaa = o wan fhan S €

1. | Prepositions 1 ¥aMT % Verb ¥ W4 Object & T foFan v 21 SR
(1) He is working in his office.
(2) She is at the gate.
(3) Sheela was walking on the road.




I%s a7 in, at, on Prepositions & S 37 @l ¥ YT Verbs F Objects Section A : Grammar
office, gate, road ¥ vga! ol 5 W § |

2. 3% Preposition % Object ‘that’ 4 ‘which’ & a Preposition 1 ¥ Sentence 3
< H e 1SR —

(1) This is the pen which she was looking for. NOTES

(2) That is the book that you were asking for.
(3) This is the post that I have applied for. i
e Sentence (1) ¥ which for %1 Object # | (2) ¥ that for %1 Object # | (3) ¥ thar
foriFIObjecti’ImﬁﬁSentemﬁforﬂﬁm%lForwhich'ﬂTfar
that fv@ e & |

3. 3f% Preposition %1 Object % Interrogative Pronoun # dt Preposition Sentence 3
= H v foa v @ 1 9 -

(1) What are you talking about ?

(2) Whom was this letter addressed o ?

(3) Which class do you read in ?

N - % I T T VER A @ T ¥ : In which class do you read ?

4. 3% Preposition F1 Object F1§ f €21 (understood) Relative Pronoun & |
Preposition Sentence % 37 % yaa i1 & | 9 —
(1) This is the man I was speaking of.

(2) This is the poet I was referring to.
(3) I don’t know the man you were talking with.
(4) It was an inspiring story I was listening to. {
I 9 sentences H Relative Pronouns 753 # | 51T Prepositions sentences |
Famd AT

5. Verb + Preposition #1 feufi # Preposition %1 Verb % a7 & W & ¥ 1 39 -
(1) The thief broke into the house.

(2) The book you are looking for is not available at this time.
(3) The police were running after the thief.
(4) He was accused of theft.

(1) PREPOSITIONS OF MOTION

1. After : To indicate ‘following somebody’

(‘e 1 s7mm @ & o F v w@m few o € )
STET :  The cat is running after the rats. We ran after the thief.
2. From/to : WM 3 S € Preposition TH-g@t % fagdareff ¥ |
To : T WM felt wam # ik iy <ol & for ovr & ;
From : 391 w4 faslt M @ ¢ 9® a1 9y @t ot fear
& WY g § |
ST : | went fo market.
They are going fo Kota next week.
I returned from market.
He must come o my office tomorrow.
He walked from school to home.
3. Onto/off : ﬂﬁﬁﬁeposiﬁons@-{ﬂi*ﬁﬂﬂmﬁﬁ? | & &t wow
RO T A WA F 9 o w1 oW
Onto : To indicate ‘movement’ on or ‘to a particular place’ (Rt
fafire ®m W (71 #) 7 <ot F o F v vam B )

JEEIT : Westeppeddownﬁ'omtheu'ainontathepla{fom
The fruit fell onto the roof of my house. ”

A A AR
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4. Off :

To indicate ‘a movement away from a place’ (FFdlt ¥ ¥ [
W R TER F o F v wm A )

1 called him but he ran off.

She is off today. (¥iq o€ TgA W T & 1)

Take your coat off.

I must be off soon. (¥ T FE TEM)

5. Into/out (of) :3 2 ¥ Prepositions TH-g@ & fawdaefi ¥ |

6. Across :

7. Along :

8. Over :

9, Through :

Into : To indicate ‘a movement’ inside something.

(Frd wm & I F SR 1 I A F ad A W wm
o 1)

Out (of) : To indicate ‘a movment away from the inside of a
place.

(frdt wF % 3t @ T F SR R e w0 & o F
wam g 1)

The god of water dived info the river.

The god of water came out of the river.

The boy fell into the river.

The boy came out of the river.

The teacher came into the class.

The teacher went out of the class.

I put my pen into my pocket.

1 took my pen out of my pocket.

To indicate the meaning of ‘from one side to the other side of
something’ :

(et @ (a8) & @ 3R ¥ @F SR (g AR-TR) =
v T w % fag TEm g # )

He walked across the field.

I drew a line across the page.

1 went across the road and reached my office.

Can you row me across the river 7
Toindicatethemeaningof‘ﬁomoneendtoortowardstheomu
end of something’

R (FR) ¥ T R A W IR A K (3w F
TER-TER) F A FEE HQ & g ge wam fear €1
They walked slowly along the road.

You cannot swim along the river.

We planted trees along the bank of the river.

To indicate the meaning ‘to cross something and be on the other
side.’

(frht @A (ag) TR W SR IR (i & RN)
& o § gEE W@ o )

She climbed over the wall. (31fq o€ dar & F@d ik weh ¢
1

A bird flew over my house.

A cat jumped over the table.

The plane flew over the mountains.

To indicate the meaning ‘from end/side to the other’.
(mmm'wam\w;ath(mﬁm)'
Fad d g @



The burglar got in through the window.
The snake entered the room through a hole in the wall.
The bullet went straight through him.

10. Under :  To indicate the meaning ‘below the surface of something’.
(fret ag =, wae & ' & od o s99 wm g @ )

JEIEIOT :  Have you looked under the bed.

The toy has rolled under the sofa.
The dog went under the table and slept there.

11. Up/down : JFl € Preposition T-3W & [ € | & up FR # 3R
(upward movement) ¥ Zwfar 8, =€ down (downward move-

ment) = # 3R fy zviw &
1. Ram stood up and went out of the room.
2. I sometimes get up early.
3. Would you like to sit down, please ?
4. The picture fell down.
5. The other boy climbed down the tree.
6. Hari is going up stairs.
7. Radha is coming down stairs.

(2) PREPOSITIONS OF TIME

1.At:

To indicate a point of time (¥73-fag = R FA 2Q)

TR-fg - o o wEt @ fiftea T, R & W, v F W aw af anfk
A4 g at® WM 24 v Ft sy F woR ™ W } @, oW fewd oK wE
o # T ol W W A W’ & A @ @ e s 4 R, R, w6 @

T & g o @ T g ® | Point of time ¥ 3T 3
The sun rose at 6 a.m.
He will come back af sunset. (sunset = i) wa-fag ¢ |
I can repay the amount at any moment.
The thief entered the house at midnight.

We had lunch at noon.
Ram will go to school ar nine.

Children start school at the age of six.
2.0n:

Before days and dates (Rl a famisl ¥ o)

e - Al W fAiwl § 7 W a9 Point of time (W-fag) ¥ §

frer Semgror e

Ram will go to Jaipur on Monday.

John goes to church on Sundays.

I shall fire crackers on Deepawali.

He was awarded on the Republic Day.

We celebrate the Independence Day on 15th of August.

He is returning on 7th instant.

A :- 7th instant 39 ‘39 A® F 7 TG B

I I

on tour, on a cold day, on a wet day, on that day, on this occasion, on time.
3.In

IQMET
I was born in 1985.
In Rajasthan it rains in summer.

(a) Before names of the months, seasons and years (WeI, %gell ¥ afl ¥ )

NOTES
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We took exams in March.
(b) Before morning, evening, afternoon etc. (morning, evening, afternoon A
= | )

I shall go to school in the morning. ~ Meet me in the afternoon.

A night & W9 at 1 4 B 2 : The thief starts their work af night.
(¢) Before a period of time (W3-l ¥ )

1 shall be back in an hour. You have to finish it in a week. I shall be ready
in a moment.

4. Before

To indicate 'earlier than' (391 Warm ‘] &' & of f feh v A= A W
fea i 21 9% ‘after’ w1 fawdads § 1)

IRl

Meet me before dinner. (sisF & )

Come back before dark. (3 | )

The patient had died before the doctor came. (SR & aIH & T)

Sunday comes before Monday. (dWEr ¥ o)

He came here the day before yesterday. (e ¥ e f& swwiq W)
5. After

To indicate 'following in time' or ‘later than’
(Frdt o ¥ 9% W 'F WA’ F ad °f Rl @ o W w4 @ W
wam fem S ® 1)

IR :
Meet me after dinner. (99F & IvER)
Don't go out after dark. (3790 TR & WER)

The doctor came after the patient had died. (¥t ¥ 7T & WaW)
I am leaving for Ajmer the day after tomorrow. (F& % TR W)

February comes after January. (Tl & 9vER)
Monday comes after Sunday. (Toar & 9v=/)
6. During

To indicate the meaning ‘throughout the continuance of’

(‘e T R P & ' & ord F ge wam v @ e s @ 1)

IR

The sun gives us light during the day. (fa & 2m)

During my school days 1 watched several movies. (¥geR el L))
What did you do during my absence ? (¥ ity & )
Ram sleep during his lessons. (I8 R T F )

A= — =El absence ¥ AR * Srufe WA W GHG-3@fy’ | T lessons ¥ AR
‘oIe e R I e sEf’ ¥ ¥
7. By

1. To indicate the meaning of 'as soon as' or 'not later than'

(I Sl i R m R R TR I W F

ARG & o § W@ )

I :

I shall finish my work by Sunday. (@R )

By July 15th he will have left the place. (15 e )

You would have taken dinner by now. (39 )

It will be dark by the time you reach there. (V& @ AR 7 9%)

2. Before time to indicate conditions and circumstances



(Rafy = offtefr S =0 wa Ta@ wam o7 ¥ @ Y & and F o few
s #1)

AT

The enemy attacked by night. (‘U ' 7@l wifeafa s & ad § wam gen
#1)

The thief thought it fit to break into the house by moonlight.
8. For

1. To indicate extent of time

(‘wa-dm’ 3 & g o W ' e & od F v @ o e e

?1)
IEEA0T
I am going abroad for a month. (= @ & fow)
They are leaving for Jodhpur for a week. (T vaE & fow)

2. To indicate period of time in the Perfect & Perfect Continuous Tenses

(Perfect ¥ Perfect Continuous Tenses # ‘¥7a #t s@fy’ § @ ‘¥’ & af o
W W@ e s @)

1 have been learning driving for a month. (% =% '}

Ram has been watering the plants for two hours. (% w92 ‘[

The teacher has been teaching the students for some time. (% w7 ‘})
9. Since

To indicate a point of time in Perfect 9 Perfect Continuous Tenses

(Perfect 9 Perfect Continuous Tenses ¥ ‘wwa-fag’ @ ¢ ‘¥’ & ad ¥ womr
wam fen s 1)

LT

I have been learning driving since July. (e /)

They have been working hard since Sunday. (FEr ?)

I have been reading in this school since 200]. (¥ 2001 ®)

He hasn't come back here since his marriage. (e e /)
10. Through

To indicate 'from the beginning to the end of time'

(OF ¥ o= &' & od § o ¥ 39w wam e s € )

I :

The patient will not live through the night.

(W ‘T W o @ @, i e ¥ @ W sEm )

You can't work in the sun through the day. It is very hot. (¢ &1 W)
A child cannot sit quietly through a long lesson.  (¥Fa1 W3 Yo WF % 3RF)

11. Till : .
To indicate 'up to the time when' (‘f&eht o599 o7&’ & a1d & wwer vam fear sman

21)
IETET
I shall wait for you till 7 o'clock. (v == T%)
Ram works hard from morning till night. (ufx =)
John waited till Mary's return. (H & dR )
12. Until

Till 3R Until 3 & waeneffl & 9@ w4 a1 Prepositions #1 Until %1 wam
sfeiem: 37 Al § R S § 9@ W wEfua clause (3YERA) A phrase
(ari) a9 § e s #

Section A : Grammar
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FEETT :-
Until his marriage he spent his time with his friends.

Until 7 o'clock I waited for him. -~ Until Mary's return, John waited.
13. With
To indicate 'at the same time as' (‘3% @ W' & af § WW v w5 g 9@
w fem s #1)
I :
With the approach of the sunset it became chilly. (gai@ & @)
With these words the teacher started to teach us. (7 =l /)
I rise with the sun. (g g & wa)
14. Within

to indicate 'in less than (time)'

(3 w9 (@) ¥ F od § v wam wE A @ dw )

IqEL ¢

Do it within an hour. (= W q ™)

He will finish his work within a week. (T% ¥<® 4 )

You should complete it within a month. (@& & ¥ T)
15. From :

To indicate the starting of a period of time

(From %1 WA wwa-arafy & wrfives farg (g ¥ (&) AE ‘Y F I
# Non-Perfect Tenses ¥ a1 STt #1 4H Wad : Perfect Tenses # Point of Time

| ¥ 9 since F WM g 1)

SR
Our school will start from st of July. (T o /)
Our exams will start from Saturday. (fER /)
Mr Mohan is going to teach us from August 5. (vt T )
John will come to school from Tuesday. (deER /)

(3) PREPOSITIONS OF SPACE

1.At:

To indicate the place in which something or somebody is/was/will be
(‘sq @A # T P9 ¥ o el o @w fem @ @ W

JEEAU :-
Mr Mohan is at his office. I saw a beggar at the station.
John is at home. In the evening Hari was at his
uncle's house.
2.0n:

To indicate the position of a thing covering or forming part of a surface
(fret =g & forelt W A yoaE W @ @ 5, 7 & ol F on W WM
s 1)

The book is on the table. He is sitting on the grass.
The pictures are on the wall. A leaf is floating on the water.
There is a carpet on the floor. He wears a hat on his head.

Words are written on the blackboard. ~ Sudha has a ring on her finger.

3. In
To indicate something in a surrounded place
(feeht ofdwm F fedt agg o = =1 ¥ 4n° & wam R <uiE W #1)
ISELT ¢
John is sleeping in his room. This is the only shop in the village.
Sohan reads in this school. Children are playing in the street.



5. Above :

6. Before:

8. In front of :

a9 )

We live in India. There are clouds in the sky.
Mohan lives in a village. Raju is swimming in the lake.

4. Against :

To indicate support or close proximity '
(‘m'm'mﬂmﬁm'sﬁam*ﬁwmﬂtﬁmmm%n
ELU LU

H

i
The ladder is placed against the wall. (AR & weR) g
John stood leaning against the pillar. (@ % wen) i
He put the sofa with its back against the wall, (¥aR & HER) §

i
To indicate 'higher than' or 'at a higher point' (‘¥ &a1' & a4 ) ;
IETET !
The sun rose above the horizon. (fafersr & <) i
The water came above our knees. (91 & 3R)

The kite is flying above the clouds. (TRl ¥ FW)

To indicate the meaning of 'in front of (‘% Wy’ & a4 )
IQE

There is a tree before his house. (R & M) |
The thief was brought before the judge. (S &% \rR)
Mohan is standing before me in the queue. (R )

He made a beautiful house before the church. (a< & ) i
7. Opposite : (‘sFR-zrt’ & ad %)

SSIEAT :

There is a theatre opposite my house.

The teacher stands opposite to the students in the class.

To indicate the meaning of 'directly before' (‘dt& Tmd’ & a1 )
IEAC :

There are some trees in front of my house. (R & 3= am)
There is a garden in front of the post office.  (T@R & d% )

9. Behind :
To indicate the meaning of ‘at the rear of ' (‘% W3’ & a7 L))
I :
The sun was behind the clouds. (T=El F 9i)
The child stood behind his mother (€ )
The thief hid behind a tree. (T & 99)
There is a garden behind my house. (N W& 9F)
10. Over :

1. To indicate a thing covering the surface partly or completely
(Mmﬁaﬁmwﬁmﬁm*aﬁﬁ)

ST :

Mohan spread his handkerchief over his face and slept.

He spread a cloth over the table.

He put his coat over the box.

2. To indicate 'vertically above or directly higher' (¥% a7 TEE] IR T &

FEIEI0T
The sky is over our heads.

Section A : Grammar

NOTES

97



Communication Skills &
Personality Development

NOTES

Many aeroplanes fly over the Indian Ocean.
He held an umbrella over his head.
There is a lamp over the table.
11. Below :
To indicate 'a position lower than' (‘& H2' & ¢ § Tow wEm o #1 T®
Above #1 favdardi #1  Below & M W, F-%¥ under F wam ot R
1 g 1)
IO :
Don't write below this line. He stood below the building.
His overcoat reaches below his knees. The sun went below the horizon.
. 12. Between
1. Used with two persons, things or groups. (3 syl a1 wgel & d= o)
: JEEAOT :
She stood between her husband and son.
The old man divided his property between Ravi and Anand.
I walked across the garden between the flower beds.
2. With two or more nouns when boundaries are concerned
(Sl & T § A WA A e del & W)
! I
Rajasthan lies between Haryana, Gujarat, M.P. and U.P.
India lies between Pak, China, Bangladesh and Ceylon.
- 13. Among
‘ Used with more than two persons or things (3 ¥ e gl A TG &

)
L S

Distribute these mangoes among these boys.

He divided his property among his five sons.

The village is situated among the hills.
i She is sitting among her children.
. (4) PREPOSITIONS OF MENTAL ATTITUDE
| ‘MemalAu:imde’ﬁamﬂ'mquﬁr’ﬁ%lmmmmmmt:
, Mental : Connected with mind.
Attitude : One’s thinking and feeling about somebody or something; the way one
| behaves towards somebody or something.
mh'ﬁﬂhvhaqﬁaaﬁ?ﬂhmwﬁamaqﬁwﬁimmmmw'
| ‘Mental Attitude’ FEel ¥ | A wo § W AE Verbs (fFand) ¥ St Mental
| Attitude F WeRia Fd §1 H8-
1. Argue (7% ®E)  Argue against (frelt fawa & faeg o &TN)
% Argue with (frdt =afim & @ HT)
| 2. Apologize (g =TT  Apologize for (frdt I W g W)
Apologize to (Pt =afm & & wivF)

| 3 Agree  (wEm @) Agreewith (R @ 3 wew )

Agree to (et were ¥ wEwa BF)
’ Agree in (frdt & gfewo ¥ Tewa o)
Agree on (et fawg W wewa B

Adjectives (frdraur) ot Mental Attitude ® wefitfa @ & 9
1. Afraid of (frdht & waefr)
2. Angry at (fFft @ W )
Angry with (fret =afR ¥ )

SR



3. Envious of (fFlt T® =t ag = wfv dwify) Section A : Grammar
4. Ready for (fFt 7 & faw fan)
Nouns (Ha1¢) it Mental Attitude weitfa wr #1 34 .
1. Complaint against (7t & favg firrmm)
Complaint about (fst fawa & firwma) i NOTES
2. Desire for (frdt g & fou =)
3. Necessity for (fFft s # stavg=a)
4. Gratitude for (5t s & foq Faga)
Gratitude to (fFft =fda & i o)
¥ ¥$R Mental Attitude § Faf4d Prepositions @ ¥ 5! 59 WS waameil ae
—mmmmﬁmﬁwmﬁwmwmmﬁ
ﬂMa@,mﬁammﬁuﬁmﬁthmmﬁmmmmﬂmew
¥&A Prepositions =1 # : 5
(A) “Verbs’ Denoting Mental Attitude + Prepositions
1. Agree to (fFdt s ¥ wewg =)
Agree with (f5dt =R ¥ wewa o)
2. Apologize to (53t =afm & a1 @imm)
Apologize for (fFeft yem & fow sw i)
3. Appeal to (fFet =afm @ fdzT =om)
Appeal for (WerF@ 3g R wom)
4. Argue with (fFt =fm @ 7 =)
Argue for (fFft a0 & wg ¥ o wm)
Argue against (fFt @@ & favg o =0m)
5. Bear with (st 1 "worft #t w&a =wM)
6. Beg pardon of (&t =afm @ s e
7. Beg for (5t < & fow 3= =em)
Beg a person to (et =afm ¥ et ®1@ g o= =om)
8. Believe in (favam = w)
9. Beware of (fFdt @ T@Eym &0
10.Congratulate on (gt am w awE 2m)
11. Disagree with (fFst =af @ smewa ¥ )
12. Fall in love with (st ¥ =R &)
13. Fight for (f5h & ww ¥ w=n)
Fight against (frft & foeg w=m)
14. Grieve for (fFdt =afm & fw 3@ woe som)
15. Laugh at (fFt =af s &)
16. Long for (fF&t a5 =t =01 =)
17. Mourn for (%@ & fow wiw =wm)
18. Pray to (¥R ¥ WdT1 %t)
19. Repent of (&t @ W w=arm) i
20. Revolt against (fFt & fopg fagle =om)
(B) ‘Adjectives’ Denoting Mental Attitude + Prepositions
1. Afraid of (f5dt @ wasfte)
2. Angry at (58t /@ ¥ /=)
Angry with (fFst =af|m @ =)
3. Annoyed at (5t @ | =)
Annoyed with (fFdit =f| 3 vw)
4. Anxious for (fFft s % fau fafaa) 99



Communication Skills & Anxious about (fFt thom & fawa ¥ fufm@)
Personality Development 5. Ashamed of (fF&t am @ wfif=n)
6.Busywith(ﬁﬂﬂﬂiﬁﬁm)
7. Eager for (f&ft &9 & fau sg+)
NOTES Eager in (fedht fivg & = #01 #1 7=5%)

8. Envious of (fFst =1 #t ag ¥ $=4iq)

9. Faithful to (fFdt & Wit I9RR)

10. Fearful of (Tt s ¥ wavta)

11. Fond of (FFft =@ =1 WaH)

12. Good at (f5sht farg & Fwer)

13. Greedy of (ftht =g sk #1 @)

14. Jealous of (fFt o= &t @@ ¥ $4iY)

15. Polite in (3R wl=l # fom)

Polite with (fret & wfa frm)
16. Responsible to (fFdft =afim & wfa Iweerd)
Responsible for (fFdt s & wfa swewEd)

17. Proud of (ft wm/aaf w wfda)

18. Mad with (Frft s & wrer)

19.Hopefulof(ﬁﬂ=ﬂmﬁ?ﬂmz HAWE)

20. Fit for (frst =8 & fo ama)

(C) Nouns + Prepositions

. Affection for (f&dt =fm & fau =%)
. Ambition for (fFft axg 3 wewiaN)
. Apology for (fFeht vt & fog &mn aremm)
. Attention to (fFeht @ & W =)

. Desire for (fFt @ & fou sHian)

. Envy at/of (75t =1 & wfa d=ai)

. Gratitude for (7t s & fow Fawan)
. Hatred offfor (FFsft =af & wfa gom)
. Opposition to (fFet & Wiy friw)
.Quarrelwith(ﬁiﬁ'ﬁ el

Quarrel between (3 & W& W)

11. Regret for (fFt am & fog &R)

12. Sympathy with/for (fFt & wfr @)

13. Yearning for (5t am & fog wwemn)

14. Pride in (fFft Tm@ W &)

15. Remorse for (FF&t @ W qe=m@m/ i)
& Prepositions T8 3% F8 i W
1. Above : ‘

(a) Only higher than (%@ SR & 394 #)
(1) The bridge stands above the tree.
(2) The kites are flying above the tree.
(Kites %1 feaffe forn vl frA quig F swW R )
(b) Superior in rank (7% 41 & ¥ %A % 1Y )
(1) The Major is above the Captain in the army.
(2)'IhePresidcntisabovetherimeMinisterinﬂseownu'y.
(c) Coming earlier (T HAVEA & dad #)
100 His name is above mine in the list.
2. After :

S e AU AW




(a) Later than, next in order (37eT)
(1) Please see me afier this period.
(2) The students entered the room affer the teacher.
(b) Next (Place) (38T 4T 37l T4F)
We went to Amber Palace after Hawa Mahal.
3. At:
(a) In the state of (F} FEeaVERR F)
India and China were a war in 1962.
(b) With some Verbs as an appropriate Preposition
throw at, look at, point at, shoot at, aim at, laugh ar, strike a7, T |
(c) TR (speed), Tegeti & 94 (rate) T Fif=a 9T (temperature) T F |
(1) She drove her car at 70 km per hour.
(2) Bananas are sold here at eight rupees a kilogram.
(3) Water boils at 100°C.
4. Before :
(a) In front of (¥ TFA)
(1) There is a tree before his house.
(2) He has made a beautiful house before the church.
(b) In the presence of (i Iufeufy &)
(1) He put up his documents before the officer.
(2) The prisoner was brought before the magistrate.
(c) Earlier than (showing time) (& v&at % 314 )
You should return before sunset.
5. Behind :
(a) In support of (¥&% #)
(1) The whole college was behind the Principal on this issue.
(2) Don’t worry, we are all behind you.
(b) Backward or inferior (f4&er 8171 &1 fiet &)
He is behind all other students at studies in the class.
6. Below : ( above = fa@rm)
(a) Lower or inferior in rank (9% &1 351 & fiy)
(1) The L.D.C. is below the U. D. C. in rank.
(2) The Tehsildar is below the S. D. M. in position.
(b) Coming after (3% ¥ sTFVEHT)
His name is below hers in the programme.
(c) Lower than in condition, value or importance (3%, Je9 41 W8 ¥ %W)
(1) Above 33% people live below the poverty line in India.
(2) There is nothing below ten rupees here.
(3) This is below my dignity.
(4) His writing is below standard.
7. From :
(a) Indicating the starting point of place, person, time or anything
(T, =afem o1 forelt oft forg @ wourm 0 & &l & —wm3: to & |)
(1) He travelled from Delhi to Jaipur.
(2) He sold caps from village to village.
(3) She works in an office from 10 a.m. to 5 p.m.
(b) =1 Phrases # to & @9
from time o time, from day to day, from beginning fo end.
3 — He read the book from beginning o end.

Section A : Grammar

NOTES
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Communication Skills & (c) Indicating source (¥ Z¥id €Y

Personality Development (1) Apples come from Kashmir. (2) These quotations are from Tagore.
(d) TR w1 WA Fu1 viEd i % e
(1) Butter is made from milk. (2) Dalda is made from vegetable oils.
NOTES (e) Indicating separation (emma <9 & Q)

(1) The teacher stopped him from going out of the class.

(2) The dacoits took the children away from their mothers.

(3) He prevented the child from entering the cave.
(f) Showing reason, sense, etc. (FRUI, 3y, X Wf¥fa FE H)

(1) He is suffering from malaria. (2) They did it from a sense of duty.
(2) Showing difference (Wa: e differ % Wy for=wan z9i & 3k #)

(1) This dog differs from all the others.

(2) He differs in qualities from the rest of the students.
(h) Showing time (W74 %1 i WaRfa F1 & fe)

He was blind from birth.
! Some other uses of ‘from’:
‘ 1. This is a man from Jaipur. 2. 1 saved the boy from drowning.
3. She comes from a poor family. 4. From my point of view this book
will be very useful.

81In:
(a) In the sense of time ‘when’ (‘o ¥’ & 14 H)
in the morning, in the afternoon, in the evening.
We go for a walk in the morning.
(b) In the sense of at rest (e s/@en & &4 #)
(1) He is in the house. (2) The children are playing in the street.
(c) Showing job or profession (% a1 yaE™ Wi 6 & o)
(1) He has been in Indian politics for about 30 years.
(2) His father is an officer in the army.
(d) Indicating colour, material of thing or showing situation or condition (T, 7g®

e T T waH )
(1) Today Abhishek is in Khaki dress. (2) Anurag is in a very happy mood.
(3) She is still in great trouble. (4) He signed in ink/pencil.

9. .To:

(a) Suggesting destination (Wt a1 7r=re T 39 % fQ)
(1) We walked fo the station.
(2) He goes to school every day.

(b) In the sense of till (of time) (W from & &9 ¥ ... 7 & S T T AN F
few)
(1) She visited the town from 3 fo 5 p.m.
(2) Our school runs from 7.30 a.m. to 12.30 p.m.

(c) In the sense of ‘as far as’
from door fo door, from village fo village.
(1) The capseller sold his caps from village fo village.
(2) He walked from door to door making an appeal.

(d) Showing comparison (J& 3¥Mid §Y) — inferior fo, superior fo, junior fo, senior
to, prefer to, prior to, T |

|

(1) I prefer walking to running. (2) He is junior fo her.
(e) Wt THT AR & fog
102 (1) Itis five to six. (2) It is a quarter fo ten.

(f) Showing purpose (3%¥4 WA & fow)



(1) He came fo see us. (2) She came o our help.
Some other uses of ‘to’
1. There are mountains to the North of India.
2. She tore the book 7o pieces.
3. She is devoted to her love.
4. He must be 22 to 26 years of age.
5. 1 gave the book to Mohan. !
10. On : (9% o1 W) feawar & forg |
(a) In the sense of ‘about’ concerning a person, topic or subject
(FMT & e & fog freht safer, forwa a1 wacor & wrd )
(1) He is writing a thesis on Prem Chand.
(2) This is a good book on economics.
(b) Frfafiga Phrases & —
on account of, on hearing this/that, on behalf of, on the occasion of, on fire, on
sale, on purpose, on the whole, on the contrary, on foot, T@If% |

(c) Suggesting direction (f&wn 3w #) |
(1) Pinky was hit on the head.
(2) I met him on the way.

(d) Indicating engagements (faf=1 %l sraedf o el & o1 o =) 21 =1 e T
®)
(1) He keeps himself busy on holidays. (2) He is there on some business.
(3) He is on tour for a week. (4) He is on leave.

11. Over :

(a) More than (‘¥ 3fi’ & ad o) . He is over fifty.

(b) While engaged in (et 1 & =t 81 a1 W Tt & ard )
We settled the quarrel over a cup of tea.

(c) From one side to the other (TF BR ¥ g8 81 7% — SIR-IR & a1 )
(1) There was a bridge over the river.
(2) She ran over the ground in no time. |

(d) Showing command, control, authority, etc. !
(s, i, SifuR, S il wahe F0 & and ¥)
(1) He ruled over our country for about 30 years.
(2) She has no control over her emotions.

12. Through :

(a) From one side to another in a closed place
(FR 7 o= WA § 0 7w A 300 W@ & and )
(1) The train is moving through a tunnel.
(2) He walked through the forest.
(3) The thief entered the house through an open window,
(4) He looked through a telescope.
(5) The water flows into the tank through this pipe.
(6) The sun came through the window.

(b) Indicating means or agency (WM 1 Wre THH 3Y)
(1) He got his job through a minister’s recommendation,
(2) Our library gets magazines and journals through the local newspaper agency.
(3) I came to know of this through the driver.
(4) 1 knew it through a newspaper.

(c) UFeaIgES 9 T B Y |
He got through his examination.

—

Section A : Grammar
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@ ‘F R’ & ok A
We heard his cry through the great uproar.
(e) Across the interior of anything. (¥ €/ TF BR ¥ TH 81 TF)
(1) There is no way through the forest.
(2) The river Yamuna flows through Delhi.
(3) Cars are not allowed to go through the city in the day time.
0 ‘Fe & ad A
(1) The vase was broken by Ram through his carelessness.
(2) She died through neglect.
(3) All this was done by Mohan through envy.
(4) Through your help, she may succeed.
(5) He ran away through fear.
(2) Between or among the individual members (‘safrrm T S = H' & )
This book has passed through many hands.
(h) From first stage to the last finished stage of a process
(frh ot wg & Tam @ 1 veeh wiEw A SHfow wfEm )
The body of a car passes through 147 stages on the production line.

13. Into :

(a) <o ¥ Yfada a1 W & Wi e §

(1) Translate these sentences into English.

(2) When he saw his mother, he burst into tears.
(b) ‘o &' 3 ¥, 3 : He often works late info the night.
(c) Wakdwm & a4 ¥, 3 : He went into business.

14. Under: (Over @ fa&m)
(a) FUTA A ARG @ o F N

The railway line near Jaipur remained under water for many days.

(b) ‘serga wa' & o ¥ N : She is under forty.
) ‘Frommd & o § W :

(1) The house is under construction. (2) The matter is under consideration.

@ 'Ra@d i Fadd

(1) Many people work under him.
(2) No one under the rank of an Inspector shall enter the hall.

(e) ‘wifa R 1 g H @' & e o

(1) India, under Pt Nehru, progressed much.
2) Heisvcryhappyinhisofﬁcemderhisnewdireclot.

15. With :
(a) e, st g, sk & wam FE & o J
(1) He killed the lion with a gun. (2) She hit the crow with a stone.
 (3) 1 always write with this pen. (4) He cut vegetables with a knife.
(b) T A T WA & G A

(1) She went there with her husband.
(2) He lived with his wife and children.

(c) Having& 514§

(1) A girl with blue eyes is coming towards us.
(2) A woman with a child is also coming.

(d) because of 3 owing to & 314 ¥ (Fww A #)

(1) She was trembling with fear. (2) He was silent with shame.

(e) w1 1 &0 TAR A

(1) She accepted the present with pleasure.



(2) He reached there with courage. Section A : Grammar
() et %t dat@, dae o1 SfvFR § Bigd, @A & ad o
(1) They left the child with its aunt.
(2) We left our luggage with the parcel clerk.
(g) 7= Phrases ¥ : | NOTES
deal with, quarrel with, sympathise with, agree with, part with, down with, fight
with, pleased with, angry with, S | ‘
(1) The Principal is always pleased with good boys.
(2) He parted with his parents for two years. !
16. By : |
(a) T F o T F 9 & o ‘
(1) He came and sat by me.  (2) His house is by the river.
(b) through, along a1 across & ¥4 & 3 :
We came by a shortcut. !
(c) Torslt vam 2 it oA 1 FigeA & o F
(1) I walk by the post office every noon.
(2) We drove by the hill and reached the town. ’
" (d) During (% 3r) % o f
(1) He prefers to travel by night. (2) He worked by day and rested at night. |
() wail Zui ¥, agent A doer & Teet |
(1) ‘Meghdoot’ was written by Kalidas.
(2) Many people were killed by the earthquake in Gujarat.
() FIRE & ad A
(1) You should join your duty by next Monday.
(2) We have to finish our assigned work by March 31. i
(g) '& @R’ & ¥ ¥ : What is the time by your watch ?
(h) ST 1 AR G A % 34 F ¢ by train, by bus, by car, by plane, by |
ship, by sea, by air, TIX | ‘
(1) She came by car from Agra. (2) They often travel by air. !
() @ @R ¥ by the collar, by the hair, by chance, 3% |
(1) He caught the boy by the hair. (2) She met one of her classmates by |
chance in the fair. ;;
17. For :
(a) wiSer o 1 W TR % fore
(1) He left for Mumbai today. (2) The train left for Delhi.
(b) 33T T |
(1) I go for a walk daily. (2) Some people live for others. {
(c) ¥ard zvi % fog 99 |
(1) We should save for the future. (2) Let us get ready for school. ;
(d) YHg, ¥, IUgFad S & T<H | |
(1) He has a taste for painting.
(2) Every man has a weakness for beautiful things.
(3) The climate of this place is bad for health.
(e) fafma o1 T & ARA-WEH & a1k &
(1) I bought this pen for five rupees.  (2) They sold their house for two lakhs.
(f) FefafEa Verbs & ww
‘wait for, hope for, ask for, pray for, search for, affection for, long for, TIf% |

(1) He waited for the bus for an hour. 105




Communication Skills & (2) She asked me for a pen.
Personality Development 18. Of
(a) Indicating connection or relation (W= T & e/dehd %)

The legs of the chair are broken.
NOTES (b) Indicating partition or conclusion (f¥em a1 Wit g & w=d #)
a piece of paper, a ton of coal, a lot of books, lakhs of people, TI% |
(1) Please give me a piece of paper. (2) He has read hundreds of books so far.
(c) Suggesting reason or cause (FRU 1 T FHA H)
He died of cancer.
(d) Fr=t o=l & 99 :
proud of, afraid of, fond of; tired of, ashamed of, glad of, jealous of, desirous of,
accused of, I
He is accused of theft.
(¢) Indicating material used but not changed (3 % wan ¥R firg WRad T8 =1

wre g9 o)

(1) This chair is made of wood. (2) This house is built of stone.
SOME SPECIAL USES OF PREPOSITIONS
1. In 3T At =0 VAT

(a) In 2%, 72 TFl wE 92 vl & e g o & Safe at R wed, ana?mwn’f
% fore wgaa €l €1 S —(1). She lives ar Rampur. (2). Harish lives in Mumbai.
(b) In %1 W TRy (period of time) % fq g € wafs at w ffv=a w9 (point
of time) % fog wogaa €1 & 1 3R (1) He will return in an hour. (2) I get up ar

i 6 am.

2. In 3T Into =1 WA
;z In foe g % 7T AT into 1 WA Tt Wehe 1 & fore W e @ 1 9 —
! (1) He is in his office. (2) She is working in the kitchen.

(3) He jumped into the river.  (4) The frog jumped into the water.
| 3. In 3k Within %7 v
Future Tense 3% Al § G4y (period of time) ¥ T in F WM FH | TR
71 w9 F gaifE W e Frevern € | Tg TRty | & A within w1 @ R
I A SR wE A W wRee W ad e v ¢ 1 -
(1) My parents will come in a week.
(i @& GEE & 9% 4 UF G F UG W A& 1)
(2) They will return within a week.
(T H afy gaE T ¥ T & s )
4. On 3T At =1 wam
(a) W 1 9 F & forg et @ fa@ (day) swan fifa (date) | T& on %1 WEM
frm s # 1 99 -
(1) We shall leave for Delhi on Sunday.
(2) They will start their journey on the 25th January.
g et Fifia @ (point of time) A T ar 1 WA TR T # (on 1 ) |
/- (1) She is to reach here at 6.00 a.m.
i (2) The last train arrives here ar 10.30 p.m.
[ (b) On1 vAM et ag & 90 9o ) 99 g 1 Rl won F e o # | W o
1 WA e T & e-urE FE 0 fua oR & ord o e s € 1SR -

(1) My books are on the table. (2) Stand at the gate.
5. On 3% Upon =1 wamT
106 | On &1 WA feera =19a % & 90 8 8 | Upon 1 wam ferefierar vahe & &

fore foran s € 1 SR-



(1) The book is on the table. (2) The dog jumped upon the table. Section A : Grammar
6. With 3w By & warm

With fdt instrument (%) %! feamn @ foras fedt & =1 0 o wav fear s

# iR by fort S T oY (agent 1 doer) ¥ Rore T v T § 1 9 —

(1) He was killed by a robber with a gun. NOTES
(2) She wrote a letter with her pen.

By & 3W=7 wam
(1) He sat by me. (Y9) (2) I shall return by 3 o’clock. (&)

(3) He is a Brahmin by caste. (¥) (4) 1 swear by God. (%)

7. Beside 3T Besides =7 w4
Beside %1 314 # ‘by the side of” (faeipet T9di®) waf¥ Besides #1 319 # “in
addition to’ (3 ffam) | 99 -
(1) Sit beside me. (2) Besides this, 1 want two other books.

8. From, For 3% Since = warT
&R 7w A vl ¥ o 1 for’ T F MY (period of time) 3R
‘since’ W94 1 fg (point of time) Faewar & 1 3 -
(1) She has not seen me for the last one week.
(2) He has been il since Saturday last.
“from’ ¥ point of time AT § T ‘from’ % ¥4 Perfect Continuous %) BrgH
Tt Tenses W BT 1 VRO 391 WAFT “to’ & 9 a1 € | 99 — He was ill
Jfrom Sunday to Thursday.

WORDS FOLLOWED BY APPROPRIATE PREPOSITIONS

F9 =l & u F9 FAR=a Prepositions WgF 89 ¥ 1 99 -
. absent from (37{9R%d) — He was absent from the class yesterday.
. according to (HFER) — He works according to my advice.
. aim at (& WA, W B) — He aimed at the bird and then fired at it.
. attention to (¥ %) — Pay proper attention to your studies.
. appeal to (3T® FTM) — The PM has appealed to the countrymen to make
peace.
6. a&aidof(?ﬁi,ﬂ‘#ﬂﬂﬂﬂ[)—Heisnotcfmidofdiﬁculﬁes.
7. affection for (35) — He has no affection for his father.
8. agree with (¥&wd &1 — =fF ¥) — She agreed with me.
9. agree to (T ¥ — W |) — He agreed to my proposal.
10. angry with (it 871 — = /) — He was angry with me.
11. apply for (% ¢ Wf7-73 3) — He applied for the post of a clerk.
12. apply to ( WeI-93 3) — He applied to the manager.
13. ashamed of (W ¥fi=T1) — I was ashamed of my behaviour.
14. ask for (FTTT) — I asked my friend for some money.
15. belong to (fFd &1 81, W&y T@) ~ This book belongs fo me.
16. blame for (29 &) — He blamed Ramesh for his carelessness.
17. busy with (55%) — He is busy with his studies.
18. care for (Wa® %) — He does not care for me.
19. capable of (¥4) — He is capable of doing this exercise.
20. congratulate on (¥4 371) — He congratulated me on my success.
21. compare with (&1 %) — Don’t compare this pen with that.
22. careful about (WEYH ®FI) — Be careful about your health.
23. cure of (3579 &) — This doctor has cured many patients of cancer.
24. die of (W) — He died of cholera.

oA W
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29.
30.
31.
32.
33.
34.
3s.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.
46.
47.
43.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.

67.
68.
69.
70.

71.

. differ with (Wa%g 1) — Ramesh differs with you on this point.
. differ from (%=1 1) — Birds differ from beasts.

. expert in (Y8) — Asha is expert in singing.

. faithful to (¥%ER) — Your servant is not faithful to you.

familiar with (YRf¥a@) — He is not familiar with me.

fond of (¥®) — Her baby is very fond of rice.

full of (SRT §3) — The glass is full of water.
filled with (¥ &37) — The glass is filled with milk.

fined for (3f2d) — Sohan was fined for absence.

grateful to/for (F73) — [ am grateful to you for your help.
guilty of (379UHt) — You are guilty of theft.
hopeful of (3mmaM) — I am hopeful of my success.

inferior to (Sf&ar) — Your table is inferior to mine.

interested in (¥ @1) — He is not interested in politics.
jealous of (¥af§]) — He is jealous of my success.

knock at (@e@2r) — Who is knocking at the door ?

kind to (4%]) — We should be kind to the poor.

laugh at (¥t 33F1) — Do not laugh at him.

listen to (! §FN) — Listen to him.

long for (e T&1) — She longs for seeing her son.
married to (I §¥) — She was married to a rich man.
made of (& §§) — My ring is made of gold.

obedient to (@@) — Children should be obedient to their parents.
opposite to (faufi@) — His house is opposite to the college.
proud of (e, SfmF W /@) — He is proud of his wealth.
prefer to (4% THE F) — Suresh prefers coffee to tea.
qualified for (44) — Naresh is qualified for this post.
quarrel with (7€ — 3% ®) — She often quarrels with her brother.
related to (¥%af4@) — He is related to me.

rely on (s @) — You should not rely on Kiran.

run over (F=ei ) — The young boy was run over by a bus.
reply to (W 31) — He has replied to my letter.

responsible for (fS™%R) — I am not responsible for this.
result of (YRUM) — No one knows the result of this match.
run after (87 FT1, SN FT) — The cat ran after the rat.
rob of (&, $1441) — The cheat robbed him of all his money.
search for (T8 FTW) — Ram is searching for his lost book.
sentence to (3% 1) — He was sentenced to death.

satisfied with (%) — I am satisfied with my work.

suffer from (#f€a) — He is suffering from fever.

superior to (#%) — Your book is not superior to mine.
sure of (Ff¥=d) — I am sure of my success.

sympathy for (S8R Noun) — He has sympathy for the poor.
sorry for (3:61) — He was very sorry for what he had done.
sure of (3¥eRE 41 WWT<) — I am not sure of his victory.
similar to (F9F, g9 4 fasia-gerar 81— Many of her habits are similar to
mine.

tired of (F) — He is fired of doing nothing.
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true to (F=41) — He is true to his word.
thankful to/for (F7 &) — I am thankful to him for his help.
useful for/to (VM9SaF) — Exercise is useful for health. It is useful to you.

75. wait for (W& %) — We waited for you at the bus-stand.
EXERCISE 1.
Fill in the blanks with the correct Preposition given in the brackets :
1. He stayed on a tree........... .half a day. (for, in, since, at)
2. If you can sleep alone............ my office room. (for, at, in, into)
<. SO the first of next month, I'll sleep alone, father. (On, From, In, Before)
4. Swami pulled the blanket............ his face . (over, in, under, on)
5. You will not go to your granny’s side............ night. (in, at, on, by)
6. Swami felt cut off........... humanity. (with, on, for, from)
7. He hated the newspaper............ printing the tiger’s story. (for, from, at, to)
8. David received medical degree............ Temple University.(in, through, from, on)
9. He expected the devil to clutch............ his throat. (by, at, on, over)
10. Swami spread his bed............ the bench. (in, into, under, to)
11. I stand............ the mirror. (on, at, before, after)
12. I could go for a party............ Vishal’s house. (on, from, in, at)
13. We see violence everywhere........... the world. (in, on, from, since)
14. Dave had gone completely blind............ the age of eight. (on, at, in, since)
15. Mr Hartman rolled the ball............ the ground. (in, at, along, after)
16. The ball made whistling sound coming............ the grass. (from, through, on, in)
17. He insisted............ leaving the local blind school. (on, at, in, for)
(R the spring of 1972, David was winding up four years at college with top
marks. (On, From, In, Since)
I i the afternoon of April 27, a ninth rejection came from a medical college.
(To, On, At, After)
20. Dave received a call........... .his mother. (in, to, from, at)
EXERCISE 2.
Fill in the blanks with the correct Preposition given in the brackets :
1. David got the highest marks............ physical diagnosis. (in, on, at, for)
2. A person may have Ph.D............ .his name. (after, before, on, over)
3. They preserved the trees............ their village. (from, into, around, on)
4. Every year a religious fair is held............ this spot. (at, in, from, for)
5. The younger woman was dressed............ sealskin. (with, on, over, in)
6. The bus conductor stepped............ the pavement. (into, onto, over, for)
7. Everybody was............ the side of the lady and the dog. (on, at, for, over)
8. Two or three passengers got............ of the bus and disappeared into the night.
(into, out, in, on)
9. The conductor went and had a talk............ the driver. (out, with, on, over)
10. Our daily shopping trips were made............ a disreputable two-wheeled basket
cart. (with, over, in, to)
11. The crowd held its breath as the Mayor reached............ the glass bowl for the
Iucky ticket. (into, onto, for, over)
12. I saw my father’s sturdy figure......... the rear window. (at, into, over, through)

13.
14.
15.
16.
il
18.

I saw my father, he was pacing......... the pavement.(along, across, over, above)
My father had to explain the whole thing......... the beginning.(since, for, at, from)
There was a large shoe store............ the road. (over, along, across, on)
When he looked............ me his face was flush. (at, for, to, over)
Ninth rejection came ........... a medical college. (on, before, during, from)
We bowed very low............ the third hill. (to, towards, on, for)
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19. Human ear is meant............ receiving sound of normal range of decibels.
(for, on, to, toward)

20. The modern youth take pride in driving............ great speed. (on, in, at, for)
Answers

EXERCISE 1.

1. for, 2. in, 3. From, 4. over, 5. at, 6. from, 7. for, 8. from 9. at, 10. under, 11. before,
12. at, 13. in, 14. at, 15. along, 16. through, 17. on, 18. In, 19. On, 20. from.

EXERCISE 2.

1. on, 2. after, 3. around, 4. at, 5. in, 6. onto, 7. on, 8. out, 9. with, 10. in, 11. into,
12. through, 13. along, 14. from, 15. across, 16. at, 17. from, 18. towards, 19. for, 20. at.



17| Clauses : Coordinate,
Subordinate, Relative Adverbs

Look at the collection of words 'in a corner’' it makes sense, but not complete
sense. Such a collection of words which makes sense, but not complete sense
is called a phrases. In the following sentences, the group of words in izalics
are phrases.

The sun risen in the east.
It was sunset of great beauty
The tops of the mountains were covered with snow.
Now look at the group of words in italics in the following sentences :
(i) He has a chain of gold
(i) He has a chain which is made of gold.
We recognize the first group of words as a phrase.

The second group of words unlike the phrase of gold, contains a subject
(which) and a predicate (is made of gold)

Such a group of words which forms part of a sentence and contains a subject
and a predicate is called a clause in the following sentences the group of
words in italics are clauses.

People who pay their debts are trusted.
We can not start when it is raining.
I think that you have made a mistake.

Section A : Grammar

NOTES

Check Your Progress

23. What is a asphrase
called ?

24. What is a dause called?

m



Communication Skills &
Personality Development

NOTES

112

Adverb Clauses

Looks at the groups of words in italics in the following sentences :
1. They rested at sunset (Rested when?)
2. They rested when evening came (Rested when?)

It is clear that both the groups of words in italics, in 1 and 2, do the work
of an adverb as they qualify the word rested showing when the action was
performed.

We immediately recognize the first group of words at sunset as an adverb
phrase. Is the second group of words, when evening came also an ad-
verb phrase ?

No: it is not a phrase for unlike a phrase, it has a subject (evening) and
a predicate (come when) of its own, and thus it is like a sentence. But not
like a sentence it is part of a sentence.

Such groups of words that form a part of sentence, and have a subject
and a predicate of their own are called clause. Since the clause when
evening came does the work of an adrerb. It is called an Adverb clause.

Hence the definition is :

"An adverb clause is a group of words which contains a subject and
a predicate of its own and does the work of an adverb."

We have seen that an adverb clause is a subordinate clause which does the
work of an adverb. It may, therefore, made by some verb, adjective or
adverb in the main clauses, as :

Strike the iron while it is hot.
You are taller than I thought.
He ran so quickly that he soon overtook me.

Adverb clauses are of many kinds and may be classified as under :

(i) Adverb clauses of time are introduced by the subordinating conjunc-

tions— whenever, while, after, before, since as etc.

When you have finished you may go home.

As long as 1 am the principal of this school there will be discipline.
As soon as he heard the bell he went home.

@) Adverb clauses of place are introduced by the subordinating conjunc-

tions, when and whereas.
I have put it where we can find it again.

You can put it wherever you like.

@(iii) Adverb clauses of purpose are introduced by the subordinating con-

junctions so that, in order that and lest.
We eat so that we may live.

I will give you a map so that you can locate us.



@)

$))

(vi)

(vii)

(viii)

He was polite to his superiors lest something adverse should be writtan
into his records. -

Adverb clauses of cause or reason are introduced by the subordinat-
ing conjunctions because, as, since, that, because -

Since you are very clever, you will be able to explain this.
I am glad that you like it.
As he was not there, as spoke to his mother.

Adverb clauses of condition are introduced by the subordinating con-
junctions if, whether, unlike. As -

Unlike it 1 shall buy it.

You must go whether you hear from him or not
Unless you work harder you will fail

Adverb clauses of comparison are of two kind:
(a)  Adverb clauses of comparison of reason.
(b) Adverb clauses of comparison of manner.

Adverb clauses of comparison of reason are introduced by the sub-
ordinating conjunction than on by the relative adverb as :

He is older than he looks.
He is as stupid as he is lazy.

Adverb clause of comparision, of manner are introduced by the rela-
tive adverb as :

You may do as you please.
It all ended as we expected.

Adverb clauses of on concession are introduced by subordinating
conjunctions though, although, even ¥ 3

Though 1 am poor I am honest.
Although he called me I did not respond.
Even if it rains he will come.

Section A : Grammar
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18| Adjectives and Adjective
Phrases

Ajectives are the words which qualify nouns or pronouns.

This is my cat. Look at his cat.
That is your cat. Look at his cat.

Have you looked your cat. Their cat is up the tree. In all the above sentences
my cat, his cat your cat and so on.

These words (all qualifying the noun cat) are adjectives. Because they show
possession. We call them possessive adjectives

Let us collect them and arrange them like this :

Determiners : possessive adjectives

Singular Plural
Ist person ny our
2nd person your your
3rd person his, her their

When we use a posssessive adjective with a noun, it does not have any other
determiner



You have learned what the possissive adjectives are now we must notice two Section A : Grammar
points about the way they behave.

1. The singular forms, my, your, his, her, its are used if the possession
is singular, It does not matter whether the thing that is possessed is | NOTES
singular or plural.

My sisters are in the garden.
My pocket is full of apples
My pockets are full of apples.

2. 'The plural forms our, your, their are used if the possesion is plural.
It does not matter whether the thing possessed is singular of plural.

Our cat (singular) is in the basket.
Our cats (plural) are in the basket.

Kinds of Adjectives
- :
Adjectives may be divided into the following classes:

(H Adjective of Quality (or descriptive adjective) shows the kind or
quality of a person or thing. as :

Kolkata is a large city
He is an honest man
The foolish old man tried to sing.
(i) Adjective of quantity shows how much of a thing. As :

I ate some rice.
He has lost all his wealth.
He has little intelligence.

I want some water.
Adjectives of quantity answer the question : 'how much?
(iii) Adjective of number (or Numeri;l Adjective)

Shows how many persons or things are there, or in what order a
person or thing stands. as :

The hand has five fingers.
Few cats like cold water.

There are no pictures in this book. { 115
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All enemies must die.

Most boys like cricket.

Sunday is the first day of the week.

Adjectives of Number answer the guestion 'how many 7'
Adjectives of number (or numeral adjectives) are of three kinds :
(a) Definite Numeral Adjective which denotes exact number. Such
as : -

One, two, three, etc............ they are called cardinals.

First, second, third ..........ccceeeneee These are called ordinals.

Cardinals denote how many and ordinals the order of things in a
series.

() Indefinite Numeral Adjectives, do not denote any exact num-
ber. Such as :

All, no, many, some any, certain, several

(¢) Distributive Numeral Adjectives refer to each one of a num-
ber. As :

Each boy must take his turn.
India expects every citizen to do his duty.

The same adjectives may be classified as of quantity or of number
according to their use. As :

Adjectives of quantity Adjectives of number

I ate some rice Some boys are clever.

She lost all her money. All enemies must die.

You have no sense. There are no pictures in this
book.

Demostrative Adjectives point out a person or thing; as :

This boy is stronger than that.

I hate such things.

(It should be noted that this and that are used with singular nouns
and these and those with plural nouns.)

What, which and whose when they are used with nouns to ask ques-
tions, are called Interogative adjectives as :

What kind of man is he ?

Which way shall we go ?

(vi) In the following sentences the words own and very are used a an.

Emphasizing adjectives, as :



I saw it with my own eyes.
That is the very thing we want.

(vii) The word 'what' is sometimes used as an Exclamatory Adjective, as:
What an idea!

What a piece of work is man!

Formation of Adjectives

(i) Many adjectives are formed form nouns :

Noun Adjective  Noun Adjective

Boy boyish Storm stormy

care carefl - Laugh laughable

shame shameless Envy envious

Silk silken Courage courageous
(ii) Some adjectives are formed from verbs :

Verb Adjective

Tire tireless

Talk talkative

Comparison of Adjectives
To show the extent of quality we divide the Adjectives in three degrees :
(i) Positive Degree
(ii) Comparative Degree
(i1i) Superlative Degree
@ Positive Degree Adjectives — They modify the Nouns to a normal extent.
As:

It was a melodious song.
Maheep has a unique collection of stamps.
Durga delivered a firy speech.
(@) Comparative Degree Adjectives — They modify the Nouns to the higher
extent. They are used for comparison between two Nouns. As :
The Ganges is larger than the Kosi.
Reema is more intelligent than Mahesh.
His car is costlier than that of mine.
Comparative Degree Adjectives must take ‘than' after them.
(i) Superlative Degree Adjectives — They qualify the Nouns to the highest
degree or extent. They are used for comparison among more than two
Nouns. As : :

Section A : Grammar
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Ravi is the best boy of his school.

Tulika is the fastest writer in her class.

Micky is the naughtiest mouse in his group.
Superlative Degree Adjectives must take 'the' before them.

Positive Degree Adjectives take ‘er’ to form Comparative and 'est’ to form
Superlatives. Adjectives of more than two syllables take ‘more’ and 'most’
to form Comparatives and superlatives. g

The rules to change the Positive Degree into Comparative and

‘ Superlative Degrees :

H
i
H
i

Normally Positive Degree Adjectives take ‘er’ and 'est’ to form Comparative

and Superlative. As:

Bold bolder boldest
Deep deeper deepest
Great greater greatest
Tall taller tallest
Small smaller smallest

@) If a positive degree Adjective ends in a single consonent and is preceded by

a short vowel, the consonant is doubled before taking 'er' or ‘est’. As :

Positive Comparative Superlative

Fat fatter fattest
T Hot hotter hottest
| @) If a positive degree Adjective ends in '¢', we just add 'r’ and 'st. As :
5 Brave braver bravest

Fine finer finest

Able abler ablest

Noble nobler noblest

(iv) The Positive Degree Adjectives which end in 'y’ and 'y’ is preceded by

Consonant, 'y' is changed into 'i' before taking 'er' or 'est’. As :

Lazy lazier laziest

Easy easier easiest

Busy busier busiest

Heavy heavier heaviest

Happy happier happiest
Dirty it firt
(v) If'y is preceded by a Consonant instead of a Vowel 'y’ does not change into
i . As:

Grey greyer greyest

Gay gayer gayest

i

(vi) Some Positive Degree Adjectives form their compartive or superlative in a

very irregular terms. As :



Positive Comparative Superlative
Good better best

Well better best

Bad worse worst

Evil worse worst

m worse worst

Much more most

Many more most

Little less least

Far farther farthest
Fore further furthest

In innermost, inmost

Up upper upmost, uppermost
(vii) Positive Degree Adjectives of more than two syllables take ‘'more' and 'most’
and not ‘e’ and 'est' to form comparative and superlative. As :

Beautiful more beautiful most beautiful
Wonderful more wonderful most wonderful
Important more important most important
Famous more famous most famous
Useful more useful most useful

(viif) There are some Comparatives which have lost their Positive and Superlative

forms. Now they are used as Positives. They end with ‘or’ instead of 'er’. As

senior, junior, superior, inferior, exterior, interior, alterior etc.
Nouns Used As Adjectives '
'Iheuseofnounasadjecﬁvesisverycommonianglish.As:
I met a little college girl.
He is always playing computer games.
Position of Adjectives :
An adjective used attributively is generally placed immediately before the noun; as

King Vikram was a hearty king.
She was a strong headed girl.
The girl was a rare beauty.
When an adjective is used after the link verb, it is said to be used predicatively.
Such as :
She was tired and hungry.
He appears sad.
Madhu seems exhausted.
Harish looks smart.

Exercise

A. Fill in the blanks with the Comparative or Superlative forms of

Adjectives. Their Positive form has been given in the brackets :
). TIRDOY B than the girl. (strong)

NOTES
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2.  MOther Was .....cccccceursesmssssisssannns than the children. (tired)

3. Shewasthe .....ccccrveruiune athlete of her school. (good)

4. The eagle Was .......cccusecurmussssansees then the kite. (mighty)

5. The manin white sanginthe .........cccvmensscnsvnen. voice. (sweet)

6. The Gangesisthe .......cccocicurinmmminsnnscsnsunnes river of India. (long)

7. RUSSIA IS ..vereerererrercrecsssnsssssssnsasasasasasssnsssasanses than America. (big)

8. ThePacificiSthe ......ccccovvermmnrcnsrncsenens ocean in the world. (large)

9. TOKYOIS ..covunererrsrcnnsenesans than any other city. (densely populated)
10. Africahas .....ccccreeensscsessens forest than any other country. (much)
11. BangaloreiSthe ......cocimeiunmsssnscsssnnsenisnanes city to live in. (good)

B. Pick out and identify the Degrees of Comparison and write them in the

space given below :

1. Saumyais nimbler than her sister.

2. Sudhir is a better painter than Kirti

3. 'IheH:malayasareﬂmehigheﬂmomtmnrangcofthe world.

4. The Arabian sea is bigger than the Bay of Bengal

5. Goldis heavier than all other metals

6. Tronis one of the heaviest metals

;2 Thehlghmmmtamsofﬂle}limalayasamspreadalongthenoﬁhemﬁonuer
of India.

8. You are senior to me in point of age

9. He lives at an interior place
10. A great tornado lashed against the coastal region of America.

------------------------------------------------------------------------------------------------------------

C. FillintheblankswiththeeorrectdegreeofcommrisonofAdjecﬁves

given in the brackets :
1. MountEverestisthe ........cccccoevericinias peak in world. (high)
2. ThisDOXiS ....covrvneaercccsesnsns than the other one. (heavy)
3. Shyamisthe.......cccccccsunenn. man is my village. (rich)
4. His conditionis ........cceevsvesnesses than before. (bad)
R TR V1 0!G —— than most other kings of India. (great)
6. Kolkataisthe........ccccccveueuenes city in India. (big)
7. Redtaisthe ......ccovescssesivess of the three daughters. (old)
8. TheTajisoneofthe......ccruienueeee buildings in the world.  (beautiful)
9. Someboysintheclassare ............ccocvcurenn than Hari. (tall)

10. This WaY iS ...ccoovveeresereraesens than the other one. (short)
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THE VERB AND ITS KINDS

Verb is an Action word. There can be no sentence without a Verb. If there is only
one word in a sentence, it would be verb, such as :

(1) Go. (2) Come.  (3) Stop.
KINDS OF THE VERB
Verbs are of following kinds :
1. Intransitive Verb
2. Transitive Verb .
(a) Transitive Verb with One Object
(b) Transitive Verb with Two Obejcts
(c) Transitive Verb with an Object and a Complement
3. Linking Verb
4. Auxiliary Verb
Intransitive Verb
The Verbs which have no objects are called Intransitive Verbs. As :
1. He goes.
2. Ram wept.
3. The dog barks.
4. The child is sleeping.
In the examples given above goes, wept, barks and sleeping don't have any
objects.
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Transitive Verb
(a) Transitive Verb must have an object. As :
1. He reads a book
2. You play cricket daily.

In the examples given above reads and play have been used as Transitive
Verbs and their objects are book and cricket.

(b) A few Transitive Verbs demand two objects. As :
He gave me his books.
In the example given above gave has two Objects — (1) me and (2) books.
(c) There are some Transitive Verbs which ask for an Object followed by a
complement. Such as:
The boys made Shyam their Captain.

In this example Shyam has been used as an object and Captain has been
used as Complement.

Exercise

Pick out the Transitive and Intransitive verbs in the following sentences
and write the object of each Transitive verb against it :
1. Dogs bark. .
Boys go to school.
The birds flew away.
He asked me a question.
She gave me a pen.
She never tells a lie.
They found her asleep.
School opens at 7 a.m.
9. The teacher taught us a lesson.
10. He washed his clothes.
11.  She loves me.

e Ll L o

12. Hari laughs
13. Ilike reading books.
14.  She cried.
15. You helped me.
Linking Verb
Linking Verbs connect subject to Complement. Such as :
1. Iam a boy.

2. You are a teacher.
3. My father was old.

Note : Linking Verbs only consist of Is, Am, Are, Was, Were are used as Main
Verbs.

 Auxiliary Verbs

Auxilary Verbs help forming the Tense of the Main Verbs. As :



1. Ramesh is playing.

2. She has gone.
Note : In the examples given above is and has are Auxiliary verbs.

Auxiliary verbs are of two kinds : (a) Primary Auxiliaries (b) Modal Auxilia-
ries.

Primary Auxiliaries are three in number : (1) be, (2) have, (3) do.
'Be’ includes - (1) Be (2) Been (3) Is (4) Am (5) Are (6) Was (7) Were.

‘Have' consists of - (1) Has (2) Have (3) Had.
'Do’ takes - (1) Do (2) Does (3) Did.

Note : (1) Pmﬁng'not'aﬁa'PdmaxyAuxi]iaﬁesbeoonmSentenceNegaﬁve.

Such as :

He is not sleeping.

(2) Primary Auxiliaries if put before the subject, the sentence becomes

Interrogative.

Such as : Is he sleeping now ?

Exercise

A. Pick out the Verbs from the following sentences and put them in the g
respective columns of Transitive or Intransitive, given below : |

[o—

COXNAND WD~

The girl slept well.

She picked up the idol.

The cat jumped on the rat.
Theriveris flowing freely.
The man weaves a basket.
He made us fool.

People worshipped god.

She painted a picture.

Kiran appears to be cheerful.
Gagan looked pale and sick.

Intransitive Verb

------------------------------------

------------------------------------

------------------------------------

------------------------------------

------------------------------------

------------------------------------

------------------------------------

------------------------------------

....................................

....................................

....................................

....................................

------------------------------------

....................................
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Communication Skills & B. Find out whether the complements given in the sentences are Subjective

Personality Development or Objective. Write SC for Subjective Complement and OC for Objective
Complement in the space given :

NOTES 1. She found him sleeping. ( )

2. They saw her stealing clothes. ( )

3. We like the honest to be rewarded. ( )

4. Ahorseisan animal. L0

5. The child looked afraid. ( )

6. He appeared to have done it. ( )

7. Raman found Amit asleep. ( )

8. We left him as he was. ( )

9. Kapil remained as he used to be. ( )

10. He got well. ( )

11. The train is away. ( )

C. Frame sentences of your own from the given Verbs. One has been done for
you :

1. appear :  Ravi appeared to be fresh.
BOBIIL ©  eeveeseremcsssssessssescasssisssssnssssststnsensesssnssssinasasasassinsne
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20| The Modal Auxiliaries

Modal Auxiliaries are different from Primary Auxiliaries in several ways. They can't
be used like a main verb. Neither do they help in Tense formation.

Modal Auxiliaries express the attitude of the speaker.

Can, could, may, might, shall, should, will, would, need, dare, must, ought to etc.
are Modal Auxiliary Verbs.

Usage of Modal Auxiliaries
Can - Can is used to show ability, permission and possibility. Such as :

I can speak in English. (ability)
He can win the match. (ability)
Can 1 sit here ? (Permission)
Yes, you can. (Permission)
You can reach Delhi by 8 A.M. tomorrow. (Possibility)
She can complete the work in a week. (Possibility)

Could - Could is used to show ability in Past Tense. It also can be used to seek

permission with greater politeness and express possibilities more strongly. Such as

SRRV
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He could ride a horse in his young age. (ability)

They could work really very hard. (ability)
Could 1 have a cup of tea ? (permission)
Could you allow me to accompany you ? (permission)
The road could be blocked. (strong possibility)
He could come today. (strong possibility)
May/might — May is used to seek permission formally. Such as :
It may rain. (strong possibility)
He may come tomorrow. (strong possibility)
May 1 go out for a walk ? (permission)
May he attend the class ? (permission)
Might expresses weak possibility. Such as :
Tt might rain today. _ (weak possibility)
He might come today. (weak possibility)

Shall/will — Shall is used with I and we and will is used with the rest to express

simple futurity. As:

I shall go to school tomorrow.

He will come from America next week.
We shall learn English.

John will buy a car. 1%

Use of will with | and we expresses strong intention. As :

I will become a pilot.
We will win this match.

' You, he, she, it, they and Nouns when used with shall express hidden threat,
command, instructions etc. As :

You shall complete your homework first. (command)

They shall face the result. (threat)

The school shall re-open on Monday. (Official Instruction)
' Should and Would are used to seek permission with greater politeness. Such as :

Should 1 use your phone ? (permission)

Would you have a cup of tea ? (request)

Needn't — Needn't is used to show something is not required. Such as :
You needn't go there.

He needn't come to me.
Manu needn't trouble herself any more.

Must — Must is used to express strong advice and firm intention or compulsion.
Such as :



You must work hard to succeed. (strong advice)

They must obey their parents. (strong advice)

I must become a pilot. (firm intention)

We must win the match. (compulsion)

She must complete her homework. (compulsion)
Daren't — Daren't is used in the sense of not having the courage. Such as :

She daren't talk to me.

He daren't go outside in the dark.

Ought to — Ought to shows moral responsibility as well as strong advice. Such as

You ought to go to school. (strong advice)
We ought to be honest. (moral responsibility)
People ought to serve their motherland. (moral responsibility)

Exercise

A. Supply appropriate Auxiliary Verbs from the box given below :
daren't, needn't, must, can, may, should, can, could,

shall, ought to, should, shall
| g At not speak in English.
B ossssiciismannd pass the exams
B¢ WM. suiviniinions consult a doctor.
4. Mahima ................... win the match.
5. The programme ................... be postponed ,
6. The Academy ................... remain closed on Saturday.
7. The student ................... first complete their homework.
& MR i obey our elders.
S e be honest to be great.
) T S I use your telephone, Sir ?
B0 I ccicivimaenans harm me.
i AR work so hard to pass.

B. Fill in the blanks with suitable Modal Auxiliaries taken from the
brackets :

- AR REECE you like to go for a walk. (should, would)
e TR TN . iissiennss help the poor. (should, ought to)
E Grcnsmimes you paint a picture ? (can, could)
S - I help you. (can, could)
S Al c.iiioiininn be honest. (should, would)
6. We work so that we ................... enjoy. (may, can)
v g P not go there today. (need, must)

P oA you please speak truth ? (will, would)
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. S S God bless you ! (may, can)
10, Infip .o win the match. (may, might)
PR T (O rain today. (may, can)
7, IR G be kind to others. : (should, must)

C. Use the following Modals in your own sentences as directed :

1. can (ability) : Ican do anything in the world.

2. can (permission) ' O T cosisimissisissianinsonrirsinionsinsessssosns ?

3. can(Possibility) = 1 e

4. may (permission) 2 MAY T coiicccssnensnssisassissssiassosssssasssssnsnses ?

5. may (possibility) = I e

6. might (possibility) @ s

7. must (Srong adViCe) I e s

8. dAalEN't 00 I seesessesssssssssssssssssssesassssessssnssssnessssasnsnsasens

9. ought to (Strong AdVICE) : ..veeicrcrmnmieinniineniensss s




21| Adverb, Adverb Phrases
comparisons and
Intensification

A word that modifies the wearing of a verb, an adjective on another adverb is
called an adverb. The words quickly, very and quite are there for adverbs. In
the following sentences adverbs modify verbs :

They ran fast.
He played well.
They acted promptly to save him.

Adverb placed at the beginnig of sentences sometimes modify the whole
sentence rather than any particular word; as :

Probably he is mistaken.
Evidently the figures are incorrect.
Quickly he escaped unhurt

Kinds of Adverbs
A. Adverbs may be classified into the following categories as per their
meanings :
(i)  Adverbs of time (which show when); as :
I have heard this before.

e—
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We shall now begin to work.
He comes here daily.
That day he arrived late.

(i) Adverbs of frequency (which show how often); as :

(i)

(i)

™)

(vi)

I have told you rwice.

He often makes mistakes.

I have not seen him once.

He always tries to do his best.
The postman called in often.

Adverbs of place (which show where); as :

My brother is out.
Walk backward.
The horse galloped away

Come in.
Adverbs of manner (which show how or in what manner); as :

Ram reads clearly.

The child is sleeping soundly.
Slowly and sadly we laid him down.
The boy works hard.

It may be noted here that this class includes nearly all those adverbs
which are derived from adjectives and end in-ly .

Adverbs of degree or quantity (which show how much, or in what
degree or to what extent); as :

He was too clever.

I am badly prepared.

The sea is very stormy.

I am so delighted.

She sings pretty well.

You are partly right.

Adverbs of affirmation and negation; as :
Surely you are mistaken.

He certainly went there.

1 do not know him.



(viii) Adverbs of Reason; as : Section A : Grammar

He therefore left home
He is hence unable to refuse the charge.

é NOTES
Some of the adverbs and verbs may belong to more than one classes. |

As:

She sings delightfully (Adverb of manner)

The weather is delightfully cool (Adverb of degree)
Do not go far (Adverb of place)

He is far better now (Adverb of Degree)

When Adverbs are used in asking questions they are called inter-
rogative adverb ; as. ‘

Where is Rahim? (Interrogative Adverb of place) |
When did you come? (Interrogative Adverb of time) |

!
How many boys are there in your class (Interrogative Adverb of
number)

How high is Qutubminar ? (Interrogative Adverb of Degree)

B. Adverbs are divided into three classes according to their use :

()  Simple adverbs, used to modify the meaning of a verb, adjective and
an adverb,; as: |

I can hardly believe it.
You are quite wrong.

How brightly the moon shines.

(i) Interrogative Adverbs are used to ask question, as :

Why are you late ?

(iii) Relative Adverbs which refer back to a noun as their dependent ; as

I remember the house where I was born.
It should be noticed that : |

(a) A simple adverb merely modifies some words.

(b) An interrogative adverb not only modifies some words but also |
introduces a question.

(c) A relative adverb not only notifies some words but also refers !
back to some attachments. 131
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C. Forms of Adverbs

Some Adverbs are the same in form as the corresponding adjectives; as:

Adjectives Adverbs

He spoke in a loud voice. Don't talk so loud.

Irfan is our fast bowler. Irfan can bowl fast.

Are you an early riser ? We started early.

He is no better than a fool He knows me better than you
do.

D. Comparison of Adverbs:
Some adverbs like adjectives have three degrees of comparison.

If the adverb is of one syllable we form the comparative by adding 'er’ and
the superlative by adding 'est' to the positive ; as :

Fast faster fastest

Ram ran fast, (Positive)
Ram ran faster. (comperative)
Ram ran the fastest. (supertative)

E. Adverbs ending in 'ly' form the comparative by adding 'more’
and the superlative by adding 'most’ as :

Safely, more safely, most safely

Skillfully , more skillfully, most skillfully

Abdul played skillfully. (positive)

Karim played more skillfully than Abdul. (Comperative)

Of all the others, Ahmed played most skillfully. (Superlative)
F. Formation of Adverbs :

(i) Adverbs of manner are mostly formed from adjectives by adding 'ly’
z 8

clever - cleverly, kind - kindly, quick - quickly.
wise - wisely, foolish - foolishly

Akbar was a wise king.

He ruled wisely for many years

(ii) When the adjective ends in 'y’ preceded by a consonant, change 'y' into ‘'
and add ly'; as :

Happy, happily, ready, readily

(iii) When the adjective ends in 'le’, simply change 'e'into'y'; as :
single ; singly ; double ; doubly

(iv) Some adverbs are made of a noun and a qualifying adjective ; as :
sometimes ; meantime , meanwhile ; midway

() Some adverbs are compounds of on (which are formed by adding 'a’ to
anoun;as:



20| The Modal Auxiliaries

Modal Aucxiliaries are different from Primary Auxiliaries in several ways. They can't

be used like a main verb. Neither do they help in Tense formation.
Modal Auxiliaries express the attitude of the speaker.

Can, could, may, might, shall, should, will, would, need, dare, must, ought to etc.

are Modal Auxiliary Verbs.
Usage of Modal Aucxiliaries
Can - Can is used to show ability, permission and possibility. Such as :

I can speak in English.
He can win the match.
Can 1 sit here ? (Permission)
Yes, you can. (Permission)
You can reach Delhi by 8 A.M. tomorrow. (Possibility)
She can complete the work in a week. (Possibility)

Could - Could is used to show ability in Past Tense. It also can be used to seek
permission with greater politeness and express possibilities more strongly. Such as
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He could ride a horse in his young age. (ability)

They could work really very hard. (ability)
Could 1 have a cup of tea ? (permission)
Could you allow me to accompany you ? (permission)
The road could be blocked. (strong possibility)
He could come today. (strong possibility)
May/might — May is used to seek permission formally. Such as :
It may rain. (strong possibility)
He may come tomorrow. (strong possibility)
May 1 go out for a walk ? (permission)
May he attend the class ? (permission)
Might expresses weak possibility. Such as :
It might rain today. (weak possibility)
He might come today. (weak possibility)

Shall/will — Shall is used with I and we and will is used with the rest to express
simple futurity. As:

1 shall go to school tomorrow.

He will come from America next week.

We shall learn English.

John will buy a car. T

Use of will with I and we expresses strong intention. As :

I will become a pilot.

We will win this match.
You, he, she, it, they and Nouns when used with shall express hidden threat,
command, instructions etc. As :

You shall complete your homework first. (command)
They shall face the result. (threat)
The school shall re-open on Monday. (Official Instruction)
Should and Would are used to seek permission with greater politeness. Such as :
Should 1 use your phone ? (permission)
Would you have a cup of tea ? (request)

| Needn't — Needn't is used to show something is not required. Such as :

You needn't go there.
He needn't come to me.
Manu needn't trouble herself any more.

Must — Must is used to express strong advice and firm intention or compulsion.
Such as :



(vi)

(vii)

(vii)

(ix)

Afoot (= on foot); abed, asleep, ahead, aboard

Similarly there are other adverbs which are also compounds of some
preposition and a noun ; as :

Betimes, besides, to-day, to-morrow, overboard

Some adverbs are compounds of a preposition and an adjective; as:
abroad, along, aloud, anew, behind, below, beyond.

Some adverbs are compounds of a preposition and an adverb ; as:
within, withont, before, beneath

Two adverbs sometimes go together and are connected with the
conjuctions, as :

Again and again (= more than once repeatedly)

By and by (= before long, after some time)

Once and again (= on more than one occasion, repeatedly)
Out and out (= decidedly, beyond all occasion)

Through and through (=thoroughly, completely)

G. Position of Adverbs

@

(i)

@)

Adverbs of manner, which answers the questions 'how’ e.g. well,
fast, quickly, carefully, calmly are generally placed after the verb or
after the object if there is one ; as :

It is raining heavily.
The sheep is going slowly.
He does his work carefully.

Adverbs of place (e.g. here, there, everywhere, on the wall) and of
time (e.g. now, then, yet, today, next Sunday) are also usually placed
after the verb or after the object if there is one; as :

He will come here.

I looked every where.

Hang the picture there.

When there are two ar more adverbs after a verb (and its object)
the normal order is adverb of manner, adverb of place, adverb of
time; as :

She sang well in the concert.

We should go there tomorrow evening.

He spoke honestly at the meeting last night.

Adverbs of frequency which answer the question (after, always, never,
often, rarely, usually generaly) are put before the verbs. As :

His wife never cooks.

I'have often told him to write neatly.
We usually have breakfast at 9.

I quite agree with you.

NOTES
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(v) If the verb is — am/are/is/was, these adverbs are placed after the
verb ; as.

I am never late for school.
He is always at home on sundays.
We are just off.

(vi When an adverb modifies an adjective or another adverb the adverb
usually comes before it; as :

Ram is a rather lazy boy
The dog was quite dead.
Do not speak so fast
(vii) But the adverb enough is always placed after the word which it
modifics ; as :
Is the box big enough ?
He was rash enough to interrupt.

. Exercise

Use suitable words from the list to complete the following sentences :

today, fast, just, leave, hard, daily, yesterday, always, bravely,
well, when, where, how, why, once, harder, exact, at once, often.

1. Sheisrathersad..........
2. Itistrueheran.........
3. Our plane landed ............ at4.
4. He went there ........ccccceueiniranseins
5. The contractor worked ........... tocompletetobuﬂdmgmume
6. He goes to gym in the evening ................
7. He had reached at his uncle’s ............. !
8. s speak the truth.
9. The jawan fought..........cccccceun .
10. Thisisa.....cc..... written article
| PE—— will you come ?
12: et can you find a matching table cloth ?
s are you going to settle his account ?
1 atimniinis do you want to leave Delhi ?
15. She wants to know .............. you have placed her L.L.C. policy.
16. You want to know how ................ he will come
17. The dealer tried totell ............... he got the distributorship of L.G.
18. Weknow .............. he failed in his last attempt.
19. Ihaven’tseen him..........



22| Linking Devices

Read the following sentences :

1. God made the country and man made the town.
2. Our homes are small but our hearts are big
3. Four and four make eight

In the first statement the word and is a linking device between the two sentences.
God made the country. Man made the town. Similarly in the second statement, the
word but links two sentences. While in the third sentence, the word and links two
words. In English grammar, such linking devices are known as conjunction. Accord-
ing to the latter’s definition conjunction is a word which joins/links together sentences
and sometimes words. The advantage of using such devices is that you can join
together sentences and often make them more compact. For example :

(i) 'Ramanujan had not been able to enter Madras University because he
could not matriculate in English’, is a short way of saying instead of

‘Ramanujan had not been able to enter Madras University. He could
not matriculate in English.'

ot
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So,

NOTES -
'The man is poor but honest.'

is a contracted way of saying, instead of :
'The man is poor. But he is honest.

Conjunctions are divided into two classes coordinating and subordi-
nating.

A. Coordinating Conjunctions.

Read the sentence :
Birds fly and fish swim.

The sentence contains two independent statements or two statements of
equal rank on importance. Hence the conjunction joining together these
two statements or clauses of equal rank is called a co-ordinating con-
junction. Hence the definition is, 'A co-ordinating conjunction joins
together clauses of equal rank. The chief co-ordinating conjunctions are

And, but, for, or, nor, also, either ........... or, neither ....... nor,
noteonly ...... but also, both ...... and else etc.
Co-ordinating conjunctions are of four kinds :

() Cumulative which simply adds one statement to another or in other
words join two clauses or similar ideas; such as :

and, as well as, both..... and, not only ....... but also, also.

e.g. He is both intelligent and smart. They are not only wise but also
beautiful.

(ii) Adversative which expresses opposition or contrast between two

statements. In other words those conjunctions that join two clauses of
opposite or dissimilar idea; are called Adversative Conjunctions. Such
as :

but, yet, still, whereas, nevertheless, only, not etc.
For example : |

He is slow, but he is sure.

I was annoyed, still I kept quiet.

! Conjunctions must be carefully distinguished from other linking de-
vices such as Relative pronouns, Relative adverbs and Prepositions

136 which are also connecting words.




(i)  This is the house that Mohan built. Section A : Grammar
(Relative pronoun)

@@ This is the place where he was killed.
(Relative adverb) i NOTES

(i) Take this and give that
(Conjunction)

In the sentence (i) : ‘

The Relative pronoun that refers to the noun house and also joins the *
two parts of the sentence.

In the sentence (ii) :

The Relative adverb where modifies the verb was killed and also
joins the two parts of the sentence.

In the sentence (iii) :

The conjunction and simply links/joins the two parts of the sentence.

(iii) Alternative (Disjunctive) : Those which join two clauses express-
ing a choice between two alternatives, such as, or, otherwise, neither
...... nor, either ........... or, else; as for example :

(a) She must weep or she will die.
(b) Either he is mad or he feigns madness.

A AR AR AN

(iv) Relative : Those that join two clauses, the first presenting a state-
ment and the second sharing an inference; such as : so, hence, there-
fore, far.
(a) All precautions must have been neglected, for the cholera spread

rapidly.
(b) Something certainly fell down, for I heard a splash.

B. Subordinating conjunctions — These are the words that join one indepen-
dent clause with one or more dependent clauses, thus forming a complex
sentence. They are further divided into nine kinds :

(i Time :
Those which form adverb clauses of time. Such as :
when, while, till, untill, or, since, before, after, as soon as, as
long as.
(ii) Place :
Those which form adverb clauses of place such as : |
where, whence, whither. |
(iii) Result :

Those which form adverb clauses of result, such as : so ..... | 137
that.
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(iv) Purpose :

Those which form adverb clauses of purpose; such as :
so that, that, in order that, lest.
(v) Reason :

Those which form adverb clauses of reason, such as : because,
as, since, that.

(vi) Condition :
Those which form adverb clauses of condition; such as :
if, unless, in case, provided that, on condition that.
(vii) Contrast :
Those which form adverb clauses of contrast; such as :
though, although, as, however, notwith standing, that, whether

........... or.

(viii) Comparison :
Those which form adverb clauses of comparison; such as :
D, &5 .o BBy B0 Ssiiinns as.

(ix) Manner :

Those which form adverb clauses of manner; such as :
as, according as, as if, as though.
(x) Apposition :

Those which form noun clauses such as that (it is preceded) by
a transitive verb or a verb of incomplete predication, or a prepo-
sition, or a noun in apposition).

SENTENCE CONNECTORS :

The words which are used to connect sentences are called sentence con-
nectors. These are words like therefore, however, nevertheless. Because
these words connect sentences, either a full stop or a semicolon is used
to separate the sentences they join :

It was too cold; therefore we stayed back. (It was too cold. Therefore,
we stayed at home.) Conjunctions join sentences by coming in the begin-
ning or in the middle, but in the case of the connectors the place keeps

varying.
It was too cold, however, we decided to go out.
It was too cold, we decided, however, to go out.

It was too cold, we decided to go out, however.



Other sentence connectors are : moreover, besides, likewise, Sfurther
more, also, nonetheless, consequently, accordingly, hence, thus.

(Note : Some of these sentence-connectors do not normally come at the
end of sentences. e.g. hence, thus.

A few points about the punctuation of sentences in which conjunctions and |

sentence-connectors are used, have special importance.

1.

Exercise

When two sentences are joined by conjunctions (and, but, so,
yet, for etc.) a comma can be used at the end of the first sen-
tence. (often, no commas are used and many writers treat comma
as optional before and, put, etc, and use them before so, yet,
for, etc.)

When sentence-connectors are used to join two sentences, a
comma at the end of the first sentence is not enough. Either a
semi-colon or a full stop has to be used.

Whereas no commas are used after the conjunctions, commas are
used. after moreover _besides,likewise furthermore,cousequently
accordingly, however. Words like also, therefore, thus, hence,
nevertheless are often used without commas after them but using
commas after them would not be wrong.

A. Join the following sentences with 'and’ or 'but’. One has been done for

you:

1. Meeraisintelligent. Manohar is intelligent.
Meera and Manohar are intelligent.
2. Manuis brave. Saket is timid.

.....

.....

-----

--------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------

--------------------------------------------------------------------------------------------------------
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= Gecmkmpsmhomsmmgoesmbedeaﬂy ....................................

0 mphmeBmphysfmaﬂ ...............................................

. lelsfmdofhmbmmmlsaﬁmmfhm .......................................

n mmﬂ'ebmwm‘appmpm ........................ ....................................
. Shegotupearly ........c.cco.eee could not reach school in time.

TR TP Jeee my son have come to see you.
................... her children has gone to the fair.

. Namrata got the letter ................... did not give it to me.
B E T — Lohit is going to Mumbai.
................... their teacher was invited.

C. Pick out the Conjunctions from the given sentences and write them in the
space provided :

Ramand Shyamloveeachother. =~ s
Ramistallbut Shyamisshort. = e
HiraorMoticouldpullthecart. i
She was punished forshewas guilty. i
Igotlate because it wasraining heavily. i
When the sun shines, itisdaytime. = .
If1 had seen him Imust have talkedtohim. s
Thoughmy friendis poor, heis veryhappy. ~  ccnnnnncininncnnns
Eitheryouoryoursister willbe paid forthis. =~ wccceiennnncicnnns
Neither the boy nor his fathercametome. ~ eenccinnniinneens
Subhaisnotonly tall but sheisalsobeautiful. e
He as well as his wifeis doing thiscourse. ~ cvcncninnnennnnens
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D. Frame sentences of your own with the given Conjunctions :
. But P P SRS S e SIS, S

1
2
3
4
5.
6
7
8
9

10.
11.

.
. For 4 eeetsessreestesererararsssatansrrsensanratnnsennssnrasnnnan

E. In the following sentences pick out the conjunctions :

Nr—tv—-n—-n—-t—n—-n—v—t—p—n
O\OW'-JO\UIJLL»N'—‘O

¥ ® NAnsw N =

Birds fly and fish swim.

He is slow but sure.

I'was angry, still I kept quiet.
Belinda smiled and the world was gay.

Walk quickly, else you will not overtake him.

Hurry up, otherwise you will miss the train.

I'read the paper because I was interested in the news.
I don’t care whether you stay or leave Delhi.

Since you say so, I will come.

. We eat that we may live.

. I'will not see him though he comes.

- Abook is a book although there is nothing in it.
. We shall go since you desire it.

- Imust play here for such is my duty.

. Look before you leap.

. Play while you play and work while you work.
. While you are in Rome, do as the Romans do.
. As you sow, so shall you reap.

. Heisricher than Govind.

. Catch me if you can.
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23| Subject Verb Agreement

' A'verb' is a word that tells or asserts something about a person or thing. Verb

is desired from latin verbum meaning a 'word'. It is so called because it is the
most important word in a sentence. A verb must be in agreement with its
subject in number and person. Often, the verb is made to agree in number with
a noun near it instead of with its proper subject. This is called "Error of
Proximity" This should be decided, and this can be understood with the follow-

| ing examples.

(i) The introduction of tinned milk, canned juice and such other food
items has not been without some impact.

(i) The quality of apples was not good.
(iii) His knowledge of Hindi alphabets is far beyond expectation.

(iv) The state of his business affairs was such as to cause anxiety to his
bankers.

Two or more singular nouns or pronouns joined by and require a plural verb;
as :

Gold and silver are precious metals.
Are your brother and sister at home ?

He and I were eating..



But if the nouns suggest one idea to the mind, or refer to the same person or
thing the verb is singular as :

(i) Opportunity and time waits for no one.
(i) Rice and vegetable is his only food.

words joined to singular subject by with, as well as, etc. as parenthetical. The
verb should therefore be put in the singular; as :

The plane, with its crew, was lost.
English, as well as sanskrit, was compulsory there.

The care, as well as the medicinor was wanting.

Two or more singular subjects connected by or or nor require a singular verb,
as :

Either Shyam or Ram has been here.
Neither Geeta nor Sita was to be found there.

But when one of the subjects joined by or or nor is plural, the verb must be ;
plural and the plural subject should be placed nearest to the verb : as ?

Neither the principal nor the students are present.

Sp—

When the subjects joined by or, nor are of different persons, the verb agrees
with the nearer one; as,

Either he, or 1 am mistaken.

Either you or he is mistaken
But it is better to avoid these constructions, and to write :

He is mistaken, or else I am.

You are mistaken or else he is.

Either, neither, each, everyone, many a must be followed by a singular verb;
as :

He asked me whether either of the applicants was suitable.

Each of these items is found in India
Many a student does not know his marks.

Two nouns qualified by each or every, even though connected by 'and' require
a singular verb; as Every boy and every girl was given a packet of sweets.

Some nouns which are plural in form, but singular in meaning, take a singular
word.

The news is true.

Politics has been his business of life.
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{

The wages of sin is death.

Mathematics is @ branch of study in school.
pains and means take either the singular or the plural verb, but the construction
must be consistent, as :

Great pains have been taken.

The means employed by you is sufficient.

In the sense of income, the word means always takes a plural verb; as :

My means were not enough to meet the expenses.

~ His means are adequate to pay the pending bills. Some nouns which are sin-
. gular in form, but plural in meaning take a plural verb; as :

According to the present market rate, twelve dozen cost one hundred

| rupees.

None, though properly singular, commonly takes a plural verb; as :
None are so dumb as those who will not speak.

A collective noun takes a singular verb when the collection is thought as one
whole; plural verb. When the individuals of which are taken separately of; as

The committee has published its report.
The committee are divided on issue of Sati.

But we must be consistent, Thus we should say :
The committee has appended a note to its (not their) report.

When the plural noun is a proper name for some single object or some col-
lective unit, it must be followed by a singular verb; as :

The Panchtantra stories is still a great favourite.

The united Arab Eirates has a big share.

Major Indian Scientists is an interesting lesson.

Gulliver's Travels was written by Swift.
When a plural noun denotes some specific quantity or amount considered as
a whole, the verb is generally singular; as :

Fifteen minutes is allowed as extra time for each canditate.

Five kilometers is a long walk.

Three parts of the vehicle was left to load.



Exercise

A. Fillin the blanks with the correct forms-of Verbs given in the brackets :

1. Latikaand Mohan....................... friends. (is/are)
2. GitaandAbdul........................ done this. (has/have)
3. Thehorseandcart................... brought. (was/were)
4. Slow and steady ..................... the race. (win/wins)
5. Each book and notebook ...................... been covered.  (has/have)
6. Everyhorseandbullock.......................... examined. (was/were)
7. Agangofrobbers........................ caught by the police. ~ (was/were)
8. Afleetofship..................... sailing towards Chennai. (is/are)
. s won the match. _ (has/have)
1. TBOPOUP .o iiissciiisncinn, trying to do this. (is/are)
11. Nonews ...........cocccvenens good news. (is/are)
12. The fumiture........................ sold to Kritika. (was/were)
13, Thepeople .........ccciiiincsnmnen questions about it (ask/asks)
14. Thecattle...........ccconn....... helpful to farmers. (prove/proves)
15. Malaas well as hersisters ........................ come. (has/have)
16. Not only the queen but also her maids................... walking.(was/were)
B. Fillin the blanks with the correct forms of Verbs given in the brackets :
10 Thegrowmp . a o csise: trying to do this. (is/are)
1. SriKrishnaand Sudama..................... friends. (was/were)
2. Narendra.................... been in Kolkata for a long time. (has/have)
3. TheArabian Nights .................... a story-book. (is/are)
4. Eachboyandgir.................... intelligent. (is/are)
5. Neitheryounorl................... guilty, my friend. (am/are)
6. A choirofsingers.................... giving a programme. (was/were)
[ et scoring runs. (was/were)
8. Myluggage.................... lying on the floor. (is/are)
9. Thepolice................. arrived. (has/have)
10. Maheep as well as his children..................... to come. (is/are)
11. Notonly the students but also their teacher .................. come. (has/have)
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24| Tenses

NP

Tenmsw*mﬁmmﬁﬂﬁmﬁw%:

(1) Tenses & fafte 1, (2) Y% Tense F TeaH,

A3) Tensea}subjwta%Numberqa'person%mvmmmm,

(4) Tense # Subject, Verb ¥R Object, 3K F1 TR Tl FrT FHTA!

mﬁs&ﬁfmﬁwm)%ﬁmmeﬁW(m)ﬁTm
T $1 GE: Tense AEA-T 1 wiwar & ford Subject () 3 Number (F57)
am(w)%mﬁaﬁamﬁmﬂwm)m-ﬁ:ﬁﬁmﬁiﬁtl
7% fafy FeEvel 3 v TRl @ w9 @ 9w

mwﬁmhm%ﬁaﬁmmﬂﬁﬁ.ﬁam +t qd Tense
3R Time W Y™ T St AEEH B

TENSE AND TIME

Tense Verb %1 9% Y (Form) § S Verb gRI =09 %1 3wl Siaedl & §7d 1
| ay
Tm(m)wuﬁﬁfﬁ*qﬁmﬁﬁwhwmmaﬁmmﬁﬂmt
| S v, e, S, R, W, W, o, i A o o #)w fl fe
? ﬁﬂam;ﬁ%ummﬁﬁ-wwﬁmmmwmwm)mm
IR T |
- 1. The Prime Minister visited our city last week. (Past Tense, Past Time)
| 2. The Prime Minister visits our city tomorrow.
{ Or
The Prime Minister is visiting our city tomorrow. (Present Tense, Future Time)
3. Abhishek will have finished his work by evening.(Future Tense, Future Time)
3: 9% ava® & f% faendi Present Tense WS Present Time, Past Tense s
. Past Time @91 Future Tense @ Future Time %1 wel-sif T o R 3% I &
el T @ ¥ SR FE A agd wes frertt

D et




Tenses @t @ Wit ¥ frerfer fear mar ¢
(1) Present Tense  (2) Past Tense (3) Future Tense
IYH F4F Tense H W WR-=R Wi § e frar T 2

1. Simple A1 Indefinite 2. Continuous 3T Progressive 3T Imperfect
3. Perfect 4. Perfect Continuous
T WHR A T 3 x4 = 12 Tenses B ¥

1. The Present Indefinite Tense (Simple Present)

WTensed FA-amli F s d‘ad’, '@, ‘ad, A¢ m &

¥ Tense 1 W4 F9H w07 ¥ ¥ a9t 1 @1 1w @ fvw ek 81 = A §
%,i%ﬁmn,mmaﬁm,mﬁwm%mimmﬁqm
- 3

He plays, They play, I play.

Affirmative (¥flRIeT®) a1 # Third Person ® Singular Subject % WY Verb
% First Form ¥ s 3 es @M ¥ 3R Plural Subject ® ¥4 Verb %1 39 First Form
(o sles) W foman smn
Pattern : (a) Subject (III Person, Singular) + LR L 2 R T TR

(b) Subject (I Person, Plural) +V, el r it

ICTEUT — She plays. They write. Boys play.

First person @41 second person & 9 # &Y verb F1 root form (V) W= g

#

Pattern :  Subject (I/we/you) + Vo

SSMEIOT — Iplay. Youswim. Wesing. You go.

Negative 394l H Third Person, Singular Subject %1 R¥fd ¥ does not + vV, @
Third Person, Plural Subject % 19 do not + V, %1 YaM €T #1 3t ¥R Uwelyou/they
% W9 ot do not + V, %1 WA faramr )

Note : (1) I - Singular 31 <] 9% W9 Plural Verb %1 W& 2 31
(2) Verb 1 First Form %39 Plural (3ga=9) ¥ &1 1 SR—go, come fX)
THAET T % T s W es W 2 ¥ I—goes, comes )
Pattern : (a) Subject (I Person, Singular) + does not + W
(b) Subject (I Person, Plural) +donot + ok RS
(c) Subject (I/we/you) +donot + b A

JGTEIVT —(i) Sarita does not sing. (ii) Boys do not play. (iii) I/'We/You/They do not

swim.

Interrogative a4 ¥ I Person, Singular Subject ® 19 A% =) a3

IR H Does 7ol ¥4 T+t Subjects # W™ 9197 B YR F Do F1 ¥am 5@ £ otk aq |

® 3 o wEeEs fug (2) @ f)
Pattern : Does/Do + Subject + V| +.......... 4
IEIUT —(i) Does Sonal do her work ? (ii) Do girls play in the sun ? (iii) Do we
regard our elders ?
WART (Uses) : 39 Tense %1 War Frfafea seenst & g ¢ -
1. YIWSA ¥ (Eternal truth 31 Universal truth) F1 W19 ¥&e 50 & fog; 99 -

(i) The sun rises in the east. (ii) Water boils at 100°C. (iii) The earth

moves round the sun.
2. T (Permanent) F1 31U W@WE w1 WY T ® R
(i) We hear with our ears. (i) The rose smells sweet.
3. ARA (Habit) F1 4 ¥6 W & fog; 99 -
(i) They usually go to a movie on Sundays. (i) Hari never goes to office late.
(iii) He always comes to school punctually.
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Communication Skills & Note : Simple Present & W19 always, often, seldom, sometimes, rarely, usually,
Personality Development mgugr@,mﬁMvmsmmmmmmmﬁ%meﬂﬁﬂm
Sl =l
4. Wi SEA (Historic Present) 1 v & qun it S a1t IR & g
NOTES N &
(i) Now the battle of Panipat begins. (ii) The batsman takes strike and goes
for a single.

5. 94 Frifem sfreEEn FEEE W T w0 @ fag el ot @ T
(Future time) F 3R Hd HT A T tomorrow, at 4.30 p.m., next Monday,
next week, 3% &1 FaT €N 9 :

(i) We leave Ajmer tomorrow. (ii) The train leaves at 4.30 p.m.
(iii) Classes begin next Monday.

W:mese%mﬁﬁwmaAdverbmsm%’:

(i) in the MOMINGS / EVEMINGS......ccovvrsssssreses anf|

(ii) on Sundays / MONdays...........c.cseses 3|

@ii) each day / night / week / month.........ccoovveveers Rl
(iv) everyday / night / WeeK.........cccoumesee: 3N

(v) always, often, sometimes, usually, generally, frequently, seldom, rarely, never,
regularly, daily, (without past showing group of words.)
2. The Present Continuous (Progressive) Tense
AT e TR A @, WY, @AY, W, WY, W
¥, ‘gon § ol o ¥ W@ Tense s, am, are + ing form of the Verb ¥ wa1 #1 3 :

] am playing. You are playing. Heis playing.
1. Affirmative Sentences ¥ Singular Subject % ¥ is 71 Plural Subject ® WY are

mmﬂmé,ﬂmWﬂou%ﬂﬂamﬂiﬁmammmmiléﬂ:

She is watching TV. Renu is sitting on the stool.
We are playing. Children are weeping.
Pattern :

(a) Subject (III Person, Singular) + is + V, (ing) + ...
(b) Subject (III Person, Plural) + are + V, (ing) + .......
(c) We/You + are + V, (ing) + .......
(d) I+ am + V (ing) + .......
2. PR (Negative) Tl § not ) is, are, am T4 YA & ? ing 9 (form)
& o= o @ #
3d: (i) He is not reading a book. (ii) They are not going to market.
Pattern : Subject + is/are/am + not + V, (ing) + .......
3. weEra® Al ¥ is, am, are B Fal (Subject) ¥ TR TER T I ¢

(i) Is he playing football ? (ii) Are they making toys ?
Pattern : Is/Am/Are + subject + V, (ing) + ....... ?
WA (Uses) :
1. mm@m%mmtsﬂma}mmmmiwwm
W
(i) ] am writing letters. (ii) The child is weeping.

2. T Tense Fi-&4 Fhe @ o ¥ 7d PR sEwE F = A q
W e 2 mwwmmﬁﬂlﬂﬂﬂ’f(wmmw,ncxtweekmﬁ{) I
mTenseﬂ}WWﬂmtl 3

148 (i) My father is leaving for home tomorrow.
(ii) Hari is coming here next week.




3. Fe afvss =t v @R % T going to 1t waT ar 1 OR Tl @ wH

FA F TR T WA F Ay g 21 9 : (i) She is going to lead a new life.
(ii) I am going to see him tomorrow.

UEET : 39 Tense § Fr=fefiaa Adverbials 3@ & 5 93 veum =03 ¥ Teras 2Rt

¥

now, still, today, tonight, these days, now-a-days, at this time, at this moment, at

present, at this instant, etc.
Verbs normally not used in ‘ing’ form

1.

frafafad Verbs 1 W4 @M=raa Continuous form ¥ 7&f Bfr # -

Verbs of perception (TR & wal #I =59 & aweh firand)
see, hear, taste, feel, smell, notice, prefer, please, recall.

TR

(i) I am seeing a picture. (Incorrect)
I see a picture. (Correct)

@) Iam hearing a song. (Incorrect)
I hear a song. (Correct)

Note : Hwa}mmgmmga#a}maﬁﬂﬁﬂmaﬁgm%ﬁmmtlﬁé

2'

Hear, hear ! The judge is hearing the case.
Verbs showing feelings or state of mind (W& 39ar ufss F1 el
N = F At fFad) : want, wish, desire, like, dislike, believe, care, hate,
love, hope, imagine, refuse, forgive, 3%

ST
(i)  She believes in God. (Correct)
She is believing in God. (Incorrect)
@ii) I hate you. (Correct)
I am hating you. (Incorrect)
(i) We wish you success. (Correct)
We are wishing you success. (Incorrect)

Verbs showing possession (Y& a1 3ftFR wefffa 0 art firmd):
possess, own, belong to, have.

ISTEAT

(i) He possesses a vast area of land. (Correct)
He is possessing a vast area of land. (Incorrect)

(i) I have a dozen of horses. (Correct)
I am having a dozen of horses. (Incorrect)

@iii) This horse belongs to me. (Correct)
This horse is belonging to me. (Incorrect)

Verbs denoting the process of thinking (fr=rsficr #1 faftm sEemei =t
h FA Al fFand) : know, feel, think, suppose, remember, forget, recollect,
mind, recall, understand, mean, realise.

IEL0T—

(i) He knows reading and writing English. (Correct)
He is knowing reading and writing English. (Incorrect)

(@) I remember how he led his past days. (Correct)
I am remembering how he led his past days. (Incorrect)

(i) He thinks that you are an honest man. (Correct)
He is thinking that you are an honest man. (Incorrect)

(iv) She is believing in God. (Incorrect)

She believes in God. : (Correct)
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Communication Skills & (v) He is knowing English. (Incorrect)
Personality Development He knows English. (Correct)
Note : TR 3 amwa, Tl a1 ¥l %1 =4 H0 Al 49 Fhael 9 ¥4 ing
o § @ S s @ ase s 8l S
NOTES (i) The doctor is seeing the patient. (see = W9 )
(i) He is seeing me today. (see = o)
(iii) The doctor is feeling the pulse of the patient. (feel == firem)

3 The Present Perfect Tense
7 Tense have 31 has @91 a1 ® Third Form ¥ w7l &1 3 :

| (i) I have done the work. (ii) He has learnt his lesson.

sk ¥ s W @ Praw
. 1. I Person, Singular Subject % ¥ has + V, @4 Third Person, Plural Subject &
‘ W4 have + V, HWW%IIWeWYou%W"ﬂhave+V I
(1) Ram has written a letter. (2) They have gone home. (3) I have taken tea.
Pattern : (a) Subject (IIl Person, Singular) + has + V; + .ccceveee.
; (b) Subject (III Person, Plural) + have + V, + ...ccccceeee
(c) Subject (/We/You) + have + V, + ..ccoevvnene.
| 2. e, 20 4 not 1 S haverhas 2 o1 o % A 3 A 4
’ (i) He has not taken food.

\ (ii) I have not learnt the poem.
. Pattern : Subject + has/have + not + V, + .ccceeeeve.

| 3, marwamﬁﬁhavemhaswmsmectﬁmﬂm%mg@ﬁmm
| WSub]ectﬁ‘ﬂﬁﬂﬂT%I
(i) Have you learnt your lesson ?
L (ii) Has Sita sung a song ?
. Pattern : Has/Have + Sub + V, + .o, ?
lﬂh"l (Uses) :
| L =9 Tense 1 WM T Fd & g gar €, S onft vt o @ T g AN
@ﬂlﬁfﬁigm]mLmenﬂy,ﬂmdyﬁmﬂ'a%laﬁ
(i) He has just gone out.
(ii) He has already explained his problem to me.
(iii) T have recently read this novel.
= T Tense F1 WA 37 &1 & foe g & S oee § R & ™ 8 W I I9E
adam gaa # o fear W e /-
(i) He has cut his finger.
T A Ineht we o & (W I o g ow® W R
(ii) The Chetak Express has arrived.
f; o N o 9 ¢ (3R anft ff 7w wewd w )
uﬁrﬁ T4 Tense WY Fa9F Hie $1 9y FAF A SR already, just now,
; recently, so far, lately, yet, this week/month/year, Sf% &1 WaIT € 81 3 :
(i) He has saved 200 rupees this week.
(ii) My sister has not got up yet.
;; (iii) Have you seen my mother lately ?
4, The Present Perfect Continuous Tense
W wE S T g e Y IR @ T i o i fa g8 o wow g
' 91, Present Perfect Continuous Tense ¥ ¥Ifi e W@ 2?1

LN
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1. Third Person, Singular Subject % §¥ has been + V, (ing) 791 ¥4 A%t Subject 3
T have been + V, (ing) 1 AT ¥ 1 HFR T A B 4 ¥ for/since B
R w9 T gen e B
Pattern :
(a) Subject (III Person, Singular) + has + been +V, (ing) + object + for/since + time.
(b) Subject (III Person, Plural)+have+been+Vl (ing) + object + for/ since + time.
(c) Subject (I/'We/You) + have + been +V, (ing) + object + for/since + time.
SR : (i) I have been reading for two hours.
(i) He has been working since 3 O’clock.
(iif) They/You/We/I have been playing since noon.
2. fweT sl d not 1 W9 has/have 3l been ® 757 B §1 39 .

(i) He has not been living in this house for four years.

(ii) They have mot been playing since momning.
Pattern : Subject + has/have + not +V, (ing) + .........

3. yvaras a4l | has T have F1 W4T Subject (Fdl) ¥ Yeet B 1 3

Have you been learning your lesson for two hours ? '

Has she been teaching in this school for twelve years ?
Pattern : Has/Have + Subject + been +V, (ing) + ........ ? |
w4 (Uses) :

T Tense 1 WA U & & fog dn @ S oot F stoew gen @ iR o oft
SR 1| $9 Tense ¥ WHA: for/since (3ifFrarda: 78Y) & 9k ¥ 9wy X4 g 31 afz awg
T f&an g @ @ 9 Present Continuous Tense ¥ WA w1 81 Frfefiay aal &1 |
3fEe:
(i) It is raining. 991 B Wt }1 (Present Continuous Tense)

(ii) It has been raining for two hours. 991 3 w02 ¥ 7 @t &)

(Present Perfect Continuous Tense)
UEE : ¥§ Tense ¥ since 3R for F1 WA € B1 since F1 WA Fiftaa WHE (point
of time) % Y T for #1 WA WHT # 3@ (period of time) & 7T B

e A AR A AR A S

19
(i) Hari has been playing with a ball for two hours. (period of time)
(ii) Sita has been reading her books since morning. (point of time)

5. The Past Indefinite Tense (Simple Past)
T Tense 1 YA YHIcii1 HIAl (actions), Weiad, WA Frafi &9 @ 1 wa:
B Al aW gal # e w0 fe i 819

(i) He broke his leg in an accident. (happening)
(ii) She wrote letters to her mother. (general action)
(iii) Abhishek always went to school in time. (habitual action)

1. Affirmative Sentence ¥ & fT st Subjects ® WY Verb # II Form 1 ¥4
fean S 1 S: (i) She wept. (i) They went home. 3f%I B

Pattern : Subject + V, + ........

2. Negative a9 Subject & 1% did not + V, 1 T R e E S
(i) She did not weep. (ii) They did not go home.

Pattern : Subject + did not + V, + .........

3. 99 % W0 ¥ Subject ¥ Y& Did 791 991 ® I H YEES 95 (7) T@H
Interogative Sentences Y W §1 & (i) Did you go there 2(ii) Did she write
any letter ?

Pattern : Did + Subject + V, + ....... ?

¥ Tense @ fafiry warit =t 4 frar ¥ qwgmrn w0 R

-
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|

WA (Use) :

1. 39 Tense &1 AN Yot § €F A W A1 WU H o w6 % fag fEa
S #1 99 39 Tense &1 AW BN & A A § R v (Word) W1 A
(Phrase) & 0 YEHA ® WG B A BRA I S
(i) He worte a novel last year. (ii) India became free in 1947.

2. T e F AR T B G TIE o R
(i) Madan always sang in the morning. (ii) Whenever Hari went out at night,
he carried a torch.

| 9 : used to F1 WA S S F A FAH B g B 8, WY Te T A

mmtﬁﬂmﬁﬂ?ﬂlﬁﬁﬁﬁﬁmﬁ?ﬁlaﬁ:mhcwas
young, he used to play cricket.
3. (a) T, SfUeR @ @Y FaA % 314 # Verb have' % Second Form (Past
Form) had &1 War e s &1 99 -
(i) Once my neighbour had one dozen cows.

(ii) She had no money to buy vegetables.
(iii) Had he really seven horses ?

(b) Verb ‘have’ F I3H® 4l (Tfireysfmr/aey) & e & ww
ﬁ,ﬁ,ﬁ,wmmﬁﬁmmmé?ﬂﬁﬂ}N@aﬁmﬁ
hmgaﬁvealﬁﬁdidwmmm%lﬁ#:

(i) She had lunch at 1 p.m.

(i) She did not have lunch at 1 p.m.
(iii) Did she have lunch at 1 p.m. ?

qgd™

@ YER @ A § Preffaa Adverbials F1 W fRa W R

last night, last year, last month, last week, long ago, some time back, yesterday, once, in
2001, I '

6. The Past Continuous (Progressive) Tense
W FE ® G Y TR o ¢ e d e[ S o1 SR g T e a9
=0 e @ A w ER T ) sty @ gee-fag T R g w1 7 TR
2 ol @ o H ‘e ar, ‘@ &, ‘<@ &, A 1% IR €1 S : (i) He was playing.
(ii) They were flying kites.
1. Third Person, Singular Subjects T I % W1 was + V, (ing) F1 Warm &t & aen
W9 W THR F Subjects WY were +V, (ing) F W fF S 1
Pattern : (a) Subject (III Person, Singular) + was + V| (ing) + ......
(b) Subject (I) + was + V, (ing) + ......
(c) Subject (III Person, Plural) + were + V, (ing) + ......
(d) Subject (Youw/'We) + were + V, (ing) + .....

JqIel ¢
(i) She was reading. (ii) We were laughing.
(iii) I was sitting. (iv) They were dancing.

2. Helping Verbs—was/were @1 Verb #® ing Form % 9 not T&@® Negative

sentences ¥ WA €1 9 : (i) He was not playing. (i) They were not dancing.
(ii) We were not laughing.

| Pattern : Subject + was/were + not + V, (ing) + ......

3. YeEEE gl § was aﬂtwmaﬁstxbjectaha@rmﬂi‘lﬂﬁ:
(i) Was he playing ? (ii) Were these boys washing their clothes yesterday ?

i Pattern : Was/Were + Subject + V| (ing) + ........ ?



WERT (Use) :
L. R RFE s Tt A gea i w e .
(i) He was lying in the sun. (ii) They were playing in the field.
2. T W@ W wE & fow ot B R S e ¥ w9 99 ow o @ @ ek

3 e w0 FE R g W W R v @ o S g W @ s 2
Simple Past Tense %1 W4T %@ § a2 T8 Clause ¥ & 9 @1 &) 399 Past

Continuous 1 W4T FW@ T 34 :

(i) Mahesh was reading a novel when I went in.
(ii) When the war began, I was living in Kolkata.

T ;T UER F A W S fafre weem e, wg 3 el F at that

time, at that moment, those days, then & Adverbials 3T &
7. The Past Perfect Tense

T Tense % ATl § e g & 5 1 %1 v gy e T A T )

9 & FH g oA, g A, R, R A, el v v
#
1. W% Subject® WY had + V, 1 WA & 7 Al F = o #1 9 ;
(i) Mahesh had done his work. (i) She had done her work in time.
Pattern : Subject + had + V_ +......

3 Negaﬁveam‘fﬁnom’?hadmmvm (7= fiean) & &9 A wE &) 9 i

The poilce had not reached before the thief ran away.

Paﬁem:Subject+had+not+V3+ .......

3. WEF 9 9 had 1 Subject ® e WA H@ T 949
Had the match begun before you arrived at the ground ?

Pathern:l-lad+subject+v3+ ....... ?

!ﬁ'l'l(Uses):

1. ¥4 Tense % ¥4 0 w1 & forg gan & it spoemrer o forelt gt ot @ weet wura
® T g wiq St F Teet @ S 8, IW Past Perfect Tense FT W4 B 81
Sit 9 H ¥l ¥, 39 Simple Past Tense 1 FarT €1 81 ¥ < ol ) e
% 1T before, when, after, 3% Conjunctions 1 Wt gy 21 3 -

(i) Mahesh had written the letter before I entered his room.
‘Mahesh had written the letter’'— %% /& Tea @ura gl
‘Ientemdhisroom’—'ﬂﬁﬂﬁmﬁga'ﬂl

(i) The students went to school after it had rained.

(iii) When the bell rang, we had finised our work.

Note : @ 3 4 W9-919 & @ & & 2 ¥ Simple Past Tense #1 ¥ %@ 21 34:

As soon as he saw the police, he ran away.

AP Bl et TN B AT 9 Tense F1 wa T B wwan
I had finished my work yesterday. (Incorrect)
I finished my work yesterday. (Correct)

2. ¥4 Tense H1 WA T Conditional Clauses ¥ ¥ # fored v srepret o 4t 7 g8
Bl
If you had reached the station in time, you would have met your friend.

AR T T W RIA R T B A R o e fore o g (S e @
fam)

3. YT (Past Time) %1 freft 31qol 551 =t =/ ) & RTT 36 Tense &1 WM wish,
would sooner/rather, if only, as if, as though % &% Bk #1 9
@ IwishIhadn’ttelephonedha(:IamsouyItelephonedher).

(i) If only I had seen the thief ( = but couldn't see).

ST ee—
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Communication Skills & (i) He shows/showed as though he himself had caught the thief (= but he
Personality Development didn't do so).
8. The Past Perfect Continuous Tense
T Tense & T | Y2 o € F6 & e § fRd o =R T AR 6
NOTES < @ e § FE W w W g R g
1. 5% %l @ W9 had been T 541 ® First Form® 31 ¥ ing T &1 Ffesm
T[T (point of time) ® AT since 71 WHA Ft (Y (period of time) F AT for
F W FW T W
(i) He had been studying for two hours last night.
(ii) I had been walking in the park since yesterday morning.
| Pattern : Subject + had + been + V, (ing) + object + for/since + V, (ing) + time.
{ 2. NegaﬁveSentencesﬁhadﬂ}iﬂ’{beenﬁ‘lﬁnotmﬂ?I@:
] It had not been raining today since morning.

| Pattern : Subject + had + not + been + V, (ing) + object + .......

| 3. e A A had W @ e TR O

| Had your brother been buying some books for two hours yesterday ?

Pa!tern:l-lad+subject+been+vl(ing)+object+forlsince+ﬁme+ ....... ?

. WART (uses) :

1L T e AR S R e @ S e F fftea s o Sl @ S

| ¥™ 9A: since A for 3 ¥

| 2. @ YR Present Perfect Continuous Tense 1 WarT giar , 361 W ¥ o1t

: % % @ fAY Past Perfect Continuous Tense 1 W &l 21

§ 9. The Future Indefinite Tense (Simple Future)

| 29 Tense ¥ W B & FF o1 wfasy § @M vdS A d = A WA A’
i weg o ¥ |

1. 17 we ® W9 shall + V, %1 ¥a FW § a1 99 T+ Subjects W will +

|V, T@ Affimative Sentence ¥ 4 ¥ S :

(i) I shall go to Mumbai with you tomorrow.  (ii) You will go to market.
(iii) He will do it.
Pattern : (a) Subject (/we) + shall + V, + .......
(b) Subject (¥ TH) + will + V| + .......
3 gesagvemaq’fﬁwmwshan#:mno:mmmvmmﬁmsomﬂmﬁ
| :
(i) He will not help you. (ii) I shall not play with you. (iii) They will not come here.

. Pattern : Subject + will/shall + not +V_ + ........

i3, wﬂﬁmmmﬁ%mm%mmmtlﬂﬂ:
(i) Will you write a letter to your mother today ? (ii) Shall we read English tomorrow?

Pattern : Will/Shall + Subject + V, + ........ ?

WarT (Uses) :

1. wirs W fedt R @ €9 & AT 39 Tense o ¥4M Bl 81 4 :

My son will become a doctor next year.

2. W& ¥ Clauses SRS i 1 99 F7Q € 9 @ ¥ Future Tense 01 TN A
Present Tense 1 W4IT 2l €1 9 Clauses # ¥9% %7 919 €1 & 7 Present
Tense 3TATI WERUEAT when, whenever, while, before, after, as soon as, until,
unless, in case ® T¥SIq Future Tense %1 WA T&f @i S :

(i) When he comes, I shall go with him to the markgt.

154 | V4 9% AT @ ¥ IS WY TR S




(i) I shall wait for you until you come back.
S| 9% U a™ TE et F g wdten wem

Note :

(1) T & 3 clauses ¥ Future Tense amar 2, Wy st & dar 78F @

(2) First Person (I 71 we) % W% F¥=7 (determination), ST (intention),
offer ¥&a T& 741 WA (promise) @ B faw will =1 w3 B 31
Tt T R (order) T YHHT (threat) ¥ B AT Second T Third Persons
H will # ™M W shall F1 ¥4 F@ § 39:

(i) We will fight against injustice. (Fre=m)
(ii) I will help you as much as I can. (ufaam)
(iii) He shall clean the room. (3_w)
(iv) I will bring tea or coffee for you whichever you like. (y=mE)

TEET : 39 Tense ® ag o HHIYEF VR tomorrow/next day/next week/next month/
next year/in a few days/never/always, 3% &1 WM: W 2 &1

10. The Future Continuous Tense
W HE F A 4 9@ e ¢ et F 9% o9 ot °@m o s @ gl
% o W ‘A, W, R e, ik us o §1 3 el ¥ o @ oaR
ST @ %1 §a T fean 2 1 9@ Tense, shall be ¥ will be + ‘ing’ form of the
Verb ¥ a1 81 98—

He will be reading his book at night.

1. 1,we%mshaubeamﬁqwm$mwmbemgmma}m
Form # ing Wig 3@ ¥ S : You will be learning your lesson at this time
tomorrow.

Pattern :

(a) Subject (I/we) + shall be+Vl (ing) + .......
(b) Subject (¥ |H) + will be + V, (ing) + ......

2. Negative I ¥ shall not be, will not be ®1 ¥4 <3 §1 3% e 74 fFal
F ‘ing’ ®9 %! ferad ¥ 39 : They will not be wating for you.

Pattern : Subject + will/shall + not + be + V, (ing) + object.

3. gvEras 99 9 will/shall F wdl ® T W@ @ § 99

Shall I be singing a song at night ?

Pattern : Wn]llShall+Subject+be+V1 (ing) + object + ....... v ¢

WA (Uses) :

. 9 Tense 91 WM O % & fog g ¥ & i o amow o 9@ w99 @@
R @IS
Kailash will be waiting for me at the station.

2. ¥ Tense H1 W4 W F1 & fo eien @ Wt wiyss @ faw weet @ fiftea e
T S
We shall be holding a meeting in the hall tomorrow evening.
T FA G B W UH 9 R w

UEST - at this time tomorrow / at this moment tomorrow.

11. The Future Perfect Tense -
W FE® T W v o € R wE v F v @ g9 e o A
% ¥ g, g, g, ol ws R §

1. L, We® ¥ shall have TN He, She, It, They T Third Person % ¥t Subjects
% WY will have T Verb &1 Third Form WA @ & 39 :
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(i) She will have cooked food by 2 p.m.

(ii) I shall have done this work by noon.
Pattern :
(a) Subject (I, We) + shall have + V, + object + by (time)/by the end of (time).
(b) Subject (§ &) + will have + V, + object + by (time)/by the end of(time).
2. Negative al d shall/ will % 9% pot TR ¥ 9 :

He will not have reached Mumbai by two o’clock ?
Pattern : Subject + will/shall + not + have + V, + .ccccvevvnnnee
3. gy il § will 4 shall FY Subject ® TER TER ¥l I :

Will he have reached his village before Sunday ?

Pattern : Will/Shall + subject + have + V, + cccccovennens >

WA (Uses) :

1. 9 Tense 1 WA ¥® & B fau g 2 st wirsy # et Freifts W o S
ﬁﬁ*"ﬂlﬂﬂ:

He will have returned home by next month.
2 ¥4 Tense ¥ Wi WG Clauses 3 W19 Wt € #1 9 Clause w7 wawn &,
3w Simple Present Tense %1 AN giar #1 3 :
I shall have bought the book when you come back.
Or When you come back, I shall have bought the book.
Nmzmmwcﬁmecmuse)aﬁam%mmﬁshmﬁﬁmm
@ T ¢
uﬁm:m:swm’faﬁmﬁmmﬁnymmemsymeendof(ﬁm)ﬁmm
o 31 9
(i) They will have finished their work by evening.
(ii)Weshal]havemadcﬂlisbuildingbytheendofMarch.
OrBytheendofMarch,weshallhavemadethisbuilding.
12. The Future Perfect Continuous Tense
9 Tense & Al § S 1 wReEq Fe § 9 @A T w0 7o W f W
o fe s &) A @ o § @, i, e, e, @ e,
;?M',‘ﬁﬁﬂ','mﬂh',‘mﬁn',milmﬁmdﬁﬂmﬂmm
Note : 30 Tense § since &1 ¥am &l g #1
1. Affirmative 3 % I, We % H shall have been a1 3771 Rt il % W1 will have
been TR FF41 ® First Form o ing & 33 & 94 :
) He will have been walking on the road for two hours.
(ii) We shall have been staying in this city for many weeks.
(iii) By December 2007, we shall have been living in Jaipur for four years.
Pattern :
(a) Subject (I, We) + shall have been + V, (ing) + Object + for + time.
(b) Subject (39 |eft) + will have been + V, (ing) + Object + for + time.
2. Negative &%l # will/shall % &% not T L CF
Naresh will not have been reading for two hours.
3. wEEE A § w5 @ wd W G willishall B fered 1
Will they have been sleeping for three hours ?
WA (Uses) :
9 Tense &1 WA e ¥ frdt v iy 7 10 @ @ & @ forg g



MORE ABOUT VERBS

1.

i & W&t 0w W@ FE @ fAY a9 Y% TS # T Tenses 3 S

Frfeafas aml # =@ § @ sEws
had better, would rather 79 let % W19 31  First Form 1 ¥4 @ &1 99 :
(i) You had better wash your face. (ii) You had better start earlier.
(iii) I would rather stay at home. (iv) Let me go.

fF =1 9% &9 9 wdl @ F@ F @A 7 @ i Fal w6 w1 B wEd
7 &%¥, Infinitive FEET 81 3 Verb ® First Form® & to %1 Wi @ #1 3
(i) He goes there to read newspapers. (ii) He will go there to read

newspapers.
(iii) He went there to read newspapers.

Note : ¥ a4l F to read Sfad=viie 21 fg @ fFaeil 3 9% Infinitive F1 T

o to @ ot Bl &1 =7 el F @ w3 feand, dare, need, hear, feel, know,
make, help, let, bid, see ¥ 39

(i) Please help me lift this box. (iv) She heard me sing.
(ii) You need not worry. (v) Let me read.
(iii) The Principal bade him go. (vi) Let us play now.

94 Simple Present %1 Future % 314 ¥ W4RT 1 4 in case, unless, if, when, as soon
as % WY Verb F1 First Form 31 §1 3R Subject THa= & A fiFd1 & @19 s a1
es Wi faan wtran &1 9K :
(i) In case I forget, please remind me to clear your bill.
(ii) Write down my name in your diary in case you forget.
(iii) Take an umbrella with you in case it rains. .
(iv) You will not pass unless you work hard.
(v) She does not take tea unless her mother asks her.
(vi) When I finish my work, I shall go to bed.
(vii) He will teach you provided you pay him the money he asks for.
Have, get, make, cause ¥R Causatives §1 919 &dl @4 &4 7 F@ W ¥ HUa
% A ¥ Causatives F1 Wi #in 81 T firn 9 Rufy 38 YR Bt 2
(a) Sub. + get/cause + doer + Infinitive + Object.
(Active Form)
(to get/cause someone to do something)
(i) He got a workman to whitewash his house.
(i) He caused a washerman to wash his clothes.
(b) Sub. + have/make + doer + Verb 1 First Form + Object.
(Active Form)
(i) I have my sister stitch my shirt.
(i) He made us laugh in the class.
(c) Sub. + get/have + Object + Third Form of the Verb + by (doer).
(Passive Form)
(to get/have something done)
() She had her chair repaired by a carpenter.
() Igot my shoes polished by a cobbler.
(i) You have the plants in your garden watered by the gardener.
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(iv) I shall get a letter delivered by the postman.
Without, on, for, of, need, help, mind, by, instead of ¥ Verb® First Form ¥ ing
mﬁtl 349
(i) He ran without stopping.
(ii) He posted the letter without writing the address on it.
(iii) He kept on singing.
(iv) She got good marks by working hard day and night.
(v) I do not mind your smoking.
(vi) Instead of wasting your time, you should play any game.
(vii) She could not help weeping.
(viii) Her hair needs cutting.
I's time & WY Verb #1 feorftt 30 YR Bt 2 :
(i) It’s time you went home. 78 ¥ TWa § W@ gH W V|
(ii) I’s time for you to go home. 3T T H & fog gt fog =& W& v 2
7 A T SRR TR
Lest @ aafer # @t Hdisl & @K should + Verb %1 First Form 3T #1 34 :
(i) Walk carefully lest you should stumble.
(i) Work hard lest you should fail.
(iii) You have to be careful lest you should miss the chance.
As if &1 W ST @ e F B 21 asif B WK AR Fdl B qK WAz were I T
ﬁ?ﬂil ¥
(i)HewaIksasifhewmdmnhmaE'W:ﬁﬁR?ﬁ%,Wﬂﬁ'ﬂaﬂ
@ 2
(ii) She is walking as if she were lame.

Note : as if ® 1% were Fre1 feufa & & smm :

10.

(i) He was trembling as if he had seen a ghost.

(i) The conductor waved his hand as if he had gone mad.

While (‘5@ @& f&' @1 ‘S@') 1 WA ‘of during the time that' F I H
Subordinate Clause #1 Principal Clause ¥ Sig? & fog € #1 s sl &1
i § Wra: orafe w1 o Fifed B 31 while ® e W iR TR €t &1
3[d: 9% WA: continuous tense ¥ BT &1 I :

(i) While it was raining, I put up my umbrella. (i) Let us stay here, while it is
raining.

(iii) Do not disturb me, while I am reading. (iv) While reading, I fell asleep.
So that (Fra fiF, k) ¥ o1 oA =t sva@™ ¥ will/can/may (3R so that
G&@ Present Tense £) &1 Wi H® ¥ 3R 3R so that & T Past Tense &
would, might, could 1 T FE TS

(i) We eat so that we may live.
(ii)Mymoﬁxcrlightedthcgassothatshecouldmaketea.
(iii) He is working hard so that he can get first division.
(iv) We eamn so that we may live comfortably.

e ——



11. R 3 Singular Subjects &t a9 & and ¥ 98 @ o 3K 3 & swm-em =hE Section A : Grammar
A1 TG B ¥F@ FW § A I WA Verb F1 Plural Form M fFan smar #1 weg
and ¥ Y8 ¥ Singular Subjects T F R AT N ag B R gF A R & @
7% WY Singular Verb F1 W4 g 81 9

(i) The cashier and the accountant have gone. . § MNOYES
(i) The cashier and accountant is on leave today. %
ITYF A (i) T (ii) B T 99 [ Q 9few) A9 () F o 7 & ¥ cashier
3R accountant R srem-3rer wafts ¥ ol Sl ==t R ¥ I T WY AEE F
R st Ut <en F cashier 99 accountant S | TER ‘the’ article 5w g
#1 7@ favda (i) s § warn v # 5 cashier 3R accountant TF & =fE B
a: 6 ol G # R s article ‘the’ Wt T @ aR g% @
EXERCISE 1.
Write the letter of the correct answer (A, B, C or D) in the brackets :
L I have my clothes ......... by my mother.
(A) wash (B) washes (C) washed (D) to wash  ( )
2. He ate all the fruits without..............
(A) stops (B)stopped  (C)tostop  (D)stopping () |
3. She kept on.......... clothes in her room. !
(A)stitching ~ (B)tostitch  (C) stitches (D) stitched ( ) |
4. We heard her......... a song.
(A) to sing (B) sing (C) sings (D) sang .- )
5. I requested him to let me.......... my home.
(A) went (B) go (C) goes (D) to go (%3
6. Rahul and Pramod.........real brothers.
(A) are (B) is (C) was (D) will be SEEF
7. The thief entered the room and.......... all the ornaments.
(A) takes (B) had taken  (C) taking (D) took away ( )
8. He went on........... the fence the whole day.
(A) whitewashes (B) whitewashed (C) whitewash (D) whitewashing( )
9. He could not help ..........cceveuue.n. that side.
(A) looking (B) looked (C) looks (D) to look ( )
10. Instead of ...... his books, he gave them to Ram free of cost.
(A) sold (B) to sell (C) selling (D) sells )
EXERCISE 2
Fill in the blanks with the appropriate forms of the verbs given in the brackets :
1. The train.........cc (stop) before I came.
s B ciijinii s (go) out just now.
3. The farmer.............. (work) all day.
| R (come) an hour ago.
I ¢ TGSt (fall) asleep while reading. 159

6. I shall see him when he .............. (return).



Communication Skills & 7. A barking dog seldom .............. (bite).
Personality Development 8. The Ganga .............. (rise) in the Himalayas.
9. He......iieeead (sell) newspapers in childhood.
10. Lot (do) my homework before it was dark.

NOTE
OTES | 11 They werecnn (swim) in the river.

=
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EXERCISE 3.

Fill in the blanks with the appropriate forms of the verbs given in the brackets :
L Bsccfinessd (go) to U. S. A. last year.
% X SN (paint) the gate last year.
iy REERe S (help) him several times already.
We.ihad (work) here since 2000.
.............. (teach) Sanskrit for a long time.
Rt (wait) here for two hours.
. Next year we.............. (live) here for ten years.
Dr Radhakrishnan was greatly.............. (influence) by the ideology of Deen Dayal
Upadhyaya.
9. HLiidoo (be) the king, I would work for the welfare of humanity.
‘ 10. Whether you.............. (be) here or there, I will always help you.
11. Unless you send a telegram, I .............. (not come).
12. If Mohan gets good marks, he.............. (get) a new bike.

| EXERCISE 4.

‘ Fill in the blanks with the appropriate tense of the verbs given in the brackets :

| @ Atthe moment Manisha and Rekha............. (work) in front of my house yesterday.
They ..c.idis (mend) a water pipe. The man on the left ............ (have) a bidi in his
! hand. The water .............. (come) out of the hole; the water ........... (run) down

®© N R W
&

. (ii) There are some huts here. Everyday some of the people living in the huts ..........
(eat) their food outside the hut and ............ (throw) all the garbage on the road.
They do not ............ (keep) the place clean.

(i) Mohan ............ (leave) India in 1998 and ............. (go) to the United States. He

.......... (be) in the States for nearly six years now, and he ............ (be) very happy
there. But his old mother in India is not happy.

i (iv) Mohan's e i (die) two years ago, and Mohan's mother ........... (be)
! lonely since then. She ............. (not see) her son since 1998, and he ......... (not
write) to her for over six months. She .......... (make) up her mind to go to the
States, but she .......... (not get) enough money yet for the far. She ........... (save)
i only Rs. 20,000/ but the journey will cost more.

. (v) My brother ........ (read) a novel last night when he ......... (hear) a noise in the
garden. He ........... (open) the window and .......... (look) out. It ........ (be) very
dark and he could see nothing. But just as he ............ (shut) the window, he ..........
(see) a man. The man ......... (try) to climb over the wall. He ........... (be) a thief.
When my brother saw the thief, he .......... (jump) off the wall and .......... (run)

160



away. My brother ......... (go) out and ........... (run) after him. Just as the thief

.......... (jump) into a standing car, my brother .......... (catch) him.

) I........ (study) in this school for two years and up tonow I ......... (have) no
difficulty in satisfying my teachers. Last week one G T (take) leave from
the school and ............ (go) to see film. I .......... (enjoy) it very much.

(vii) It is hightime he .......... (do) some work on linguistics. Otherwise, he may not
......... (give) the appointment by the Director.

Answers

EXERCISE 1.

L.(C), 2.(D), 3.(A), 4.(B), 5.(B), 6.(A), 7. (D), 8. (D), 9. (A), 10.(C).

EXERCISE 2.

1. had stopped, 2. has gone, 3. works, 4. came, 5. fell, 6. returns, 7. bites, 8. rises,
9. sold, 10. had done, 11. swimming, 12. is raining.

EXERCISE 3.
1. went, 2. painted, 3. have helped 4. have been working. 5. has been teaching,

6. have been waiting, 7. shall have been living 8. influenced, 9. were, 10. are, _

11. shall not come, 12. will get.

EXERCISE 4.

(i) were working, were mending, had, was coming, was running. (ii) eat, throw, keep.
(iii) left, went, has been, is. (iv)died,hasbecn,hasnotseen,tmsnotwﬁﬂen,ismaﬁng
up, has not got, has saved. (v) was reading, heard, opened, looked, was, was shutting,
saw, was trying, was jumped, ran, went, ran, was Jjumping, caught. (vi) have been
studying, have had, took, went, enjoyed. (vii) did, be given.

O
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25| Common Errors

To error is human and more so when people learn to speak and write a foreign
language. We are 'found to commit errors.' In English, there are certain com-

| mon errors that creep in. It is not possible to enumerate all the common errors

that we come across in day to day dealing, nevertheless the readers would find
out the most common errors that happen in parts of speech.

(A) Common errors in the use of Nouns and Pronouns :

@ Words like book table flower and apple are 'countable nouns'. They are
things that can be counted. Such nouns can have plural forms and are
used with a/an.

Words like ink, milk, gold and wisdom are 'uncountable nouns'. They are
the things that cannot be counted. Normally uncountable nouns do not
have plural forms and cannot be used with a/an.

Note that the following nouns are usually uncountable in English : device,
news, information, furniture, luggage, work, business weather, traffic, scenery,
paper, writing material, bread. Most of these are countable in indian
languages and therefore indian students often incorrectly use them with a/
an and in the plural.

Incorrect : He gave me an advice.
Correct : He gave me some advice.

He gave me a piece of advice.
Incorrect : The sceneries here are very good.
Correct  : The scenery here is very good.



(@)

The object of a verb or of a preposition when it is a pronoun, should be
in the objective form; as.

Incorrect : Between you and I affairs look dark.

Correct : Between you and me affairs look dark.
Incorrect : Let you and I do it.

Correct : Let you and me do it.

Incorrect : He has given great trouble to my father and [.
Correct  : He has given great trouble to my father and me.

(iii) The indefinite pronouns one should be thorough, if used at all

@v)

(v)

(vi)

(vii)

(vi)

Incorrect : One cannot be too careful about what he says.

Correct ¢ One cannot be too careful about what one says.

Incorrect : One cannot be too careful of his good name.

Correct : One cannot be too careful of one's good name.

Any should be used when more than two persons on things are spoken
of; as :

Incorrect : She was taller than either of her five sisters.

Correct : She was taller than any of her five sisters.

Each, either and neither are distributive pronouns calling attention to the
individuals forming a collection, and must accordingly be followed by
verbs in the singular. As :

Incorrect : Each of the scholars have done well.

Correct ¢ Each of the scholars has done well.

Incorrect : Each of the men were paid twenty rupees.

Correct : Each of the men was paid twenty rupees.

Be careful to use who (Nominative) and whom (objective) correctly. As

Incorrect : There is Mr. Dutt, Whom they say is the best painter in
the town.

Correct : There is Mr. Dutt who they say is the best painter in the
town.

Incorrect : Whom did you say was there ?
Correct ¢ Who did you say was there ?
Sometimes a Pronoun is inserted where it is not required; as :

Incorrect : The applicant, being a householder, he is eligible to vote.

Correct  : The applicant, being a householder, is eligible to vote.

A nouns or pronouns in the possessive case should not be used as the |

antecedent to a relative pronouns; as :

e i OB AN 5o SR AAAA Aot
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(x)

(x)

(xi)

(xii)

(xiii)

Incorrect : Do not forget his enthusiasm who brought this movement
so far.

Correct : Do not forget the enthusiasm of his who brought this
movement so far.

The relative pronoun is sometimes Incorrectly omitted when it is the subject

of the clause, as :

Incorrect : He has an impudence would carry him through anything.

Correct : He has an impudence that would carry him through any-
thing.

Avoid the use of same as a substitute for the personal pronoun. As:

Incorrect : When you have examined these patterns please return
the same to us.

Correct : When you have examined these patterns please return
them to us.

The adjective incorrectly used with a verb when some quality of the
subject, rather than of the action of the verb, is to be expressed; as :

Incorrect : The flowers smell sweethy.
Correct :+ The flowers smell sweet.

In a comparison by means of a superlative, the latter term should include
the former, as :

Incorrect : Solomon was the wisest of all other men.
Correct :  Solomon was the wisest of all men.
Incorrect : The Ganga is the largest of all other rivers.
Correct : The Ganga is the largest of all rivers

A very common form of error is the example given in the following
sentence :

Incorrect : The population of Kolkata is greater than any city in
France.

Correct : The population of Kolkata is greater than that of any city
in France.

Since the comparison is between
(a) The population of Kolkata and
(b) the population of any city in France.

(B) Common errors in the use of Verbs :

P @

The subject of the sentence should not be left without a verb.

Incorrect : He who has suffered most in the cause let him speak.

Correct Let him, who has suffered most in the cause, speak.
OR

L1



(i)

(i)

©
®

(ii)

(i)

(i)

He who has suffered most in the cause should speak.

A common blunder is to leave the participle without proper agreement or
with no agreement at all; as :

Sitting on the gate, a scorpion stung him.

Here the word 'scorpion’ to which the participle 'sitting’ refers grammati-
cally is not that with which it is meant to be connected in the sense; in
other words, the participle is left with proper agreement.

We should therefore present it as shown below :
Sitting on the gate, he was stung by a scorpion.

OR
While he was sitting on the gate, a scorpion stung him.
The following verbs are often Incorrectly used with the to-infinitive; en-
joy, avoid, miss, postname, suggest. They should be used with the gerund
(when a verb does the work of a Noun, it becomes Verb-Noun and is
called Gerund. e.g. the word 'reading'. in the sentence, 'Reading is his
favorite pastime.")
Incorrect : He enjoys to swim.
Correct  : He enjoys swimming.
Incorrect : We missed to see the Prime Minister.
Correct : We missed seeing the Prime Minister.
Incorrect : Suresh told to me about it.

Correct ¢ Suresh told me about it.
Common Errors in the use of Adverbs :

The negatives destroy each other. Hence two negatives should not be
used in the same sentence unless we wish to make an affirmation we
should say.

Incorrect : I haven't got nope.

Correct  : Ihaven't got any.

Incorrect : I have not got no paper for my exercise.

Correct  : I have not got any paper for my exercise.

Adjectives should not be used for Adverbs. We should say, for instance
He ate the sweets greedily (not greedy) .

He will pay dearly (not dear) for his mistake.

The use of without a conjunction equivalent to unless is now considered
bad English.

Incorrect : I shall not go without you do.
Correct : Ishall not go unless you do.
The advert like is often Incorrectly used as a conjunction instead of as
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)

(vi)

Incorrect : He speaks like his father.

Correct : He speaks as his father.

No sooner is followed by than and not by but

Incorrect : No sooner had he returned but he was off again.
Correct : No sooner had he returned than he was off again.

Care should be taken when using correlative conjunctions, such as either

..... or, neither ... nor, not only...but also, that they are followed by the
same part of speech as :

Incorrect : He not only lost his ticket but also his luggage.
Correct : He lost not only his ticket but also his luggage.
Neither is followed by nor, not by or.

Incorrect : He washed neither his hand or his face.
Correct : He washed neither his hand nor his face.

Some important examples of common errors :

1. Incorrect :  He gave me breads.
Correct . He gave me some pieces of bread.
2. Incorrect :  Cattles are grazing in the field.
Correct :  Cattle are grazing in the field.
3. Incorrect :  Heate many fishes.
Correct :  Heatealotof fish.
4. Incorrect :  Hesold all his furnitures.
Correct :  Hesold all his furniture.
5. Incorrect :  He gave me good advices.
Correct :  He gave me good advice.
6. Incorrect :  The sceneries were very attractive.
Correct . The scenery was very attractive.
7. Incorrect . They were good Commander-in-Chiefs.
Correct . They were good Commanders-in-Chief.
8. Incorrect . They won the match by an inning.
Correct :  They won the match by an innings.
9. Incorrect . Therichis happy and the poor is gloomy.
Correct . Therich are happy and the poor are gloomy.
10. Incorrect :  Hehasengaged some woman-servants.
Correct . Hehas engaged some women-servants. [Both the
nouns will be plural. ]
11. Incorrect :  He gave metwo dozons of pencils.
Correct . He gave me two dozen pencils.
12. Incomrect :  Hehasa five-rupees note.
Correct :  Hehas afive-rupee note.
13. Incorrect :  Keep your words.
Correct :  Keep your word.
14. Incorrect :  Ihave aspectacle.

Correct :  I'have a pair of spectacles.



15.

16.

17.

18.

19.

20.

Correct
Incorrect
Correct

I'have a lot of book.

I'have a lot of books.

He is one of my sincere friend.
He is one of my sincere friends.
He occupied his quarter.

He occupied his quarters.
This wall is ten foot high.

This wall is ten feet high.

He has a three feet rod.

He has a three-foot rod.

He has two brethren.

He has two brothers.

COMMON ERRORS IN THE USE OF PRONOUNS

Weshotﬂdbecamfulwhﬂeusingpmnwnsmmnsentenm]hﬂemsomexamples
of errors committed with the use of Pronouns along with the corrections :

1.

2

3

10.

11.

12.

13.

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incrrect
Correct

One should do his work.

One should do one's work.

Your pencil is the same like hers.

Your pencil is the same as hers.

If I were him, I wouldn't do so.

If I were he, I wouldn't do so.

He said to hisself.

He said to himself.

The boy who you referred to was not there.

The boy whom you referred to was not there.
Between you and I, he is a villain.

Between you and me, he is a villain.

The two boys loved one-another.

The two boys loved each-other.

He is the only person out of them who have done it.
He is the only person out of them who has done it.
Neither of the three girls worked out this sum.
None of the three girls worked out this sum.

Itis one of a few books which is worth reading.
Itis one of a few books which are worth reading.
The man whom I owed money has come.

The man to whom I owed money has come.

It is him who stole my watch.

It is he who stole my watch.

This is the book whom I like most.

This is in book which/that I like most or

This is the book I like most. (Here 'which' or 'that’ is
understood.)
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14.

13

16.

17.

18.

19.

20.

Correct

Correct

Correct.

Incorrect
Correct

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

You and he should go to their village.
You and he should go to your village.
He does not mean who he says.

He does not mean what he says.
Whom are you talking?

Whom are you talking to ? Or

Who are you talking to ? Or

To whom are you talking?

It is them who attacked me.

It is they who attacked me.

(et subject 'it' &, TARAT verb singular ¥ )
I don't like such books like these.

I don't like such books as these.

You are reading a book, isn'tit ?
You are reading a book, aren't you ?
I am going there, isn'tit ?

I am going there, aren't1?

COMMON ERRORS IN THE USE OF ADJECTIVES

We must pay attention to the following things while using Adjectives :

Some Adjectives in the comparative degree take 'to’ in place of 'than'. Superlative
degree must be preceded with ‘the'. Elder/eldest' are the words used for the members
of one family while 'older/oldest' are used for the people outside the family.

Some examples of the errors committed in the use of Adjectives have been given

below with their corrections :
1. Incorrect :
Correct
2. Incorrect
Correct
3. Incorrect
Correct
4. Incorrect
Correct
5. Incorrect
Correct
6. Incorrect
Correct
7. Incorrect
Correct
8. Incorrect
Correct
9. Incorrect
Correct
10. Incorrect
Correct

This is the matter of uttermost importance.
This is the matter of utmost importance.

He can write with either hands.

He can write with either hand.

There is outer chaos in our college.

There is utter chaos in our college.

He is my older brother.

He is my elder brother.

He is the eldest man in the village.

He is the oldest man in the village:

He has only few friends whom he believes.
He has only a few friends whom he believes.
He is the foremost boy to obtain such high marks.
He is the first boy to obtain such high marks.
Much boys passed in the first division.
Many boys passed in the first division.

Dr Sen is the first physician in Patna.

Dr Sen is the foremost physician in Patna.
He is most clever of all.

He is the cleverest of all.



11.

12.

13,

14.

15,

16.

&

18.

19.

20.

Correct

It is the less of the two evils.

It is the lesser of the two evils.

She had a little milk, hence she made no tea.
She had little milk, hence she made no tea.
Have you got the last news ?

Have you got the latest news ?

Farther information is awaited.

Further information is awaited.

He is lesser competent than his brother.
He is less competent than his brother.
Little knowledge is a dangerous thing.

A little knowledge is a dangerous thing.
I'haven't some work.

I'haven't any work.

I have any books to spare.

I have some books to spare.

Have you some money on you ?

Have you any money on you ?

I'will be the latest man to tolerate it.

I'will be the last man to tolerate it.

COMMON ERRORS IN THE USE OF CONJUNCTIONS :

Look at the given examples and try to understand the way conjunctions we used in
sentences. Following examples throw light on the errors committed while using them

along with their corrections :
;

2

3

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

Poor as he is, so he is honest.

Poor as he is, he is honest.

Although he is poor, but he is honest.
Although he is poor, he is honest.

Nobody knows that where he went.

Nobody knows where he went.

The reason he didn't turn up is not known.

The reason why he didn't turn up is not known.

He talks as if he is mad.

He talks as if he were mad.

Scarcely had he come than it began to rain.

Scarcely had he come when (before) it began to rain.
(- 'Scarcely' % a5 &3 "When' a1 'before’
1 1) :
Hardly had I reached the station than the train started.
Hardly had I reached the station when (before) the

Naughty as he is yet everybody likes him.

Naughty as he is, everybody likes him.

(7et 'as' 1 a1 ‘although' 1 % &AW Adjective 3
R I & qq 'yet' so M T wR R §)
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10.

11.

12

13.

14.

15.

16.

17.

18.

19.

20.

Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

You as sow, you so reap.

As you sow, so will you reap.

Not only I went to Patna, but also to Gaya.
I went not only to Patna, but also to Gaya.
He was not injured, but he was safe.

He was not injured, he was safe.
Nothing is so bad than it is.

Nothing is so bad as it is.

Asitis hot, so I won't go out.

As itis hot, I won't go out.

Make hay during the sun shines.

Make hay while the sun shines.

Nobody is guilty, neither Ram nor Mohan.
Neither Ram nor Mohan is guilty.

Neither you can read nor write.

You can neither read nor write.

Before that I went to Delhi, I went to Patna.
Before I went to Delhi, I went to Patna.

It is all the same to me when you stay or go.
It is all the same to me whether you stay or go.
For he was not there, I could not meet him.
Because he was not there, I could not meet him.
Wait as I come back.

Wait till I come back.

COMMON ERRORS IN THE USE OF ADVERBS

For the practice of the students a few examples are given below which show what are
the mistakes oommmedmtheuseofadverbs and how they can be rectified :

1.

2.

3.

I am much sorry to hear it.

I am very sorry to hear it.

He reads English seldom.

He seldom reads English.

He works hardly to pass the exam.

He works hard to pass the exam.

He is enough wise to advise you.

He is wise enough to advise you.

He runs fastly.

He runs fast.

He only passed the test and none else.
Only he passed the test and none else.
Only he bought a house and nothing else.
He bought only a house and nothing else.
Only he can speak, not write.

He can only speak, not write.

He was too only kind to help me.

He was only too kind to help me.



10.
11.
12.
13.
14.
15.
16.
5
18.

19.

Correct
Incorrect
Correct

The meat is not enough cooked.
The meat is not cooked enough.
Glad he came and glad he went.
Gladly he came and gladly he went.
He hearty thanked me.

He heartly thanked me.

It was received thankful.

It was thankfully received.

Itis hopeless bad.

It is hopelessly bad.

It was decorated beautiful.

It was beautifully decorated.

It is comparatively better/finer.
Itis comparatively good/fine.
Write neat and legible.

Write neatly and legibly.

It is terrible hot.

It is terribly hot.

He was saved lucky.

He was luckily saved.

This is much pleasing indeed.
This is very pleasing indeed.
(Past Participle takes 'much' and Present Participle
takes 'very' before them.)

COMMON ERRORS IN THE USE OF VERBS

1. Verbs are always used as per the number and person of the Subject.

2. Ifthe principal clause is in past the subordinate clauses will follow in past forms.
Some examples of the errors commited alongwith their corrections have been
givenbelow :

1.

2.

3.

Incorrect

Correct

Incorrect

Correct

Incorrect

Correct

Incorrect

He let me to go.

He let me go.

It is transpired that he is a villain.

It transpires that he is a villain.

The picture was hanged.

The picture was hang.

He lied on the grass.

He lay on the grass.

The boy sank into the pond.

The boy was drowned into the pond.
Death is better than dishonour.

He had better to go there.

He had better go there.

He had rather to take the examination.
He had rather take the examination.
He starved rather than to beg.

He starved rather than beg.
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10. Incorrect
Correct
11. Incorrect
Correct
12. Incorrect
Correct
13. Incorrect
Correct
14. Incorrect
Correct
15. Incorrect
Correct
16. Incorrect
Correct

17. Incorrect
Correct
18. Incorrect
Correct
19. Incorrect
Correct
20. Incorrect
Correct

He proved a coward.

He proved (himself) to be a coward.

He appears to be very sad.

He appears very sad.

There appears a mistake.

There appears to have been a mistake.

It seems to be difficult to you but not to me.
It seems difficult to you but not to me.

You plucked in the examination.

You got plucked in the examination.
Letitdo.

Letitbe done.

‘When he sought your help, you ought to help him.
When he sought your help, you ought to have
helped him.

He prefers dying to beg.

He prefers dying to begging.

He was punished to tell a lie.

He was punished for telling a lie.

Stop to talk.

Stop talking.

To see is believing.

Seeing is believing.

ERRORS IN SUBJECT-VERB AGREEMENT

Careﬁ;]lyhaveag]anceaitheerrorscommlttedwhenweu'ytocnsm'eﬁmttheVerb
must agree with the Sub_]ect. The rectifications too have been given :

1 Incorrect The poet and scholar are dead.
Correct : The poet and scholar is dead.

2. Incorrect : Rice and curry are my favourite food.
Correct: - Rice and curry is my favourite food.

3. Incorrect : The long and the short of this matter are this.
Correct : The long and the short of this matter is this.

4, Incorrect 2 Ten miles are a long distance
Correct : Ten miles is along distance

5. Incorrect : The horse and carriage are waiting at the door.
Correct - The horse and carriage is waiting at the door.

6. Incorrect : Each boy and each girl have got a prize.
Correct : Each boy and each girl has got a prize.

7. Incorrect : I go to the cinema every five day.
Correct 3 I go to the cinema every five days.

8. Incorrect : Either he or his brother are guilty.
Correct - Either he or his brother is guilty.

9. Incorrect : Neither she nor her sister were there.
Correct - Neither she nor her sister was there.

10. Incorrect : No boy or girl were allowed to go.
Correct : No boy or girl was allowed to go.

11. Incorrect - Neither English nor Sanskrit are to my liking.

Correct : Neither English nor Sanskrit is to my liking.



12. Incorrect J He, you and I am to go there.

Correct - You, he and I are to go there.

13. Incorrect - Neither he nor his brother are guilty.
Correct . Neither he nor his brother is guilty.

14. Incorrect - Either he or his friends has done it.
Correct : Either he or his friends have done it.

15. Incorrect - Either you or he are to go there.
Correct : Either you or he is to go there.

16. Incorrect : He as well as I am going there.
Correct . He as well as I is going there.

17. Incorrect . His friends as well as he has come.
Correct : His friends as well as he have come.

18. Incorrect - The rich is happy but the poor is miserable.
Correct 3 The rich are happy but the poor are miserable.

19. Incorrect : Many a boy were punished.
Correct g Many a boy was punished.

20. Incorrect . Some boy has done well.
Correct - Some boys have done well.

ERRORS IN THE USE OF PREPOSITIONS
Hacﬁceisdnkcywmmymlheuseofpreposiﬁonsmscntemes.Afewexampl&s
have been given below to show the mistakes which are commited in general, along
with their rectifications :

Nouns followed by Prepositions :
1. Incorrect :  They have abundance with food.
Correct :  They have an abundance of food.
2. Incorrect :  The princesare fighting for the accession on the throne.
Correct :  Theprinces are fighting for the accession to the throne.
3. Incorrect :  Hedoes not work in accordance to the rule.
correct :  Hedoes not work in accordance with the rule.
4. Incorrect :  Admissioninto thisschoolis difficult.
Correct :  Admission to this school is difficult.
5. Incomrect :  Hetook the oath of allegiance for the Constitution.
Correct ¢ Hetook the oath of allegiance to the Constitution.
6. Incorrect ¢ Heisready to make amends to me with the injury.
Correct 1 Heisready to make amends to me for the injury.
7. Incorrect :  Hemade an application in an enquiry.
Correct :  Hemade an application for an enquiry.
8. Incorrect :  Hehasnoaprehension for any danger.
Correct ¢ Hehas no aprehension of any danger.
9. Incorrect :  Thetime of his arrival in this meeting is not known.
Correct :  Thetime of his arrival at this meeting is not known.
10. Incomrect :  The President gave assent for the bill.
Correct :  The President gave assent to the bill.
11. Incomrect :  Hehasno attachment with me.
Correct :  Hehas no attachment to me.
12. Incomrect :  Hisattendance in the meeting is a must.
Correct :  Hisattendance to the meeting is a must.
13. Incorrect :  Hehas no authority on us.

Correct :  Hehas no authority over us.
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Communication Skills & 14. Incorrect :  Heis a great authority over History.

Personality Development Correct :  Heisagreat authority on History. (history)

15. Incorrect :  These are the causes of his anxiety.
Correct :  These are the causes for his anxiety.

NOTES ' 16. Incorrect : There was no comment over his statement.
Correct :  There was no comment on his statement.

17. Incorrect :  There is much complicity with this crime.
Correct :  Thereis much complicity in this crime.

18. Incorrect :  He made no concession for our demand.
Correct :  Hemade no concession to our demand.

19. Incorrect :  Ihave no confidence on him.

Correct :  I'haveno confidence in him.

20. Incorrect : My views are not in conformity to yours.
Correct My views are not in conformity with yours.
Adjectives and Parﬂdples Followed by Prepositions :

1. Incorrect He was absorbed with study.
Correct :  He was absorbed in study.

2. Incorrect :  Heisaddicted with drinking.
Correct :  Heis addicted to drinking.

3. Incorrect . These are not agreeable with my wishes.
Correct . These are not agreeable to my wishes.

4. Incorrect . I'was quite amazed with his behaviour.
Correct :  Iwas quite amazed at his behaviour.

5. Incorrect :  Heis ashamed at his conduct.
Correct :  Heis ashamed of his conduct.

6. Incorrect :  I'was astonished on his behaviour.
Correct :  T'was astonished at his behaviour.

7. Incorrect :  I'was aware with his intentions.
Correct . I'was aware of his intentions.

8. Incorrect :  Hetook the decision based at sound principles.
Correct :  He took the decision based on sound principles.

9. Incorrect :  Heisblind of the Correct eye.
Correct :  Heisblind in the Correct eye.

10. Incorrect :  Heisbornbyrich parents.
Correct :  Heisbom of rich parents.
11. Incorrect :  He was busy in his work.

Correct :  He was busy with/at his work.

12. Incorrect . Heis quite certain for his success.
Correct :  Heis quite certain of his success.

13. Incorrect :  Hewas charged of theft.

Correct :  Hewas charged with theft.

14. Incorrect :  Heis very close with me.
Correct :  Heis very close tome.

15. Incorrect :  The murderer was condemned of death.
Correct :  The murderer was condemned to death.

16. Incorrect :  Iam quite confident for success.

Correct :  Iam quite confident of success.

17. Incorrect :  There are a few persons who are congenial for him.

Correct :  There are a few persons who are congenial to him.
s 18. Incomect : Ishall donothing contrary of rule.

Correct :  Ishall do nothing contrary to rule.



19. Incorrect This action on his part is creditable for him.
Correct This action on his part is creditable to him.
20. Incorrect He is deaf with my entreaties.
Correct :  Heisdeaf to my entreaties.
Verbs followed by Prepositions : :
1. Incorrect :  He was acquitted from all charges.
Correct He was acquitted of all charges.
2. Incorrect It admits from no excuse.
Correct It admits of no excuse.
3. Incorrect Alight down this train.
4. Incorrect He was appointed on the post of Principal.
Correct He was appointed to the post of Principal.
5. Incorrect I'am apprised with the fact.
Correct I am apprised of the fact.
6. Incorrect He arrived on Nawada in Bihar.
Correct He arrived at Nawada in Bihar.
7. Incorrect He did not approve to our plan.
Correct He did not approve of our plan.
8. Incorrect I'am ready to atone on hurting your feelings.
Correct I'am ready to atone for hurting your feelings.
9. Incorrect He tried to attain at perfection.
Correct He tried to attain to perfection.
10. Incorrect He must attend on his work.
Correct He must attend to his work.
11. Incorrect He is basking under the sun.
Correct He is basking in the sun.
12. Incorrect I shall bear to him.
Correct I shall bear with him.
13. Incorrect He begged a piece of bread from me.
Correct He begged for a piece of bread from me.
14. Incorrect Bring this matter in his notice.
Correct Bring this matter to his notice.
15. Incorrect I cautioned him from danger.
Correct I cantioned him against danger.
16. Incorrect I came to ariver on the way.
Correct I came across a river on the way.
17. Incorrect T'am communicating to him on this subject.
Correct I'am communicating with him on this subject.
18. Incorrect Compare this book to that.
Correct Compare this book with that.
19. Incorrect I shall compete him for this prize.
Correct I'shall compete with him for this prize.
20. Incorrect I complained with the Principal against him.
Correct I complained to the Principal against him.
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26| Word Building

The stock of words in English language is very large. However it does not
consist of all unrelated and independent words. A large part of this stock
consists of words that are clarified from a smaller number of 'roots' by virtue
of pureness like prefixation, suffixation and compounding. Each rule applies
only to a small number of words and information about these is given in dic-

tionary.

Given a root e.g. think (verb), we can form an adjective by adding the suffix
ing to it; thinking, as in a thinking person. The suffix ing must be distinguished
from the participle suffixing in 'He is thinking'. Suffixes like -ing, -ed, -§, -es
etc which are used regularly to form present or past tense forms of verbs, or
plural or possessive forms of Nouns etc are elements of the grammatical pro-
cessofinfecﬁonminkingasthestgm(compose)ofrootstemmjnk+ suffix ing)
we can add a negative prefix 'un' with it getting unthinking (as in 'his usual

. unthinking honesty'). A further derivation is possible by adding the adverb
~ forming suffix-ly to unthinking, unthinkingly.

The addition of prefixes and suffixes generally follow a definite order. For
example to derive 'internation' we must first desire 'national’ by adding al to
nation and then prefix inter to national. We can not prefix inter to pation since
there are no such words as internation.

It may be noted here that words which are not derived or compounded or
developed from other words are called 'Primary word'. or 'root word'.



Compound words are formed by joining two or more simple words. e.g.
Moon light, never the less, under take, man-of-war.
L Primary Derivatives :
Formed by making some change in the body of the simple word e.g.
bond from bind, breach from break, wrong from wring.

Note here that the most important class of words formed by internal change
consists of the Past Tenses of Primary Verbs, which are not usually classed
as Derivatives.

Secondary Derivatives formed by an addition to the beginning or the end.,
unhappy, goodness.

An addition to the beginning of a word is prefix and an addition to the end
is suffix.

Compound words are for the most part,

Noun, adjectives and verbs.

(A) Compound Noun may be formed from :

() Noun + Noun e.g.
Moonlight, chess-board, wind mill, railway, shoemaker.
(i) Adjective + Noun e.g.
Sweet-heart, nobleman, stronghold, blackboard,
(i) Verb + Noun
marksheet, breakfast, pick pocket, dare devil.
(iv) Gerund + Noun
spelling-book, blotting paper, looking-glass.
(v) Adverb (or preposition) + Noun, bypass
(vi) Verb + Adverb e.g.
Out set, out cry, out come.
(B) Compound adjectives may be formed from :
({ Noun + adjective (or participle) e.g.
Blood-red, skin-deep, mouth-eaten, bed-ridden
(i) Adjective + adjective e.g.
Redhot, lukewarm, blue-black.
(i) Adverb + participle, e.g.
well-informed, well-read, well-versed.
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Personality Development
(i) Noun + verb e.g.

Way-lay, backbite, earmark.

NOTES
(i) Adjective + Verb e.g.
Safeguard, whitewash, fulfil.
(i) Adverb + Verb, as
Overthrow, outdo, outpass, overdo, upset.
I1. Primary derivatives
(i) Formation of Nouns from Verbs and Adjectives
Verb Nouns
Advise advice
Bless bliss
Choose choice
Live life
Prove proof
Sing song
(i) Formation of Adjective from Verbs and Nouns
Verbs Adjectives
Float fleet
Lie law
Nouns Adjectives
| Milk milch
% Wit wise
(iii) Formation of Verbs from Nouns and Adjectives
Nouns Verbs
Bath bathe
Belief belive
Breath breathe
Cloth clothe
Food feed
Adjective Verbs
Cool chill
Hale heal
. IIL Secondary derivatives
English prefixes.
178

A — on, in; ahead, abroad, asleep.



A - out, in; arise; beside, betimes. Section A : Grammar
For — forgive, forbear.

There are only two prefixes of English that are still applied freely to new
words 'mis’ and 'un', mis with the force of the adjective bad and un with NOTES
the force of a negative. |

Besides there are many latin and greek prefixes that are being used for _§
building the words.

IV. English suffixes
i Of nouns
- er (denoting agent or doer) (- ar, or yer) : painter, hawker, beggar,
sailor
- ster : spinster
denoting state, action, condition, being etc.
- dom : freedom, wisdom
- hood (head) : manhood, godhead
- look (- ledge) : wedlook, knowledge
- ness : darkness, sweetness
- red : kindred, hatred
- ship : hardship, friendship
(i) Forming diminutives
- el (le) : kernel, girdle, handle. _ !

-en: maiden, chicken
- kin : napkin, lampkin %
-let: leaflet
- ling : duckling, weakling
- ock : hillock, bullock.

(iii) of adjectives
ed (having) : gifted, talented, learned.

ful (full of) : hopeful, joyful.
ish (somewhat like) : girlish, boorish.
less (free from without); fearless, bandless, hopeless.
ly (like) : manly, godly ;
some (with the quality of) : wholesome, quarrelsome.
ward (inclining to) : forward, wayward.

- ¥ (with the quality of) : wealthy, healthy, dirty.

(iv) Of verbs

-€n (causative, forming transitive verbs) : weaken, strengthen.

- se (to make) : clause, rinse. 179
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NOTES

Check Your Progress

31. What must be prac-
tise by the students to
build up word power?

180

- er (intensive or frequentative) : chatter, flutter
(v) Of adverbs

- ly (like) : boldly, wisely

- long : headlong, sidelong.

- ward (wards) : homeward, upwards.

- way (ways) : anyway, always

- wise (manner mode) : likewise, afterwise.

WORD POWER

Word power includes besides meanings, structure and usage of current
English language, a vocabulary likely to be met in general conversation and
reading. Further as the spoken word becomes more important with the
advancement of mass communication through newspaper, radio, films, T.V.
and computer more alteration is to be paid to colloquialisasions and con-
temporary words and phrases which these media now bring into homes
everywhere.

To build up word power the students must practise the following habits to
enlarge their vocabulary :

1. Reading :

Besides reading text books in English, one should read fiction,
news paper, magazines, essays, t0 enrich one's vocabulary.

2. Consulting dictionary :

To strengthen one's group on correct usage of words and spell-
ing.
3. Consult the dictionary to look up for homonyms, synonyms,
antonyms :

The vocabulary that your prepare mind help you to find the words
with which you express yourself more clearly, more effectively
and more precisely.

You may need another way of saying adulterate. If you have a sound
vocabulary you may find other words such as contaminate, debase, pol-
lute, impure that you can bring freshness in your expression similarly to
bring a substitute expression. For journey you may find words like travel,
trip, tour etc.

You may not quite be satisfied with the adjective unbeatable, possibly
because it does not fit the rhythm of your sentence or fails, in some little
way, to achieve the exact effect you are striving for, you can find replace-

ment with words like undefectable, indomitable, invincible.



Section A : Grammar

27| Vocabulary

NOTES

(i) WORDS COMMONLY MISSPELT
3ireft § @ T Words ¥, 9t 3=amw § 7% q@t @ Prerd—gent €, W 3 o e
fom 2 &1 3R w1 @ A F W et @ wra e §) e w5 see e
IR Tl gufd -
1. Aid (8% &%) — He often aids me.

Add (SrET) — Add four to five.
2. Accident (3¥2) — He met with an accident.

Incident (¥=2T) - Such incidents do not perturb me.
3. Allay (%% &%) = This medicine will allay your suffering.

Alley (F&8 i) — This is a blind alley.
4. Access (T€9) — TIhave no access to him.

Excess (3iftaar) — The excess of everything is bad.
5. Adapt (% J6R TE)  — He could not adapt himself to the new

surroundings.

Adept (fger) — She is adept in knitting.

Adopt (9T — He adopted wrong methods.
6. Affect (Y& TIeHT) — His lecture did not affect me.

Effect (W919) — It will have no effect on you.
7. Accede (WM &) — He acceded to our demands.

Exceed (3ifi® &) — His expenditure exceeded his income.
8. Advise (§aT® 3) — He advised me to go there.

Advice (9&T®) — He gave me good advice.
9. Artist (F&THR) — He is a great artist. 181

Artisan (FTR) — They are poor artisans.
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10.
11.
12

i 13.
|14,
15.
| 16.
17.
s

19

B
=

{ 28,

| 30.
31.

)

Allusion (W&T)

lusion ( ¥9)
Altar (afeadh)

Alter (=)

Boarder

(erE™ ¥ T amT)
Border (f& 1)
Beside (by the side of)
Besides ()
Berth (S77T€)

Birth (57)

Bom (a1 g1)

Borne (41 §21)
Bath (FF)

Bathe (FF &%)
Bread (%)

Braid (TSifgd |MEH)
Check (examine)
Cheque (bank cheque)
Corps (%R, Zhel)
Corpse (®4®) (1)

. Complement (&)

Compliment ( ¥arET)

I dislike to make any allusion to his way of
speaking.

You are under an illusion.

He sacrificed everything at the altar of the god-
dess.

He often alters his opinion.

All the boarders have been asked to vacate the
hostel.

The border of this curtain is ornamental.

He was sitting beside me.

He knows English besides French.

I reserved a berth in the train.

The baby weighted five pounds at birth.

He was born in 1980.

Smallpox is an air-borne disease.

He took a bath.

He bathes in the river.

Give him a piece of bread.

Her sari was covered with gold braid.

He checked our tickets.

He gave me a cheque for Rs. 500.

He is a member of this corps.

The corpse was stinking.

They made him king, here 'king' is complement.

— Say my warm compliments to your father.

Continuously (¥R f&T ¥&)—It has been raining continuously for two hours.

Continually

(TR W TH—Th )

Confirm (3f€ &)

Conform (% TTH@ &)

Confident ( 3¥a%)

Confidant (favardt =afe)

Considerable (much)

Considerate (thoughtful)

Corporal (IHIf)

Corporeal (for the body)

Counsel (advice)

Council (group of persons)

Canon (church law)
Cannon (&)
Civic (A1)
Civil (not military)

29. Cloths (fa fo=t #92)
| Clothes (ffet oo #ug)

Dependent (3Tf%d)

Dependant (3if%a =afed)

Decease (death)
Disease (&)
Draught (&a1 %1 @ial)

He has been learning English continually for years.
I was confirmed in my service.

This does not conform to rules.

Are you confident of your success ?

She is my confidant.

He has a considerable income.

He is always considerate to elderly people.
No corporal punishment is given to children now.
His corporeal needs are not fulfilled.

He gave me good counsel on my problems.
He is a member of the Legislative Council.
The Christians are to follow the canon.

In olden times they used a cannon in battles.
Some of us have no civic sense.

He was admitted to a civil hospital.

He deals in cloths.

He put his clothes into this wardrobe.

The boy is not dependent on his parents.

I have to support a number of dependants.
His decease shocked us all.

Cancer is a serious disease.

Be away from the draught wind.



Drought (@)

33. Dual (39)
Duel (9ee1g%)

34. Die (W%)
Dye (Tm)

35. Dissent (3r&iifa)
Decent (§=3)
Descent (3¥11)

36. Discreet (careful)
Discrete (discontinuous)

37. Deceased (dead)
Diseased (#4R)

38. Dear (91I)
Deer (®Rr)

39. Eligible (fit to be chosen)
Illegible (3q=)

40. Emigrant (fajwr & st
T =)

Immigrant (391 ¥ MW

@A =)
41. Elicit (W<t &%)
Hiicit (R =)
42. Eminent (renowned)
Imminent (EYIET)
43. Except (3TmArn)
Accept (&R &E)
44, Efficacious (W¥TE9wet)
Efficient (377)
45. Farther (314 )
Further (3mY)
46. Fare (9re1)
Fair (%)
Fair (37=31)
47. Foul (fram fa%g)
Fowl (bird for food)
48. Fatal (causing death)

Fateful (wfasy a7 am=m)

49. Fate (91)
Fete (37)
50. Furnish (supply)

Furnace (%Zgl)
51. Graceful (=)
Gracious (341g)
52. Gate (FIe®)
Gait (I197)
53. Hare (@wieT)
Hair (¥1€1)
54. Heir (ITUfusit)

Bihar is facing drought.

They sit on dual desks.

Ram was killed in a duel.

He is going to die soon.

They are dyeing cloths.

He gave a note of dissent to the proposal.
It was a decent performance.

He was a decent of Bahadur Shah.
It maintained a discreet silence.

It was a discrete discussion.
Nobody knew the deceased person.
The diseased man is my servant.
He is my dear friend.

I saw a number of deer there.

He is not eligible for this post.

His signature was illegible.

They are emigrants to Sri Lanka.

He is an immigrant from Pakistan.

He elicited this information from me.
He deals in illicit liquor.

He is an eminent professor.

His success is imminent.

Except Ram nobody passed in English.
He gladly accepted my invitation.

This medicine is very efficacious.

Mr Acharya is an efficient teacher.
Ram went far, his brother went farther.
He further said that he was sick.
What is the fare to Bombay ?

I visited the village fair.

His writing is fair.

He plays foul.

He keeps fowl.

The accident was fatal.

15th August. 1947 was a fateful day for us.

His fate was doomed.

I attended the fete of the villagerses
They furnished him books.
This house is like a furnace.
Hema was a graceful girl.
Mr. Atul is a gracious man.
Who is standing at the gate ?
Her gait is very strange.
The hare runs fast.

His hair is grey.

He is my heir.

Section A : Grammar

NOTES
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Air (7a1) -
55. Hit (¥IG) s
Heat (7 &%) -
56. Imaginary (1) -
Imaginative (showing imagination) —
57. Industrial (3¥reifi) -
Industrious (IR%H) -
58. Informer (&) -
Informant (one who informs) —

59. Imperial (FHRIAR!) -
Imperious (commanding) -
60. Interminable (too long) -
Intermittent -
(with some intervals)
61. Ingenious (showing skill -
at inventing things)
Ingenuous (frank) -
62. Inappropriate (F9IH)  —

Misappropriate
("R FW § )
63. Jealous (¥%iq) -
Zealous (STEY) -
64. Judicial (FFF Hewd) -
Judicious (IRTER) -
65. Label (st 30X &1 ZHel) —
Level (surface) -
66. Luxuriant (9% g1 o) —
Luxurious (3¥—3RW ¥ ) —

_67. Later (4% #) -
Latter (ftrsem) o

68. Loose (@e—aret) -
Lose (@) =

69. Lair (Hfg) -
Layer (9%) -

70. Lightning (389 M ¥ faswedt) —
Lightening (Y1 &) -

71. Momentary ( &forF) -
Momentous (significant) -

72. Metal (917) -
Mettle (¥7&H) -

73. Minor (FraferT) -
Miner (@ ® & & de)—

74. Main (@A) -
Mane (9 a1 W H -
A ® )

75. Mom (%) -

The air was cool.

He hit me on the head.

Heat the iron before striking it.
This story is imaginary.

She is an imaginative writer.
Jamshedpur is an industrial city.
He is very industrious.

They killed the police informer.
My informant told me that the meeting would be
postponed.

England had an imperial design.
He spoke in an imperious tone.
This story is interminable.

He suffers from intermittent fever.

His ingenious statement surprised all.

Everybody knows that he is an ingenous person.
This is an inappropriate word here.
He misappropriated the public money.

He is jealous of my prosperity.

He is a very zealous worker.

He is a judicial magistrate.

That boy is very judicious.

Price label may be seen before buying an article.
This place is 4000 metres from the sea-level.
This plant has a luxuriant gowth.

His life is luxurious.

He later informed me that he won't attend the
meeting.

You gave me a pen and a book. The latter is more
expensive.

Your coat is very loose.

Where did you lose yours pen ?

The tiger was lying in the lair.

The upper layer of earth is not hard everywhere.
The boy was afraid of lightning.

They were lightening their houses.

Such pleasure is momentary.

It was really a momentous decision.

Iron is a useful metal.

He showed his mettle in the battle.

She is a minor girl.

The job of a miner is risky.

Discuss the main points.

This lion has a big mane.

I saw a beggar in the morn.



76.

71.

78.

79.

80.

81

82,

83.

84.

85.

86.

87.

88.

89.

90.

91.

92.

93.

94.

95.

96.

97.

Mourn (f&@me &%)
Might (9=1)

Mite (S W)
Mare (Si€h)

Mayor (¥%)
Musician (7341)
Magician (STgTR)

Negligent (SHEYM)
Negligible (W&=@)
Notable (remarkable)
Notorious (&™)

. Ordinance (3T54RR¥)

Ordnance (@v@MT)
Ordinal (number showing order)

Ordinary (HTHROT)
Peace (¥nf=1)

Piece (ZHs0)
Persecute (R9IH %1
Prosecute (¥ 31)
Popular (&)
Populous (¥t 1=t =)
Pitiable (Z91)
Pitiful (Fa1 & qof)
Pray (W1 &%)
Prey (foem)
Prescrible (H&E )
proscrible (¥& 31)
Precede (T8S 3TIT)
Proceed (3 @)
President (3T5%7)
Precedent (3%ET0T)
Principal (Wr=/)
Principle (Fag=1)
Plaintiff (%)
Plaintive (sorrowful)
Practical (S@gifia)
Practicable (Z@aeR &
A THF)

Plain (M)

Plane (¥91§ S819)
Plan (FiSFT)

Pain (trouble)

Pane (¥item)

Pours (sfeafe g
Pores (¥H-F9)
Postage (ETH-Tr4t)
Postal (BT&14)

She is mourning the death of her husband.

He might have done it.

Contribute your mite to this fund.

I bought a fine mare.

He is the Mayor of the Patna Corporation.

He is a renowned musician.

Mr. P.C. Sarkar was a magician, who showed his

magic at several places.
He is negligent of his duties.
She mistakes are negligible.

His speech was really notable.

His is a notorious thief.

The president issued an ordinance to ban some

patries.

There is no ordnance in the private sector.
He is the second son of his parents Here 'second’

is the ordinal number.
It is an ordinary pen.

There is no peace anywhere.

I want a piece of paper.

They must not be persecuted.
Have you ever been prosecuted ?

He is a popular leader.
Calcutta is very populous.
His condition is pitiable.

He was really a pitiful man.
We pray to God.

He fell a prey to the disease.

He prescribed this medicine.

This book has been proscribed by the Govt.
January precedes February.

I tell you not to proceed.

Who was the president of the meeting ?
He failed to cite any precedent.
Mr. Arun is the Principal of our college.

He has no principle.

He who sues in court of law is a plaintiff.

It was really a plaintive note, so I burst into tears.
He has no practical knowledge.

Such proposition is not practicable.

Such crops grow in the Gangetic plain.
He often travels by plane.
What is your next plan ?

This medicine will lessen your pain.

He broke my window pane.
It never rains but pours.

Clean your pores by rubbing.
Have you bought the postage stamps ?
The postal services are far from satisfactory these

A 0 B A

Section A : Grammar
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A0 R A

days.

98. Poor (T{4) ~ The poor man needs our help.
Poorly (SR-3) — The meeting was poorly organised.

99. Partisan (EhHT®I) — He took a partisan attitude.

Partition (fa¥r=m) — Who is responsible for the partition of the coun-
try?

100. Purist (Y= &1 3%  — My teacher is a purist about grammar.
W HW Fe)

Puritan ( person who — He is a puritan in the true sense of the term.
is strict in morals)

101. Quite (faeser) — That boy is quite innocent.

Quiet () — Keep quiet while I sleep.

102. Quack (ifa@sm T@EX) — Villagers are often treated by quacks.
Quick (¥ftsr) — Be quick about it.

103. Query (question) — I query whether he is a reliable person.
Quarry (SRl ¥ R — Many workers work in this quarry.
afx freet W §)

104. Rain (a8t €M) — It was raining, so I did not go out to play.
Rein (&) — Catch hold of the rein of the horse.
Reign (¥5) — People were happy during the reign of Ashoka.

105. Roll (FGa®) — A rolling stone gathers no moss.

Role (5fHeT) — He played a very bad role in this incident.

106. Rest (fazm) — He is taking a rest there.

Wrest (S@é&lt &i1)  — He wrested the wrist watch from me.

107. Respectfully (31X ¥)  — Irespectfully wished him good morning.
Respectively (F9I9@R) — January and February are respectively first and

second months of the year.

108. Root (3%) — He cut the root of the tree.

Route (&) — Which is the route to the park ?
Rout (W& & ®T)  — The enemies were routed.

109. Reward (¥9) — He got nothing in reward.

Reword (TR W= — Reword this passage in order shorten it.
4 gH: &)

110. Reveal (make known) — He did not reveal the secret.
Revel (make merry) — Children were revelling.

111. Stationary (f&er) — The earth is not stationary.
Stationery (fff@?-9@%  — He has a stationery shop.

ST WHA)

112. Soul (37T) — May his soul rest in peace !
Sole (S &1 qel) — Mend the soles of my shoes.

113. Sight (3¥9) — It was a beautiful sight.

Site (¥) — This is the site for a hospital.

114. Sensible (F9IHIR) — This boy is not sensible.
Sensitive (easily offended) — She is sensitive to blame.

115. Social (FmIfS) — Man is a social animal.
Sociable (friendly) — Their action is sociable.

116. Sore (painful) — He has a sore leg.

Soar (F9 F) — Prices are soaring these days.

117. Solder (easily melted metal) — Join them with solder.

Shoulder (%)

— Who will shoulder this responsibility ?



118.

119.

120.

121.

122.

123.

124,

125.

126.

127.

128.

129,

130.

131.

132,

133.

134.

135.

136.

137.

138.

139.

Soldier (o) — Many soldiers were killed in the battle.

Session (9) — The college session begins in July.

Cession (S SIR1E 371)— China demands the cession of some area of our
country.

Seem (look) — He seems to be foolish.

Seam (Sig %1 fa=%) — It is a seamless table.

Sale (fast) — This house is for sale.

Sail (/9 @) — They set sail in the morning.

Sell (35T) — He will sell his house.

Spacious (having much space) — This room is spacious.

Specious (seeming true) — The specious argument did not convince me.

Steel (3¥I9) — This glass is made of steel.

Steal (FUAT) — Someone may steal your watch.

Siege (¥1) — They laid a siege round the fort.

Seize (5= &T) — His property was seized.

Statue () — This statue is made of marble.

Statute (FTT) = The statute will soon come into force.

Stare (1) — They stared in amazement.

Steer (direct the course) — He steered his boat.

Straight (¥ftem) — Draw a straight line.

Strait (SETEHEN) — Have you seen the Strait of Panama ?

Through (&1¥R) — He was passing through the forest.

Thorough (absolute) — He has thorough knowledge of English.

Track (M) — Follow this cart-track.

Tract (area) — This is a barren tract of land.

Tread (F=e, T & M) — The elephant trod the crops.

Trade (SAM9R) — He did not succeed in his trade.

Umpire (foifas) — Mr David Shepherd is the umpire of this cricket
match.

Empire (¥U+Y) - Britain has no empire now.

Union (F9) — They have formed a union.

Unity (THdn) - = There is no unity among the students.

Underline (draw a line under) — The teacher asked us to underline the sentence.

Underlie (give rise to) = Such action will underlie many misgivings.

Urban (of a town) — They were unaware of the urban way of living.

Urbane (polite) — His urbane behaviour pleased everybody.

Utter (total) — There was an utter failure.

Outer (aT&{) — The outer wall collapsed.

Use (benefit) = What is the use of learning so many languages ?

Usage (way of using) — Itis a guide to usage in English.

Verbal (¥If&®) — I have given him a verbal order.

Verbose (W& & o)  — Idislike verbose writing.

Vacant (@reit) — 1 found the room vacant.

Vacate (@t HTT) — He vacated the house.

Vary (change) — It varies from time to time.

Very (much) — I'am very glad to see you.

Vane — The vane on the building turns when the wind
blows.

Vain (=94) — He tried in vain to do it.

NOTES

Section A : Grammar
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140.

141.

142.

143.

144.

145.

146.

147.

148.

149.

150.

151.

152.

153.

154.

155.

156.

157.

158.

159.

160.

Vein (79)

Vest (st a1f%)
West (f¥r=m)

Vine (SR &I &)
Wine (YR¥)
Vacation (3T&H1I)
Vocation (profession)

Voluble (talking quickly)

Valuable (twet)

— Blood flows along our veins.

— He is wearing a fine vest.

— His house faces west.

— He has a vineyard.

— He often drinks wine.

— 1 shall go to Mumbai in the coming vacation.

— Teaching is a vocation.

— She is voluble and therefore I do not follow her.
~ This book is very valuable.

Vulnerable (F7SIR, weak) — His arguments are vulnerable.

Venerable (respectable)
Vegetarian (¥TEHTERY)
Vegtation (plants of all kinds)

Vogue (in use)
Vague (3TR)
Variant (f&=7)
Various (%%)
Veracity (%)
Voracity (¥e9)
Wave (¥&)
Waive (TIFFT)
We (FWirT)

Wee (Tga @)
Waist (FH)
Waste (@8 &)
Ware (article)
Were (%)
Weather (™)
Wither (&)
Weigh ()
Way (T®)

Wed (marry)
Wade (It § =@)
Weal (wellbeing)
will

Warden (authority)

Warder (guard)
Wring (Fraiga
gt frerer)
Ring (I )
Younder (F&l)
Under ()
Zest (Gxf)

Jest (A<TH)

EXERCISE.

— Our venerable English teacher retired last month.

— My family is vegetarian.

— This area is famous for its vegetation.

— This fashion is not in vogue now.

— His statement is vague.

— His colour is variant from that.

— Various kinds of flowers are in his garden.

— The veracity of his statements will be questioned.

— He is disliked for his voracity.

— He is watching the seawaves.

— I waived my claim to that house.

— We are students.

— It is a wee drop in the ocean.

— He wears a belt around his waist.

— Don't waste your time.

— He deals in earthen wares.

— They were my friends.

— The weather is foul today.

— This flower withers soon.

— The grocer was weighing sugar.

— Which is the way to the Post Office?

— He will soon wed that girl.

— The giant was wading in the river.

~ Weal and woe are the two wheels of life.

— Who will answer my question ?

— The warden of our hostel ordered him to vacate
the hostel.

— He acts as a warder in this jail.

— Wring your wet clothes.

— Ring the bell.

- Yonder is the moon.

— There is a cat under you cot.
— He joined us with great zest.
— He said so in jest.



Distinguish by means of sentences between the words in each of the follow-
ing pairs:

verbal, verbose; persecute, prosecute; prescribe, proscribe; elicit, illicit; confirm,
conform; beside, besides; adapt, adept; accede, exceed; continual, continuous; jest,
zest; zealous, jealous; momentary, momentous.

(i) WORD FORMATION BY PREFIX AND SUFFIX

Word Formation %1 ac9d & — = ® fir=i—fa=1 &9 s9rm siit § o138 waR &
Y 1 WA A S }1 §T S WHER B Wl HI e S0 F Parts of Speech
%8 ST #1 Noun (%), Pronoun (F&M), Verb (faT) Adjective (F¥Hv1), Adverb
(fem—Fa¥i9wr), Preposition (¥=r9-aY% 31599), Conjunction (WaH &) T
Interjection (fFE@fEivs: W) 3 Wit F1 I AATIHATER -t § AT
s #1 St ¥ UF @ W= (word) B Noun (1) 319 Adjective 1T Verb 31l
Adverb (fFa1-figiaon) anft fafe=r =i & ofiaffa @ 701 @ fire v=f =t e
& VR T I WK-TG (Word Formation) #8a ¥

Root/base and affix (Y& @97 U o g=a)

st ¥ word-formation % fif= 7=l = wwe ¥ @ Root, base 791 affix 1
SRV I WG IS &l 81 Root ¥ %1 98 WM gl ¢, W Vg B 77 a7d +Y
e W &1 Affix 78 €1 2, S root word ® 3t 1 9 ey e &1 $— dislike,
# like root word 8, T dis-affix , F4i% T8 root word like ® 31 Sirer T 1

E I e Freraq E-

(a) disobey — dis + obey (affix + root)
(b) unkind — un+kind (affix + root)
(c) irregular — ir + regular (affix + root)
(d) actor — act+or (root + affix)

(e) illegally — il+legal+ly (affix + root + affix)

FAA root H WA @ IRA T UK F w9 A FFar 1 v 8, T affix F 3w
TR root % T fFar =1 wwar B

Affixes

Affix f17 WoR & o) € : () Prefix  (ii) Infix  (iii) Suffix
@ Prefix: ¥ 3 affix ¥ ¥, S root word # & 7€ ¥ 9 : impure, misuse,

(2) Infix : 3t & infix & @ 9@ F)
(3) Suffix : ¥ ¥ affix ¥ ¥ S root word % 3 o SR SR R : lovely,
careless, dangerous.
Prefixes (3T ) : WA prefixes T W% & 314 § 78 wad o 23 &1 72
R St ® |{B V=A@ prefixes 9 f&F w1 @ &
(A) &rTe® prfixes (39@)
dis — dislike, disagree, disappear un - unable, unfortunete, unhappy
in - incorrect, indirect, incomplete mis — mislead. misguide, misuse
r - imregular, irrational, irrelevant il - illegal,illegible, illiterate.
im — impure, imperfect, impossible
(B) W §aM A prefixes :
inter (¥ #)- intercity, international, intermarry.
intra (W& % 3<X)- intranet, intracircle, intranational
mid (&9 #)- midsession, midway, midday.
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Communication Skills & fore (WA &1 a1 M %) forehead, forelegs, foretell,

Personality Development sub (F9)- substandard, subway, subnormal
(C) degree T size T If=ram A aret prefixes.
NOTES mini (BRT) — miniskirt, minicab, minibus

arch (@) - archbishop, archangle, archenemy
super (¥ #IfY%) — supematural, supermarket, superfast.

(D) §B 3 WgEqUi prefixes.
ante (U8d) — antemeridiem, antenatal, anteroom.
anti (f&@T®) —antidote, antiquity, antiseptic
auto (@) — automatic, autobiography, autoriksha
bi (RA) — bicycle, bilingule, bilateral
co (9™, ¥¥) — co-operation, co-education, co-incident
cyber (§=TR, F¥GR) — cyber-crime, cyber-cafe, cyber-culture.
de (faadia fFa) — de-cese, de-forest, de-generate.
e (TR, $2T) — e-mail, e-commerce, e-book
eco (TAlEwig) — eco-friendly, eco-tourism eco-logy.
ex (qd) - ex-husband, ex-minister, ex-primeminister
geo (Y&t) — geo-logy, geo-physics.
ill (38 T® /) - ill-fed, ill-will, ill-advised.
kilo (¥91R) —kilo- byte, kilo-metre, kilo-gram.
micro (§&) — micro-biology, micro-meter
mono (T&) —mono-cycle, mono-oxide, mono-poly.
multi (3%, 9§) — multi-storey, multi-plication, multi-national.
over (374f4®) — overthrow, overeat, over confidence.
omni (¥t) — Omnipresent, omnipotent, omniscent.
poly (3%) — polyester, polygamy, polygon.
semi (3H1) — semicircle, semicivilized, semicolon.
tele (37¥4) - telephone, television, telescope.
tri (§9) — tri-angle, tri-cycle, tri-oxide.
ultra (T0) — uttrasonic, ultrasound, ultramodern
under (2, F9) — underfed, underline, underpay
uni (TF) - unicycle, uniform, unilateral.
vice (SY-WEESF) - vice-president, vice- chancellor.

Suffix (V&) :
Suffix ¥ ¥R @ ¥ ¥ : (1) Inflectional (2) Derivational.
(i) Inflectional -3 WX 3 Part of speach ¥ FI§ IfadH T&f W ¥ SR—play - plays,
playing, box - boxes.
sieh ¥ e e WA inflectional, suffixes B ¥
(i) -sT -es (FgF=A TH & Q)
() -'s3 -s' (possesswe'ﬂ:lﬁ & fuw) S — Hari's, boys'.
(iii) -s A1 -es (verb F singular T F AT present indefinite ¥ third person
singular subject % |¥)
(iv) -d7 -ed (e @ fT) SR — talked, untalked.
190 (v) -d 3 -ed (past participle % &)
(vi) -er (comparative ® f77) S — smaller, bigger.




(vii) -est, (superlative % f17) SR — biggest, fastest.

(i) Derivational -3 ¥= % part of speech ¥ Wi % R # Tl W 7B Tyl
suffixes &3 =1 @ &:
(A) Suffixes it nouns 910 ¥ Abstract nouns ¥7H a1 suffixes fr=T ¥

(a)
(b)
(c)
(d)
(e)
()

(@

verb +ing — building, copying.

Adjective + ness — kindness, meanness, happiness.

Adjective + ty — electricity, falsity, density.

-ent ¥ WAMG € A adjectives 1 -ence ¥ wger A, I -

present — presence, absent — absence, idependent, — independence.

Verb WY -ence A -ance a’rm ™ =, SR performance,
acceptance, preference.

~d/-t ¥ FHE §H A verbs B WY T WH W -sion B NSH T =, 9
permit - prmission,  dicide — decision,  admit - admission

verb W19 -ion / tion / ition / -ation WEF T WK, I : presentation,
correction, starvation.

verb % WY -ment SIEHT 91 W1, I : punishment, agreement, commitment

(h)
fedl ¥ W& nouns Y aTer suffixes

(a)
()
(©
d
(e)
®

Verb & @19 -crlorﬂﬁ,ﬁ{, ¥ actor, teacher, driver, operator.
Noun/verb/adjective % H19, 3 : -ist SIGF bicyclist, tourist, motorist.
verb % WY -ant/-ent S, I : Student, applicat, participant.

Tl F WY -an/-ian SSH, I : musicion, republican.

verb ® WY -ee Sewt, 9 : payee, employee, addressee.

noun % WY -ess FEH, I : lioness, waitress, actress,.

(B) Verbs 1% ar&t suffixes :

(a)
(b)

W Ow Y -ateﬁ\iﬁ'(, 3 cholorinate.

feriyur & W -ize SgwT, 3 : popularize, computerize, summarize.

T8l -ize B TIF W -ise F YA S T WA S

Adjective % W19 -en %1 WA 7%, S : sharpen, ripen, deafen, frighten.

(C) Adjectives S aT&r suffixes :

(a)
()
(c)
@
(e)
(6]
(&
(b)
®

Wl % WY -al SIZH, I : national, cultural,

|l B WY -ic FEH, S : heroic, energetic

verb 41 noun % WY -ive SEHY, I : attractive, active, introspective.
el % WY -ful F1 FET F, S : beautiful, harmful, helpful, mouthful,
T P WY -ous F AN H®, I : careless, homeless, painless, helpless.
A & WY - ous F WA F@&, HQ : ambitious, dangerous, famous.

T F WY - y F TGN F, S : sandy, greasy, salty.

Tl % WY - ly SAgH, I : friendly, fatherly, monthly.

verb & WY -ible/able SIgHT, S : responsible, reasonable, suitable/

(D) Adverbs ¥ aTer suffixes :
Al W adverbs, adjectives ® WY - Iy 91 - ward (s) TFTH @ @ T ¥ 99

slowly, quickly, afterward.
EXERCISE 1. Fill in the blanks with the correct forms of the words given in the

brackets :
Ty ORI of the city were very alert. (M)
o Ho behmved.... st in the party. (foolish)

The coemies aitacked the .........c..comiiivinnss people. (sleep)
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4. Shouts of joy could be ........cccoecvninnicians from every where. (hear)

5. They could see nothing in the .......cccvieiivrennen. (dark)

6. The ball hit the wall and came .........coceeeesiernnenern (back)

7. There was a mark of wound ........cccccevvnneee his right eyebrow.  (nearness)

8. He ICAIME......o.eveessssassasonsensas at 8 p.m. (exact)

9. My brother is doing SOmMe COUTSE iM......ccovurmmseurunisenses (manage)
10. Pranjali became a .........ccooeeecsusnsansens doctor. (fame)
11. In big cities, roads are..........cccovevevusuiueins (crowd)
12 R il Srilnends of his look. (care)
13. Pranjali's €yes WETE .........covusurscensunsens with tears. iy}
14. India is the largest ........ccoverenvrunnes of tea in the world. (produce)
I3 el B . i it i hsintiess story. (interest)
16. Exercises Keep One ........ccccoevenssusisnenaes (health)
iy MR SO s A was signed between them. (agree)
18. I received your letter with a ......ccccovvurninseiiense news (wonder)
19. My headmaster Was @ ..........c.cccccmcuerueranns (discipline)
20. NEhE I8 B iiovinninsssrnioracesssaiins girl. (beauty)
21. He sent the boy to WOrK........overcreecsniasan (independent)
22. The fox was really..........ccevmrvesnnsninns (help)
23. Children were busy in different.........cccccvccveniacnes (active)
24. Dhyan Chand was a devotee of .........ccccnruecnnannn. (excellent)
25. Piyush was .....cccocoeeienusussenocns with the birds. (friend)

EXERCISE 2. Fill in the blanks with the correct forms of the words given in the

brackets :
1. Piyush sat.........cicccnuecensinensss against the wall. (lean)
2. He thought that he wWas ........cccevvviiciiannns for his people. (use)
3. Shweta Was @ NEW ......cccccesrnssanssnsssnens in the class. (come)
4. We should not spell the Words ........cc.ovseusccnenee (wrong)
., TTRERI (e is very complicated. (Machine)
6. The stick is really........cccovemruereiiaennnae (magic)
i AP, I Sy S s water never stinks. (run)
8. Sujata was full of .....cccevcnvviccnnnee (excite)
9. Some wild animals are..........cccersensianecnns (danger)
10. A man stumbled over the stone in the ........cccceeivreennenes (dark)
B R T SR —— behind the mosque. (grave)
12. He gave 2 ClBRT ...coovsienmiicimipaninsnisn of the incident. (describe)
13. They passsed through the .........ccoiveriienenne country side. (love)
14. ' BOH B A &iamniisaiveds festival. (colour)
15. Ballogning is 88 —.co..coccsaaniaerrse sport. (adventure)
16. THE PIRRL ....oocreercssesssasissasess took off. (gradual)
17. He will come back from the City .......ccccvnrerennnee three days. (with)
18. Dhyan Chand was a .......ccccoeevesnienns of hockey. (magic)
19. She ropped in the school and became ..........ccccoouncininnaes in the village.
(fame) ‘
20. A man should be .................. o TN (health)
2L B ..l i is Indian (national)
22 TR B0 L ] in the village. (employ)
23. Your teacher can give you all the ..........ccuvueninnncee you need. (inform)
24. Chittorgarh is famous for its ...........cccecvvervsereaene fort. (history)
25. This place is full of .......ccoveererennecns beauty. (nature)’



(iij) SYNONYMS AND ANTONYMS

smmﬁﬁﬁmmmwmmtnﬁm%mm#
B 1 WY T v A R WE @ SrER # e s Antonyms %! &=t 7 faaim

= A fyodtard® v wer o & et
WMRE:

viEg (Word) Synonyms
Abase (39EH) humiliate
Abhor (T HE) hate
Absent (ergefeam) inattentive
Absolute (qeh) entire
Absurd (FTER) ridiculous
Accede (weafa) consent
Access (Wﬁil) approach
Achieve (f &%) accomplish
Acquire (W= &) obtail
Acute (d) sharp
Adjourn (wfim +m) postpone
Adversity (guf) misfortune
Affirm (@R $EM)  assert
Ailing (¥ r) unmell
Alliance (H73) union
Allure (smfa HE)  attract
Amiable (e loving
Array (FHEE) order
Assault ( sRwY &) attack
August (v=7) majestic
Avarice (o) greed
Awe (=) fear
Baffle (BT defeat
Barbarous (3199) savage
Beautiful (¥=0 elegant
Bitter (%Ean) harsh
Blank (@redt) empty
Blend (farsgron) mix
Blithe (yg=faw) merry
Blunder (rerdt) mistake
Bounty (37Ram) generosity
Breed (3= &) beget
Brisk (g%=1) active
Brittle (9TR) fragile
Bulk (=) size
Cajole (gmR) flatter
Candid (SE/eTe) fair
Caprice (=) whim
Cede (7T quit
Charity (zaregan) kindness
Chastity (afe=an) purity
Clamour (¥ireT) noise
Cloak (&= ) cover

¥® W@ Y= % Synonyms 741 Antonyms 3

Antonyms
honour (99)
love - (&%)
present (3ufeem)
incomplete  (37qul)
sensible (99ER_R)
dissent (srazafa)
departure (TarT)
fail (m%a )
lose (@)
blunt (®fea, wign)
continue (St &)
prosperity (W)
deny (STEFR FET)
healthy (=)
enmity (3r3m)
deter (Srar SrerE)
hateful (gftr)
disorder (3r=gafiya)
defend (T &%)
mean (T=9)
extravagance (freras)
familiarity (o fipmm)
help (WERI )
civilized (%)
ugly (w=g=)
sweet (Htan)
filled (9 1)
separate (99%)
dejected (3-8
accuracy (W)
miserliness ()
eradicate (= +E)
inactive (fiferg)
solid (W)
particle (B Twe)
chide (99T
unfair (3rETez)
reason (a%)
hold (hE)
harshness (&@m)
immorality ()
silence (gof)
exposure (3wrE )
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Colleague
Combat

Commence

Comprehend

i Conceal

Congregate

. Conspiracy

Consume
Convulse
Countenance
Crest
Crude
Date
Deceit
Defer
Deter
Devour
Deligence

Drowsy
Due
Dwell
Eclipse
Elastic

. Emit

Endue
Enthusiasm
Epitome
Erect

Even

. Execute
. Expedient

Familiar
Fasten
Fertile
Festal
Fend

Fiery

. Finite

Flicker
Forget

Found
Free

(edt)
(faw)

(Y& &)
(TwE)
(foarm)
(= &)
(wggT)
(3T HEN)
(3U &)
(@ HEN)
(faraR)
(F=a)
(ae=m)
(wian)

(30 wEm)

(Edieafea &)

(frer)
(=)
(=)
(F)
(3fam)
(&M
(=)
(eren)
(& &)
(== frwe)
(3Ter)
(FHZ &)
(i)
(B
(&g HE)
(w9 )

(90 &Tm)
(39g)
(afifem)
()
(ITT)

- (g

()
()
()
(Hifaa)
(gumR)
(Torafier)
(&)
(fa=2)
(eafE &T)
(wA)
(=)
(TR

fellow
oppose
coinceive
hide
gather

-
agitate

facts

delay
discourage
swallow
attention
obvious

abide
overcast

eject

exhale
store

tie
Prductive
gay

hot
cajolery

overlook
horrible
establish

trivial
bold

recollect

Illiberal
useful
timid

(fertedt)
(WeR)
(|9 HE)
(TR &)
(@)
(fer@m)
(&)

(TZ &)
(wiia =T)
(&g =E)
(=)

(%)
(e
($arErd)
(gftsrn &E)
(IFHTFA)
(3T HEN)
(STETEY)
(=)
(Ta®)
(Treif)
(9ZH)
(e HEN)
(F3R)
(ZamTa )
(AT HE)
(frrer)
(famem)
(FET)
(FER)

(= &T)
(g&)
(Irg 3
()
(ST
(@)
()
(3@
(ge®)
(FEart)
(3van)

( Frifia)
(FEHR)
(T9%F)

(AR &)
(T=)

(T HT)
(%)
(ITEr)
(=)



Havoc

Hew
Homely

Meditate
Mellow

Mischief

Mock
Muse
Nasty
Nerve
Nocturnal

(3wH)
(Toremer)
(| )
(=)
(v=m)
(Zar)
(|| w4 0)
()
(gfaurms)
(YROT 27)
(formmem)
(=M )
()
(95@)
(99)

(¥ FE)
(=eT)
(arEt)
(3%
(STEmR)
(vaw)
(amTer)
(%)
(ot g31)
()
(%8
(gaem)
(")
(fow gam)
(TEE)
(F9 =Em)
(" F)
(=)
(9=3)
(wr=)
(FeTEE)
(sard)
(3=)
(ITETIR)
(femem)
(%1 )
(=T %23 )
(=M 3)
(Site wgarm)

(Ywem)

(fawsit sgrm)

(=)
(=)
(|®Y)
()

vast

superb
oppress
salute

rest
convenient
shelter
destruction
notice
chop

ugly
deception
-

put

bold
provoke
carelessness
entrance
mad

bury
weary
spongy
excite
thin
Tustful
secret
loose
loiter
careless
exalted
calm
strong
disease
wicked

approve
Bkt

come

avoid
advance
inconvenient
expel
conservation
ignore

form

reality
release
remove

discourge
interest
exit

sane

refresh
parched

surpass

chaste
visible
strict
extend
hasten
active

excitement
weak
healthy
sanity
execute

ignore
benefit
clear

act
nice

(witga)
(Ser)
(EBg=)
(3m)
(T=3)

(9%% &%)
(e =TT)
(3t =)

(STgforarsiTe)

(&=Em)
(drg)
(3% =Em)
(gure)
(F=9)
(arafasarn)
(ofg)
(&=rm)
(fam)

(TdrmIEa &)

(zf)
(frm)
(W9F_R)
(3wrEem)
()
(g&n)
(Zar)
(eEm)
(9fEm)
(¥=)
(F3R)
(s=rm)
(¥ftsran =)
(%)
(i)
(3o
(F99IR)
(=e)
(zarg)
(w9t
(=Fr)
(%)
(%=ar)
(3% HT)
(@ wgsr)
(=)
(weiEn &)
(1 +Em)
(37=a)
()
(F9=hten)

i

i

B
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. Novel

Obese
Obstacle
Occult
Offspring
Onerous
Oppress
Ordinance
Overthrow
Passion
Peerless
Penetrate
Perceive
Petition
Pick
Pile
Plague
Pluck
Plunge
Ponderous
Precede
Predict
Prelude

r
IP .gg' -
Probity
Procure
Profound
Proposal
Pry
Provide
Pueride
Putrefy
Quake
Rack
Rail
Rapture
Rational
Raze
Rear
Recline
Reel
Reflect
Refute
Reiterate
Reliance
Rend
Resemblance
Respond
Retain

(smyf) modern
(¥rer) fat
(=) barrier
(fom g=m) hidden
(@) children
(wrd) heavy
(gEm) overtask
(TR regulation
(=2 &) demolish
(%) affection
(=fgdta) unique
(q¥e) pierce
(Z=) discern
() prayger
(gwm) select
(B heap
(YA HE0) annoy
(E®H) courage
(g=) sink
(=) weighty
(qdadl ) herald
(wfesgaoft %) prophesy
(rETET) preface
(wuifem @) affected
(=) ancient
(frrean) integrity
(9rm) get
(Te) deep
(weE) offer
(F@) peep
(M) supply
(S childish
(w&m) rot
(i) tremble
(T ) torture
(HEHIAD) scold
(IAFR) delight
(HHFER) sensible
(=2 &T) destroy
(SEE-9e &) breed
(g=) lean
(TG g 9T stagger
(fa=r =4 ) muse
(era fag &)  falsify
(3T repeat
(favamw) confidence
(<) tear
(¥ similarity
(3T ) answer
(I% @) restrain

ancient
slender

ancestry

assist
custom
construct

withdraw
overlook

reject
scatter
amuse
cowardice
emerge

conclusion
unaffected

rascality
lose

shallow

overlook

preserve
rest
console

agony

erect
stand
overlook

reverse
diffidence
patch
difference
overlook
giveup

(=)
(gEe)

(TeR)

(gem)

(F%)

(T&=)

(WEg &)
(fs-fam=)
(s
(F@)
(|m=)
(framrer)
(Y FE)
(mafa)
(HR F)
(faa)
(AR &)
()
(Ve B )
(&wh1)
(fe-98 )
(A &)
(frendd)
(SgEer)
(enyfie)
(ge)
(@)
(faem)
(3TR)
(R )
(F= )
(gesifaa)
(Tt @)
(™ HEN)
(g )
(GIE &)
(o)
(9Te)

(Egr &)
(AwT)

(@ #F)
(T

(39 HEA)
(Yfe =T
(dig &)
(sifavam™)
(wHd &)
(STGHFT)
(39 HTN)
(Brg ¥M)



Revenge
Revive

Scholar

Sequel

Spontaneous

Starved

Wholesome
Wizard
Yearn

(==am)
(s 2
(F3R)
(FerEdh)
(Tars)

(¥%)

(i)
(frerar)
(wrerst)
(&m:)
(398 )
(@)
(W &)
(g&)
(fyem)
(fyererm)
(Frm)
(dyw)

(W)

(T=)
(ﬁm)
(Fm)
(sfaan &)
(=)

(YR ¥ =EN)
(@)
(SR)
(=)

vengeance
refresh
stern
wages
disciple

close

endeavor

lazy
agree
melt
dye
bond
quiet
frivolous
learner
alike
seize
sordid
sharpen
healthy
magician
desire

expert

surrender
noble
blunt
unhealthy

dupe
loathe

(&mm)
(g= )
(qeraT)
(FER)

(%)
(Y&=ma)
(%)
(reiter)
(o)
(=Afrarda;)
(==r)
(7=t wE wifte)
(Twdur %)
(H=1)
(fa=1 &)
(=)
(fiyerm)
(&)
(3fea)
(W)
(3%)
()
(Fwdw &2 3)
(23)

(dfqm =)
( STERETH)
( wrereren)
(%@ &)

EXERCISE 3. Fill in the blanks with the antonyms of the words given in the brackets

B TR et L B s e e e e (tall)
2. 1G00 IO OVOIPOME. .......icoiini i ladithestinsstiliboestss s e essemans (dead)
o TEE SO T i ideiiiiibininnsnnsi journey. (short)
( TON0  TRAST all the time is not good. (worhng)
S Rem e iiininiiin boy.
6. We are very .........cc0cc0ninin today. (unhappy)
My ST R L e (fuel)
8. Work hard and you Will.............coooenvneoeremoooo (fail)
g R for him to do. (differcult)
10. They went beyond the reach of their.................cooooooo.... (friends)
11. Ours is not a very............ccoeenn........... school. (big)
12, DS bea LSl of your mistakes (careful)
13. Wilteg s & ..l el invention. (useless)
14, It was a beautiful........................... (evening)
15. The ocean is very............cocon......... (shallow)
16. Reshma always wore a ............................ dress. (clean)
17. The next morning Reshma's face was............................. (dirty)
18. The forests in Assam are very. ” (thin)
19. The servants carried a ...................... ? (clean)
20. The silk merchant was @ ............................ man. (fearful)
21. Mount Everest is the .................. mountain peak in the world (lowest)
22. The people gave ..............ccooun...... opinions. (same)
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23. My father is @ ...ccocoevenemresnssenerans man. (short)
DA HEB B oviooisiiiomsmisisiioniaa (witch)
25. Dhyan Chand is @ .....cccconecsninsnnscranns for excellence. (antonym)
26. All children are ..........ccocceeninsieennne (unequal)
: Z0. DAY cifoneivrvinisossinninspsin is a housewife. (father)
! 28. Children should be treated............cocoovurcreeenes (cruelly)
29. You can think about..........cccovseeesusisnens occupations. (modern)
30. The fort stood ........ccceeremsnisincianane on a steep hill. (low)
| EXERCISE 4. Fill in the blanks with appropriate synomyms given in the brackets
1. We should be ............. of our duties. (aware)
2. Banwir was a ............. man. (wicked)
3. My father ............. me to work hard for examinations (compel)
4. He did not ............. to my advice. (mind)
5. BEverybody ............. criminals. (dislike)
6. A eagle has ............. eyes. (sharp)
| 7. My friend ............. me during examinations. (misled)
i 8. Nobody liked his ............. (opinion)
| 9. During interview ............ questions are asked. (oral)
10. Himalaya is the ............. of the Ganga. (source)
11. The teacher did not ............. us go home. (allow)
12. Words worth did not like ............. beauty. (physical)
13. The prisoner filed a writ............. in the High Court. (prayer)
14. The shop i .......c..... a present on every purchase. (giving)
15 He soodosis my idea of going home. (refused)
16. We should not ............. at the poor. (ridicule)
1 ffp g mangoes taste sweet. (mellow)
18. The naughty monkey used to.............. people and children. (hurt)
19. A nun ............. in convent. (inhabit)
20. The Cat 18 ..ccccvivveis smoke. (giving out)

ANSWERS

| EXERCISE 1 1. inhabitants, 2. foolishly, 3. sleeping, 4. heard, 5. darkness, 6. back-

;
i

ward, 7. near, 8. exactly, 9. management, 10. famous, 11. crowded,
12. careless, 13. filled, 14. producer, 15. interesting, 16. healthy,
17. agreement, 18. wonderful, 19. disciplinarian, 20. beautiful,
21.independently, 22. helpless, 23. activities, 24. excellence, 25. friendly.

~ EXERCISE 2 : 1. leaning, 2. useless, 3. comer, 4. wrong, 5. Machinery, 6. magical,

7. Running, 8. excitement, 9. dangerous, 10. darkness, 11. graveyard,
12. description, 13. lovely, 14.colourful, 15. adventurous, 16. gradually,
17. within, 18. magician, 19. famous, 20. healthy, 21. nationality,
22. employment, 23. information, 24. historical, 25. natural.

EXERCISE 3 : 1.short, 2. alive, 3. long. 4. playing. 5. unkind. 6. happy. 7. empty, 8.suc-

ceed, 9. easy, 10. enemies, 11. small, 12. careless, 13. useful, 14. mom-
ing, 15. deep, 16. dirty, 17. clean, 18. think, 19. heavy, 20. fearless,
21. highest, 22. different, 23. tall, 24. wizard, 25. synonym, 26. equal,
27. mother, 28. kindly, 29. traditional, 30. high.

EXERCISE 4 : 1. conscious, 2. bad, 3. forced, 4. heed, 5. hate, 6. keen, 7. mis-

guided, 8. idea, 9. verbal, 10. origin, 11. permit, 12. material, 13.pe-
tition, 14. offering, 15. rejected, 16. mock, 17. ripen, 18. harm,
19. dwelled, 20, emitting.



28| Synonyms, Antonyms and
Homonyms

A. Homonym is a word of same form as another but carry different sense.
As for example pole means a long slender rounded tapering piece of wood
or (rarely) metal expecially as support for tent, telegraph wires, etc.

Another meaning of pole is the two points in the celestial sphere about
which the stars appear to be sewed. As for example North pole, fault
pole. Pole are also Native of Poland.

B. Synonym :

Word identical or partly similar in sense and usage with another of the
same language word denoting the same thing (s) as another is suitable to
different context (as leap for jump, slay for kill) or containing different
suggestions (as blind-worm for slow-worm) word equivalent to another in
some other sense (as ship for vessel).

C. Antonym :
A word of contrary meaning to another, as : bad to good.

Some more examples :

Section A : Grammar
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(i)

Homonyms :

Abandon-Give upto another's control or mercy or yield oneself com-
pletely to a passion or impulse, give up (a possession or habit) forsake (a

person, post).

Abandon- Careless freedom, letting oneself go.
Synonyms :

Attest- affirm, authenticate, countersign, testify.
Antonyms :

Abase- hamour etc.

' SPELLING RULES

You may find variation in spelling of a single word e.g. the word with the
suffix ize and its derivatives e.g. ization, differ in English dictionary of
British and American origin. As for example realisation (= realization),
organisation (= organization).
One syllable words ending in single vowel + single consonant double the
consonant before a suffix beginning with a vowel :

beg + ed = begged

rob + er = robber

run + ing = running

sad + est = saddest

but wish + ed = wished (two consonants).

fear + ing = fearing (two vowels)
Words of two or three syllabbles ending in single vowel + single consonant
doubles the final consonant if the last syllable is stressed :

begin + ing = beginning

occur + ed = occurred.

permit + ed = permitted

control + er = controller
The consonant is not doubled if the last syllable is not stressed :

benefit + ed = benefited

suffer + ing = suffering

(iii) In British English the consonant "' is doubled, even if the stress does not

fall on the last syllable :
quarrel + ed = quarrelled.
travel + er = traveller

Note the exception parallel + ed paralleled. If the word to which the suffix
ful is added ends in 11, the second 1 is dropped :



skill + ful = skilful, Section A : Grammar
will + ful = wilful '
Words ending in silent ¢ drop the ¢ before a suffix beginning with a vowel
] NOTES
live + ing = living
move + ed = moved

hope + ing = hoping
drive + er = driver

(vi) The ¢ remains before a suffix beginning with a consonant :
hope + ful = hopeful
engage + ment = engagement

Note the exceptions :

true + ly = truly
awe + ful = awful.
due + ly = duly

(vii) Notice the special case of words ending in ce and ge which keeps the e
when adding able and ous :

notice + able = noticeable
change + able = changeable

(viii) In such words the e and g are pronounced soft before e. Sometimes the
e is retained to avoid confusion with a similar word :

sing + ing = singeing (do not confuse with singing)
swing + ing = swingeing (do not confuse with swinging)
(ix) Words ending in ee do not drop an ¢ before a suffix :
see + ing = seeing
agree + ment = agreement
(x) Words ending in ie change the ie to y when ing is added :

die — dying,
| tie — tying, {
‘, lie — lying i

(xi) A final y following a consonant changes to i before a suffix excepting : |
| happy + ly = happily
beauty + ful = beautiful
But,
carry + ing = carrying
marry + ing = marrying ;
But y following a vowel does not change :
pray + ed = prayed
play + er = player §
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Note a few exceptions :
pay + ed = paid
day + ly = daily
lay + ed = laid
say + ed = said.
(xii) When je or ¢i is pronounced like ee ie 'jeep' i comes before ¢ except after
B

believe receive.
achieve deceive
field conceit
Some exceptions :
seize protein counterfeit
weird plabeian



Section B : COMPOSITION

1 Making a Technical Report

Nowadays the school and colleges have adopted the system of term papers
and assignments for judging the students' ability . This is a novel way instead
of having the examination at the end of the term, entailing lots of last minute
hectic activity .Thus in formal education the writing of dissertation, thesis and
technical report has become synonymous.

Conventions of Writing
Defining the Problem

Defining the problem is the first task. It involves determining what the
questions, assignment or essay requires you to do. Some commonly
encountered words and their meaning in the context of assignment is
given below.

1. Analyse : Consider the various components of the whole and try
to describe the inter-relationships between them.

2. Compare : Examine the characteristics of the objects in question
with a view to demonstrating their similarities and their differ-
ences.

Section B : Composition
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3. Contrast : Examine the characteristics of the objects in question
for the purpose of demonstrating differences.

4. Define : Give a definition or state terms of reference.
5. Discuss : Present the different aspects of a questionor problem.
6. Enumerate : Give a listing.

7. Evaluate : Examine the various sides of a question and try to
reach a judgment.

8. Examine critically : Act as a judge or critic, appraise.
9. Mlustrate : Give an example , explain, draw a figure.
10. Prove : Demonstrate or show by logical argument.
11. Summarize : Examine the main points briefly.
Limiting The Problem
Spend a few hours right at the beginning by limiting the problem.
Example :
topic :
1. Diseases affecting wheat
2. The control of rust in wheat

3. Recent development in control of wheat rust in the region of
Doaba village.

Out of these topics the first is fit for a book. The second is too broad
for a term paper. The third topic is manageable.

Time Schedule

Allocating time for reading, data collection, analysis and writing is a
must for bringing out the best result.

Consulting Source Material

A suggested list of references is often included with set assignments.
Begin reading with these materials. Reference books contain further
reference material. Collect them and read further for promising leads.
Search the library with catalogue/computers. ‘

Preparing Working Bibliography

A bibliography for a written assignment is an alphabetic list of all
source material to which reference has been made. The essential in-
formation has to be as follows :



1- Authors name and initials
2- The name of article, journal, book.
3- Plaée of publication, publisher, and date of publication
4- Few lines on the contents of the book/journal/article.
The call number of the library along with the name of the library is an
additional information.
Taking Notes

Notes can be made on full scape paper or in the reference card itself
depending upon the details required. Remember in technical report,
each author's contribution has to be acknowledged, whether you are
paraphrasing or giving within quotes.

The Outline

The format / layout of the reports varies as per the institution. Follow
the required format for the outline. Here a general format is suggested.

Title of the Assignment

That is the first thing to be decided upon and would depend upon the
selection of the topic.

Aim :
Define the aim of the work undertaken in a few lines.
Objective :

Dehneate the aspects which would be taken into account for the present
research.

Methodology :

The technical report writing takes the help of various instruments ,math-
ematical and statistical tools, approved and sanctioned laboratory
protocols which aid and facilitate the study. For field oriented works
field work methodology and the method of data collection form an
important part. All these things have to be presented under this sub-
title.

Introduction :

In this, a clear statement of the problem has to be made Define your
terms and indicate the limits of the study. Set the problem within a
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meaningful background. This should provide the readers with all nec-
essary information for what is to follc w. It should be crisp and infor-
mative.

Review Of The Literature :

Once the topic has been selected it is essential to review all the
relevant material which has bearing on the topic. Chronologically all
the works need to be sited and discussed with in the topic under

study.
Designing The Study :

The design is the pivot on which the thesis rests.It is difficult to gen-
eralize here, but the main features would include :

Statement of Hypothesis :
A clear statement of the argument and the grounds for it.
Statement Of Assumptions :

In every study it is necessary to make certain assumptions. Wherever,
these are made, they should be stated clearly. Nothing should be
taken for granted.

Statement of Limitation of the Study :

The time allowed for a study and restrictions of length in report-
ing. It imposes necessary limitations on each study. The limits of
the proposed investigation should be clearly defined.

Appropriateness of Research Design :

In the empirical study, the statistical methods for testing hypoth-
esis need to be described and examined for appropriateness.

The Control of Error :

In experimental studies, variables have to be considered and
controlled and these need to be described.

Reliability and Validity :

The reliability of the test instruments have to be given in the body
of the report.

Conclusion :

This section presents the finding of the study, the solution or the
approach to the solution to the problem initially stated.



Example :

Title page
The critical history of the Agrarian movement
by
Ramesh Mehta

assignment of modern history for graduate course

Department of History
University of Delhi
24% July 2008
Table of Content : Page
Acknowle dgement 1
Preface 2
List of tables 3
List of Figures 4
Chapter
1. Introduction 6
2 Socio-political movements in the area..................... 11
Religious orientation ................cccccoveuenn.nn.. 15
Cnlaral DAk e ..o i dnsossisvonnmsssis 20
Educational orientation .............................. 28
Economic background ...................ccovenen.nn. 35
111 The beginning of unrest ................................... 42
Geographic uncertainty ............................. 56
Economic constraints  ............................. 64
Political Intervention .....................ceon.o.... 72
IV OUganisnd MOVEMIBIE -......iciivmmmmressssnsesssnens 80
L TSN SN .. S s 85
L I A o B S I O e 90
o R e R SN |1 4 . 94
V  Post Movement Scenario ..................cc.ceuuennnn. 110

NOTES
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Check Your Progress
32. What is Editing ?

208

Bibliography .......c.ccceeveiceiiiniiiniisesancosiesens 124
AppendiXes ....c.ceiiiiiiieiiiniiiniienieriieie 128

Editing /the Final Draft

Before the final draft of the assignment or report is typed it should be
carefully edited. It is the responsibility of the writer to ensure that the text
is free from spelling and grammatical errors. The spellings to be checked
from an authoritative dictionary . The punctuation, capitalization, hyphen-
ation and abbreviations should be referred to a recognized text. further,
the headings, sub headings, quotations, footnotes, tables and figures,
references and appendixes need to be checked and rechecked.

After having satisfied yourself, the draft may be handed over for typing.

Proof Reading the Final Report

Each line needs attention and special eraser may be used to rectify the
mistakes. In case a page has several mistakes, then it should be retyped.
This part of the work is tiring but of utmost importance

Exercise

Prepare a project on the following topics and submit it to your teacher:
1. Solar energy and its use in Indian homes

2. The socio-economic needs of the domestic helps

3. The declining trend of playing outdoor games amongst the adolescent
4. Relevance of youth participation in Indian politics today.

5. Morality and its erosion from Indian values.



2 | E-Mails and Text Messages
Composing

Letter writing on simple paper or on internet are messages and certain letter-
forms have been established by experience and customs as the most useful
forms learned and used by every letter-writer, for neglect of them is a sign of
ignorance and carelessness.

There are several different kinds of letters (such as friendly letters, business
letters etc.) each of which has its own particular form, but there are certain
matters of form which apply to all and these may be noted down.

In all kind of letters there are six points of form to be taken care of. These
are

(i) The heading consisting of (a) writer’s address and (b) the date.
(@) The courteous greetings or salutation.

@) The communication or message - the body of letter.

(iv) The subscription, or courteous leave-taking or conclusion.

(v) The signature

(vi) The superscription on the envelope (if sent by surface mail)
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(i) The Heading :

This inform the reader where you wrote the letter and when. The where
(which should be the writer’s full address/E-mail Id, gives the address to
which reader may apply : and the when is for reference, as it gives him
the date on which you wrote.

The position of the heading is the top right hand corner of the first page
- the address above and the date just below it. The heading and the date
may alternatively go on the left.

Example :

(i) Pragya Publications
E-38, Industrial Area,
Mathura - 281004
Date 14 June, 08

The date may be written in any of the following ways :
14®, June 2008 — 14-6-2008
14th June 2008 — 14.6.2008
June, 14, 2008 — 14/6/2008

To a British person 14.6.2008 means the fourteenth of June 2008.
But the Americans put the month before the day hence they would
write 6/14/2008

(ii) Salutation or Greeting :

The form of Greeting will depend upon the relation in which you stand to
the person to whom you are writing.

(a) To members of your family, for example, it will be My dear Mother,
Dear Uncle, Dear Father, My dear Hari, etc.

To friends, it will be :
Dear Shyam, Dear Sunita etc.
To business people, it will be :
Dear sir, Dear Sirs etc.

It may be noted here that the use of term Dear is purely formal and
is nothing more than a polite expression, the term does not necessarily
imply any special affection.

The position of the salutation is at the left hand of the first page, at
a lower level than the heading.



(iii) The communication or body of the letter :

This is the heart of the matter and the style in which it is written depends
upon the kind of letter you intend to write. The style of letter to an intimate
friend would differ than that of a purely business letter or an official com-
munication. But some common hints that apply to-all letters are given
below :

(a)

(b)

(c)

@)

(e)

®

Divide your letter (unless it is short) into paragraphs to mark changs
of subject matter.

Use simple and direct language and short sentences. You should know
that English is a language of short words. Fowler, one of the authori-
timontlmuseofgoodEng]ish,quotesapassageﬁ‘omMiltnn’s “Paradise
lost” in which 52 out of 56 words have only one syllable. He also
quotes a passage from Tennyson's 'Idyll of the king' in which only
twelve out of 101 words have more than one syllable.

Avoid unnecessary words.

Unnecessary words are words which add nothing to the meaning of
the sentence.
Try to be complete.

It is a sign of bad planning when you have to add. Post scripts at the
end of a letter. Think out what you want to say before you begin to
write and put down your points in some logical order.

Write neatly.

A N AR

Remember, if you are not using a type-writer or computer and using
your pen only your writing should be neat, so that the person to whom

you are sending a message should easily read what you write and you
should not give him unnecessary trouble with bad Penmanship.

Take care of your punctuation marks and put in commas and semi
colons and full stops in their proper places. The correct puncuation
may alter the whole meaning of a sentence.

Example :

A correspondent, was covering the press conference of a military
general. The general said that he had ordered his troops after the
victory not to kill the enemies and leave them. The correspondent
sent the following text of the news head line :

“Kill them, not leave them”. The correct version would be “kill
them not, leave them” the meaning of the first was quite contrary
to the meaning of the second. The first sentence means “kill all the
enemies and do not leave them alive” while the actual meaning as

deciphered from the correct punctuation is “Do not kill them (the |

enemies), leave them (let them live)”.
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(iv) The subscription or courteous leave taking

A letter must not end abruptly simply with the writer’s name/signature.
This would look rude. So certain forms of polite leave taking are pre-
scribed. Such as ........

Yours sincerely, your sincere firend, yours faithfully etc.

(v) The singature or name of the writer must come below the subscrip-
tion. ‘Thus yours sincerely.

(R.K. Dhawan)
(vi) The address on the envelope (or post card) should be written neatly
such as
A Postage
Stamp |

Seagull Publications

I washington Square Village

Apt IU, New York, NY 10012

USA

An Example

121-c, sector 19

Rohini Delhi-110085 -
2nd January, 2008

Dear sir,

1 shall be much obliged if you send me as soon as possible the books
which I ordered on 12th December 2007.

Yours faithfully
(D.R. Saxena)

Exercise

Write a short letter to :
1. A friend describing your favourite hobby
2. A friend describing a foot-ball match.

3. A company asking for some information on the sports goods that they
have advertised.

Your sister explaining how you missed your exams.
5. A friend arranging for an excursion together. -
6. A friend who is going abroad with his father and mother.



3 Letter Writing

Letters are excellent means of communication, but writing them demands a lot of
pracﬁcepaﬁenceandhardwmk.ltisanmtwhichneedstobeperfecwdbefore

applied.

We write letters on all occasions. Write letters to friends and family members. We
also write to people who are our seniors, or with whom we are in some sort of
business. The letters which are written to our near and dear ones are called informal
letters while those written to people in business with us or letters to the editors of
the newspaplers or to our seniors etc. are Formal letters. Both types are different
form each other in purpose, tone, style, word selection etc. In this chapter we’d
learn to write both Formal and Informal letters.

There is a format which we have to stick to while writing to somebody. They are
almost similar for both. Formal and Informal styles. We’d see them ahead and
practise then because it's they which give a piece of writing the look and the form
of a letter. There are some model expressions for each part of the format you may
look up to while framing your own sentences. Don’t copy them in toto. Rather, they
would help you understand what should be written in that space or in that part.

Parts of a Letter':

(1) Your Address : It is written on the top left side
of the letter. Earlier it occupied the top right
spot on the page but now. The changed patterns
recommend sticking to the top-left space. How-
ever in informal letters you still may opt for the
top-right sopt.

It’s written as :
178, Raman Street,
Saket Vihar

New Delhi,

Your address should be short, clear and enough so that the receiver may have
an idéa who has written to him and in need of a reply he may use that address
to write back to you. Don’t write your own name in your address.
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2.

3

4.

Addres of the Adressee : Just below your own address, leaving some space,
you should write the Address of the Addressee.

Mr. Satish Chandra
72, Purnendu Nagar,
Mitramandal colony,
Patna-2,

Date : Below the address of the Addressee after a little space, you should write
‘Date’. You may write date in several ways, 20th October 2011, October
20,2011, 20-10-2011, 20/10/2011.

Salutations : Salutations vary a bit on different occasions. If you are writing to
your boss or senior or a person you are or have to be in business with write
Dear Sir/Dear Madam,
While writing a letter of application or a letter to the editor of a newspaper or
a very senior authority, just write.
Sir/Madam
If the person youa:ewﬁﬁngtoisoneamongyourfriendsandfamﬂy,youmay
choose a wide range of expressions- My dear Avi, Dear Sushma, My dear
Mom/Dad/Unle/Aunt, Dear Anil, Dear Shashank.
While writing to one’s girl friend/boy friend/wife/husband or somebody we are
emotionally attached to, you may write Dearest, My heart’s darling, My love, etc.
The Body of the Letter : This part is very important ast it carries your
message to the person you are communicating with. It should be as short as
possible, simple, crisp and straigtforward. It consists of four parts :

Introducing the topic :

° Icametoknowthatyourﬁnalexamsareathandandyouaresﬁ]lnot
serious to your studies.
I am writing to complain about...../ I am writing to remind you of.........

I want to arrest the attention of the concerned authorities t0 ............e....
through your reputed newspaper,

Describing the topic :
e Being a seasonal student can’t help and you should be regular at studies.

(You may choose adjectives to stress or convey your feelings as required)
e The laptop was purchased three months ago and it is still in the guarantee

e Dumping the garbage just outside the city is not the solution and it causes
air as well as soil pollution and......

Stating what you want or the solution you affer :

e 1hope you will heed to my suggestions and study as per a regular and well-
planned schedue.

B} Ihopethecompanywilltakenecesaryacﬁonstoreplaceormpairme
laptop so that.....

@ Ihopeﬂmconcenwdauthoriﬁesudﬂseetoitmatapropagmbagedisposal
plan is brought to reality and.................

Closing :
e Awaiting your positive reply.
e 1look forward to the meeting.......



Section B : Composition
6. Courteous Leave-taking : In this part you say good bye with some polite o

phrases. like.

Yours truly, Yours sincerely, Faithfully yours, Affectionataly yours, Yours lovingly,
With love, With regards etc. NOTES

7. YourSignature:Ifyouarewriﬁngtoapcrsonwhohasbeenknowntoyou
for long, you may signinshoxt,butifthepmonisasuangerorapersonyou
are writing to first time, you must sign in full.

Example :

Signature in Short — 4__. &‘_ l‘?gak'k.__
Signature in Full -  Avi Bhutt, Shashank, Krishna
Now let us look at format in a box :

B-74, Dwarka

Dada Bhai Road | « Your Address

Madurai-3,

Kavi Prakash,

Avant, Strect, ¢ Address of the Addressee |
Ambala
10-08-2011 « Date

Dear kavi « Proper Salutations

Body of the letter

Yours sincerely | ¢ Courteous leave taking

Aditya Raj « Your Signature

Thereaxeafcwﬂ:ingsﬂmtyoushouldkeepinmindbefmeyouvenmonwﬂﬁng
a letter. Ask youself a few questions :

! Whatisthepurposeofwﬂﬁngthisletter?-ltmaybejustyouwantto
hwwﬂlewhaeabunsofymrﬁimds,famﬂymnbascraoquam%u |
nﬁ@bcoﬂ‘aingamggwﬁmtowaﬂmd,yumgerbmﬂnmsimlhae
mayariseneedtooomplainaboutapmblemtosomeoneorrequcstfor
lﬂve.Ymmaybewﬂﬁngmhighﬁghtsomesodalismeinamwspaperbya
lettertoitseditor.Ywmustbevayclearwhyyouhavepickedupapento 215
writetosomebody.Oncethepmposeisclearitgetseasiertoplanaletter.
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Whomyouwﬁﬁngto?—Answuingthisqmsﬁonhelpsyousetmetone
ofyom‘leﬂer.IfyouarewﬂtingtoyourPrincipaloryourbossmelanguage
ywuseisqxﬁtedifferentfromﬂ:eoneymwritewhﬂcoommunicaﬁngwith
your near and dear ones.

The First Draft — After determining your purpose and your audience
preparetheﬁrstdraftlryingtoputinitallthatyouwanttoconvey.Nevcr
thinktbatinshouldbeperfectfmma]langles,foritisjusttheﬁrstdraft.
Edit and Proofread it — See whether you have presented the matter the
way you wanted to. Can it draw the kind of response you expect from the
person you are writing to ? Have you used the right words ? And Finally,
read and re-read it to find out if there has been any error related to structure

or spelling.

Writing Fromal Letters :

While writing formal letters your aim should be to express what you want to say
clearly. The reader must be able to understand 100% of it in the first reading itself.
Do the following :

Use standard English words which are formal and appropriate.

Avoid slangs or informal expressions.

Avoid writing contracted froms like (I'm, I'll, haven't, won't etc.) Don’t use
abbreviations (ad-advertisement).

Don’t write very long or complex sentences which are difficult to under-
stand.

Be polite and courtcous.

Avoid being emotional.

End your letters with.

Sincerely yours, Yours trully, Yours faithfully, Regards etc.
Business Letters :

Letusseealeﬁaofcomplainttoseeﬂlclayomﬂwlanguage,thetone,menmnner
we should use.

Raj has travelled in the AC compartment of animportant Superfast Express Train.
While travelling he had to undrgo several inconveniences. He is writing a letter to
the Railway Authorities, mkingforcompensaﬁonformetoughﬁmchehadtofacc.

The Manager

Customer Grievance Cell,

Indian Railways,

Rail Bhawan,

New Delhi

Sept 2, 2010.

Derar Sir/Madam,

My wife and 1 were travelling by Taj Heritage Express on ticket no.

...................... and......o..o.cooeno.. OB 18 Aug 2010 from Agra to Amritsar. I

from during the journey.



First, just within half an hour after the train left the station, some unauthorised
persons boarded the Ac-1I compartment we were in and occupied all the seats.
What to talk of proper tickets they did not have any tickets at all. They started
cutting vulgar jokes. the toilet glass was broken and the airconditioning was

switched off for a considerable period of time. We had to pass a harrowing time |
as not a single official or guard was there to take charge of the situation and deal |

with them.

Secondly, the bed-sheets and the blankets we were provided were not properly

cleaned and we had to pass the night withuot using any of them.
If I pay a hefty sum to buy the journey tickets I must be provided the security

and comfort I have been promised. I therefore expect some compensation for

your failure to ensure those facilities.

Yours sineeely
Raj Roy

A Letter to an Editor

A letter written to an editor is a formal letter. It is for the public. You attract the |
attention of people to an issue of public importance or project an administrative

problem to arrest the attention of concerned government authorities.

Aletter to the editor should be written direct. The language should be simple yet |

forceful. It should express your opinion clearly. A few changes are made :

() In the salutation, we write ‘Sir’, instead of writing Dear Sir or Dear Madam. |

(i) A title is supplied to attract the readers attention.
(i) In the courteors leave taking we write ‘yours truly’ and nothing else.

Mainly it is divided into four paragraphs. In the first paragraph we introduce the |
topic. In the second paragraph we give. Main points with proper reasons. In the |
third one more reasons and examples are given to support the main point while in |
the fourth paragraph we try to provide a solution or appeal to the authorities to take |

proper steps towards solution of the problem.

Let us look at a letter written to the editor. The Times of India on the effect of |

“Violence scenes in Cinema’ on children.
The Editor

Times of India

New delhi

The effect of violence scenes in cinema on children

Sir,

Through your esteemed newspaper I would like to draw
the attention of parents and guardians to the negative in- Para 1
fluence of violence scenes in the movies today on chil- introducing
dren. It has polluted the young minds making them prone the topic
to aggresive behaviour.
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Today the films are full of bloodshed and killing scenes,
and project violence as only way to solve all the problem.
Most of the movies are knit around a superhero who can
beat or kill at least fifty people at a time. Children take
pleasure in watching all this. It develops in them a sadistic
tendencies and they become insensitive.

We, everyday, read about several news items in which the |

teenagers are reported to be involved in robbery casses.
In America, frequent shootouts by students in schools and
colleges have worried the parents as well as the entire
society.

Therefore, it should be taken into serious consideration
what sorts of films are being made and there should be
an effective regulatory system. In addition, awareness in

this regard must be created among people.

Yours truly
Thomas Joe

Para 2 giving
the main points
with reasum

Supporting the

}reascmswith

A Letter of Application :
A few changes will mark this kind of letter.

The salutation is Sir/Madam and not ‘Dear Sir’ or ‘Dear Madam’.

done by him.
e In the courteous leave taking you may write.

e Sincerely yours, yours faithfully etc.

Sir,

My brother’s marriage is going to be solemnised on June
20, 2010. My father has written to me to reach home till
15th of June to assist him in preparations.

I know my absence in the office may cause a bit of
inconveniene but seeing the urgeney of my purpose you
are requested to grant me a leave for one week from 15
June to 22 June 2010.

I’d be thankful to you for this done to me.

Yours faithfully
Aditya Raj
Accountant

In the first paragraph write about the reasom of seeking leave.
In the second paragraph request for sanctioning the leave.
In the third paragraph, express your thankfuless for the expected favour

The first paragraph
stating the reason of
leave

The second paragraph

requesting for sanction-
ing the leave

} Expressing thanks.



Writing Informal Letters :

Informal letters grant us more freedom when it comes to style and language. Infor-
mal letters are mostly written to those who are known to you. You also express your
emotions and feelings to your near and dear ones. No word limit is there. Slangs,
at times, too are forgiven.

One hand, this freedem is good as it liberates your creativity and encourages you
to experiment, on the other hand it may lead you stray. Therefore, use this freedom
judiciously. The letter should not be endlessly long. Too many slangs should not
creep in. Don’t be swept by the emotions off your foot and forget to convery the
original message.
Let us see a few Informal letters written to different people in different situations.
1. Aletter to a friend inviting him to spend the summer vacations together.
Dear Kamal,

I'hope you are in good spirit. I received your letter yesterday and came to know
that your examinations were over.

I'believe summer vactions have legun in your college and you must be getting
ready to say good-bye to the hostel for two months and return home. I have
also come back from Pune yesterday. This time I am planning to have a 15
day’s trip to Massoorie. One of my uncles who lives there has invited me to the
trip. The most encouraging thing is he has permitted me to bring at least one
friend with me, Since then, I have been thinking about you.

If you haven’t yet made any specific plan regarding the summer vacation, you
are warmly welcome to accompany me to Massoorie. It’s a beautiful hill station
in Gadhwal range.

Think and write about your opinion on my proposal. How are Uncle and Auntie.
Convey my regards to them.

Affectionately yours
Aditya Gupta
2. A father’s letter to a daughter staying in a hostel, adyvising her to be

more serious to studies, as a teacher of hers had written to him com-
plaining about her non serious approach towards studies.

My dear Neeraja

I hope you are well. Two days ago, I received a letter from one of your
teachers. She wrote that for a few weeks you have not been serious to studies.
She also wrote that it is telling upon your result in the monthly tests.

At times my dear, one might feel distracted and one’s course book might not

seem to be interesting to one, but it never means we should allow ourselves to |
neglect our duty. Right now, your duty is to work hard in your studies. If you |

feel a particular subeject not interesting you may seek help from the concerned
teachers. Remember, great are not the people who involve themselves in inter-
esting things. But, great are those ones who turn every work into an interesting
thing. Time is very precious. Be ready to use every every minute in pursuit of
something worthwhile. I hope you get my points.
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Here everybody in the family is Ok. Mama sends you love,

Yours affectionately,
S.L Sen.

Alettertoafriend-eongramlatinghhnonhissuminEnglneeﬂng
Exams.

Dear Som, ,

It has been long since I heard from you, but I believe you are hail and hearty.
I saw your name and roll number in the list of successful candidates for the IT
Joint Entrance Exams. It was indeed a heartening news. Accept my congratu-
lations on this grand success of yours. You have made us proud by this feat of

yours. _

1 remember, even in our school days, you kept talking about clearing the IIT
exams and get admission to one of the world's most prestigious institutions.
Ultimately your unflinching will emerge victorious as you are now standing on the
threshold of fulfilling your dream.

I hope you are coming soon. We’ll have a big get-together to celebrate this
occasion.

Convey my regards to your parents.

Awaiting your reply eagerly,

Sincerely yours

Renject Singh

Letters of Invitation

Letters of invitation are of two types formal and informal. Formal notes of invitation
are sent to those whom you know formaly but are not so intimate with or close to.
Formal notes of invitation are very short and are written in the third person. The
reply to such invitations are short too. Informal notes of invitation are just like
personal letters and follow the same pattern. A few examples of invitation notes of
both formal and informal type have been given below for you to observe, leamn and
practice.

(i Formal notes of invitation :

A. Mr. and Mrs. Brajesh Sharma request the presence of Mr. and Mrs. Bharati
Juneja on the occasion of their daughter’s wedding ceremony on June 24
2010, at 7.30 AM in the community hall, Mitramadal colony Saket Vihar.
Mr. and Mrs. Sharma 7.00 PM 13 June 2010
D-76, Mitramandal Colony



(i Reply to this letter. Section B : Composition
Mr. and Mrs. Bharati Juneja has pleasure to accept the invitation of their
daughter’s wedding on June 24, 2010, at the community hall of their residential ‘
colony. NOTES
Mr. and Mrs. Juneja 11.30 AM. 16 June 2010
R-98, Purnendu Nagar
Mr. Pradeep Bokaria invites Mr. and Mrs. R.C. Dhillon to grace the occasion
of the house-warming ceremony on 19 July, 2010, at their newly built residence
at 8.00 P.M. Their esteemed presence will be eagerly awaited.

Mr. Pradeep Bokaria 3 July 2010
C-6 Rose Avenue,

Vastu Vihar.
(iii) Reply to this note :

Mr. and Mrs. R.C dhillon has pleasure to accept Mr. Pradeep Bokriaas invi-
tation to the house-warming ceremory at this newly constructed residence at 8
PM on 19 July 2010. Mr. and Mrs. Dhillon thank Mr. Bokaria for this kind
Mr. and Mrs. R.C. Dhillon 6 July 2010
House No. 76,

Sector C, Chandigarh

Informal Letters of Invitation :

As we have earler discussed, Informal Letters/Notes of Invitaion are almost like
personal letters. They are written to those we are close with. Still we have to be
short, crisp. Polite and warm while extending invitation. We can divide such letters
into three parts.
A. This part refers to the opening line or sentence of the letter in which you tell the
reason of inviting the concerned person. You may start like this :
(1) You will be pleased to know that my son’s wedding has been fixed on

------------------------

(2) Let me tell you that my brother’s engagement falls on ........................ .
(3) It’s my pleasure to inform you that ...........ccccccerrrerernne ;

(4) I am writing to infrom you that .............ccccereeeerernennene ;

(5) This letter is to inform you that my son’s birthday falls on .............cceeenne..

B. In the second part we assure them that the printed invitation cards have been
sent, however they are close eough to be written to personally. You can also
make a request to them in some cases to arrive too three days earlier to help
in the preparation. Some model sentences have been given below :

pr4
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(1) Though printed invitation cards have been sent to you. I think it proper to
write personally to a close friend like you.

(2) A close friend like you can't be left without being informed through a letter
just because printed invitation cards will do their job.

(3) You are requested to arrive at least two days carlier because I won't be able
to do much without your precious help and guidance.

(4) Please do come at least 2-3 days ago and let us benefit from your precious
guidance in the preparation of your function.

(5) My son is personally enclosing a note with this letter with special requests
to you to be present in his birthday party.

C. In the third part we generally remind them to come and that any no will not be
accepted from them. See some sentences.

(1) Do bring your wife with you.

(2) We are in no position to accept ‘no’ from you.

(3) Do come, because we’ll feel helpless without your guidance.

(4) 1 am sealing this note with a conviction that you are coming.

(5) You are welcome along with your entire family.
Now look at some model letters framed to help you get a practical feel of the way
it is written :
@®

Dear Avi

You will be happy to know that my brother’s engagement and marriage have
been fixed on 19 and 21 June respectively. Though printed invitation cards have
been sent to you. I feel that a close friend like you must be written to personally.
We request you to come at least two days ahead of the function as I'd find
myself quite helpess without your help and precious guidance in the preparation.
We are in no position to take any ‘no’ from you.

Eagerly awaiting your arrival,

Your’s affectionately

Kumar Amitosh

My dear Kavyesh,

It’s my pleasure to inform you that my sister’s marriage has been fixed on 24th
| of July 2010. Though printed cards are being sent to everyone, I can’t forget
writing to an intimate friend like you. Your presence is keenly awaited as I'd be
able to do nothing without your support and guidance. In addition, what’s a
celebration without you ? Do come at least three to four days before the
function, because you have to look after every preparation.




I can’t take 'no' from you atleast. Just give us a call the moment you get off the
train. I'll send my car to receive you.
Yours affectionately
Kripa
(Im)
Dear Sujata,

I am writing to inform you that my daughter’s birthday falls on 13 August. On
this occasion, we are throwing a party to our near and dear ones. I must remind
you that any no will not be accepted by us. My daughter is sending a special
note of request enclosed with this letter. Don’t forget to bring your hubby and
your cute little son along with you.

Yours affectionately
Vibha

You have seen how informal notes of invitation are composed. Now you have to
know how you reply to such letters. There are two situations. First, you may give
your consent of your arrival in the function and second you have to decline the
invitation for umpteen reasons. In both the cases you have to send them a note.

Especially if for any reason, you find yourself unable to go and have to decline the

invitation, do it as politely as possible. Take care that their emotions are not hurt as

people are more a creature of emotion than a creature of reason. You may divide
this reply note into three parts.

(a) Tell them that you got their invitation note and you were happy to know about
it. Make them understand why, despite your earnest wishes to be there you find
your-self unable to attend the function. See some model expressions :

(1) Got your note of invitation just yesterday and was very happy to know
about this auspicious occasion.

(2) Found your invitation note in my mail box today itself and my joy knew no
bounds to hear this happy news.

(3) I am afraid, inspite of my strongest wishes to be among you at this happy |

occasion. I find myself unable to come.........
(4) I'm sorry I can’t come on that particular day as.........

(b) If you are going to attend the mentioned function tell them that you are coming

and ask them to pick you from the railway station/airport on........

(1) Complying with your request we have decided to come on.............. . Please

pick us at the station/airport if possible.

(2) Don’t sorry about the preparations as I will turn up two days ago and

extend a helping hand in everything required.

(3) I know you yourself are a good manager so, I don’t sorry at all about the

preparations. However, I'll be there at least one day before the date of

wedding.

Section B : Composition
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(¢) In the third part we end the letter with a promise to meet them at their place.

If you are not going you should send your good wishes for the success of the

function.

(1) I am ending this note with a promise to see you there at your place at the
decided date. :

(2) Thankyou for taking trouble to write me personally. See you there two days
before the wedding caremony.

(3) 1am again sorry for my inability to come to the function but I send my good
wishes for the sticcess of the function.

(4) 1 am sorry for not coming but my best wishes to the bride and the groom
for their happly conjugal life.

Now see some examples :

Dare Karunesh,

Got the note of invitation sent by you in my mail box. I was really happy to
receive this news. I have been looking for this occasion to take place. I'll be
there two days before the date of wedding. You needn't worry much about the
preparationaswetwowillbeenoughtoseeﬂmteverythinggoeswe]l.lf
possible, please send somebody at the railway station as I'd be reaching there
by the afternoon train.

Now. I am ending this note with a promise to see you there at your place at
the decided date.

Affectionately Yours
Neelesh

Dear Khanna,

Recived your invitation note and was really overjoyed to know that your sisters
wedding has been fixed on...... . Though I can’t say how much I wish to be
there, I am afraid I can’t attend the function as I have to go on a four day tour
for company’s business. I'll visit you after I come back.

I am really sorry for not coming this time but my best wishes to the bride and
the groom for their happy conjugal life.
Yours sincerely

Avinash,



4 | Paragraph Writing

What happens when you focus a torch on a particular object? The spot on which
the torch light falls gets illuminated. Whathappcnstoﬂmrestofthcaspectsofthat
object? They remain in dark. So, what does the torch light do? It projects the
particular spot or aspect of the thing. It doesnot project the entire object. The same
rolei.splayedbyaParagmph.Aparagmphhiphﬁghtsaparﬁcularpanoraspectof
a topic. It is a short composition of generally 10-15 words. Writing a paragraph is
not very difficult. But to write a good paragraph you need to practice and pay
attenﬁontoafewﬂlings.Aparagmphisdividedintoﬂn'eeparts.

(a) The first sentence of a paragraph is called the key sentence. It introduces
the topic. Itisvu'yimpomntandwithmtitdmembenomchthingcaﬂed
paragraph. In a very simple way the key sentence should tell what is the
central idea of the paragraph. It may be a ‘quote’ from somewhere a line
from a poem etc.

) Thcmiddlepﬁorbodyoftbepamgmphisalsovayimpmantltexplains
the topic, or presents the writer’s or somebody else’s views on it. The
sentencesin&lispmtshouldbesimple,su-aightfoma:dandcdsp.Mmost
impommdﬁngismaimamingalogicalsequm.Whﬂemadingamgmph
itshmﬂdnotappearﬂ:atﬁomhmeandﬂmafewsentmocshavebeenpm
together to make the body. Each sentence should be logically and coher-
ently linked to another. Don’t use jargons or bombastic phrases while writ-
ing a paragraph. Keepitshortandsimpleisthemainsﬂ‘ategywehaveto
adhere to.
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(c) The conclusion — After the key sentence it is the most important part of the
paragraph. No matter how good the body is if the key sentence and the
conclusion are not good, the paragraph is not even worth reading. Second,
the key or Introductory sentence and the conclusion must be linked to each
other. The conclusion must support the key sentence. If you are writing a
paragraph on shakespeare and in your introductory sentence you say that
‘Shakespeare was a great dramatist’ your conclusion must be supporting the
same view. Thus these three parts. The key sentence the body and the
conclusion all are written well, they make a readable piece.

Some paragraphs have been given here as models for you to read and re-
read them and then practice writing on the same pattern :

1. My Hobby

I love reading classic novels. I have been reading novels since I was in school. It’s
a ve}y good pasttime. It teachers you a lot of things about life. A good novel is the
autobiography of the time it was written in. It talks about the people of that par-
ticular period, their way of thinking, their life style, their practices, their customs,
rituals and a lot more. It also reveals how the people of that period found solution
to their problems. Thus a novel doesn’t only narrate a story but it is also the history
of that period. The second most important thing a novel does to us it that is refines
and beautifies our language. Therefore reading novels can be termed a good habit
and informing too. :

2. India

metheHimalayasindlenoﬂhmﬂleIndianOceaninﬂxesouthﬁ'omtheArabian
seainﬂlcwmtwtthayofBengalinﬂaceastliesanancientland.ltiscalledlndia.

! Indiaisavastcoxmtryofmomthanonebﬂlionpeoplewhoconsideritdleirhome.

It is like a mother to those people who speak different languages, practice different
rituals, customs, adopt various life styles and yet unite themselves in one nation we
call India. It is our beloved motherland. Thus India is not only an area of land but
it is a thought, a beautiful feeling in one billion hearts which throb for it.

3. Libraries

Libraries are homes of books. They are the storehouse of knowledge and informa-
tion. They are one of the best gifts ageneraﬁoncanpassontothenextgen_craﬁon.
Just arrange a library at your home and nobody in your family could ever be or
remain illiterate. There aer both public and private libraries. The public libraries are
nmandmaintainedbygovemmcntbodi&sorsocialorganisaﬁons. They are big in
size. The private libraries are arranged, collected and managed by a particular
person mostly in his house. They are relatively smaller and can have a few dozen
or a few hundred or rarely even a few thousand books. Public or private libraries
are knowledge banks and must be kept and managed well. A person who is into
the habit of visiting a library even once a week will be enlightned, informed and will
evolve a good personality. Therefore, let’s start a library culture in our society.



4. Your Ideas of a Happy Life

Alexander Pope has written, ‘Happy the man whose wish and care few paternal
acres bund’. I agree to this idea that contentrnent and self-control are two strong
pillars of happiness. A person’s first mission in life should be to control his mind. It’s
easier said than done but to get a precious thing like happiness one must pay this
price. It needs a lot of practice. A mind should be trained not to be a storehouse
of information but to be able to entertain just one thought at a time, and that too
a positive or a good thought. This habit helps us win over worres or anxieties. It
helpsﬂxenﬁndmbecahnandﬂmsbehappy.ﬁwesmmdﬁmﬁnghappmesswiﬂﬁn,
we wouldn’t run after worldly gains and joy and peace will be our personal nature.
I never say don’t be the master of infinite but warn people not to be its slave. Have
plenty but be happy with little. This is called contentment. There fore, these two
things-self-control and contentment lay the foundation of happiness.

S Mahatma Gandhi

Once Einstein wrote about the Mahatma, "Generations to come would hardly be-
lieve that such a person in flesh and blood had ever walked on earth". Such a
personwasMahaunaGandhi.Fromanordinarymanladen“dmweakncsseshehad
turned himself into the incarnation of truth and non-violence. Born on 2 octoper
1869 at Porbunder in Gujrat this man had stirred the entire world with a new way
to fight for one’s rights, ‘Satyagraha’. he influenced great leaders of many genera-
tions. Martin Luther King Junior and Nelson Mandela practised his priniciples in
their lives and created history. He fought the British fearlessly to win freedom for
India. Even his enemies were his admirers of his fearlessness, truthfulness and the

principles of Ahimsa that he practised. He was shot dead by an extremist called
‘Nathuram Godse’ on 30 January 1948. We call him father of nation. We should |

follow his principles of Truth and Ahimsa in life.
6. Mother

Great things have been said about mothers. The holy Quran says, “There is Heaven
under the feet of a mother’. Somebody else said ‘Since God couldnot be himself |
everywhere at a time, he created mothers’. Mothers are embodiment of love, |
affection, compassion and what not. She is the one who keeps the child in her
wombforninemonthsandcvenaftcrhisbinhfeedsandrearshjmﬁllhebecomes

a self-reliant person. A mother has a great role to play in her child’s life. She is the
first teacher of her baby. Children of a virtuous mother can rarely be bad or
ordinary. They train them to be good citizens of their nation, Napolean used to say’,
Givemcgoodmom'sandlwillgiveyouagreatnation'. She builds the character
of her child. It’s why mothers have been given a higher position in children’s life
than their fathers.
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35. Write a modal para-

graph about your Aim
in Life.

7. Your Aim in Life

An aimless is life is worthless. Therefore, everybody should have a just and good
aim in his life. Everybody has an aim. Ahnostevelybodyuieswachicveit,butonly
few succeed. Why? It's because there are very few people who have faith in their
aims and the ability within them to achieve it. God has a masterplan for everybody
whohasbewsentonthisearth.Thatishismissiononearth.Nowthequwlionis
‘how a person should know what mission he has to accomplish in his life’. The
answer to it is simplq.Everybodyisbornwimaninnateabiﬁtytodosomethingso
well that no body can do it like him. Just because of this ability he feels attracted
to certain fields, certain tasks. Now yours is to identify what you feel interested in.
What's there that when you do you feel happy and fulfilled. That very area or task
mnbeymnaim’Whateveryomaiminitshmﬂdhaveenoughseopemexpmsyan
creative ability. It should also be in the welfare of the society, the nation and the
world. Therefore we should decide a worthy aim and strive to achieve it..

8. The Winter Season

Wmﬁismwofthefanmsonsﬂ:atweexpaiemehlndiah‘sawaﬁﬂﬂmm
ItstartsinNovemberandlastsﬁ]chbmary.Thedaysamshortandmenightsare
long. The sin’s rays fall slantingly on the earth. We we get rid of the heat of the
scrohing sun. The dew rops begin to smile on crimson rose petals. Warm clothes
are out and sitting in the sun is a treat of the day. Winter is also a very healthy
season. What we eat digests well and we feel stronger. We don’t feel exhausted as
we do in the summer heat. We can work harder and still not feel tired. Sitting
a:roundﬁreintheeveningandsleepinginthcquiltisverypleasanL On top of that
itisalsoaseasonoffesﬁvals.DussehmDiwalLVasMPamthMakarSanhanﬁ
a]lgiveusenoughspaoetoenjoylifedmingwinter.'f‘huswecansayﬂmtwinta‘is
a beautiful season.



E-mail Writing

Emails have come up as unique, innovative useful and the fastest means of written
communication. In a trice, our letters travel to the person sitting on the other side
oflheglobe.lbeﬁeve,ithassavedwrincnomnnnmicaﬁmﬁnmmmtoobﬁvim
Nowthequestionishowtowﬁteemaﬂs.'Ihereareceﬂainfmmattobefollowed
andafewnﬂestobeadheredto.'l’hethingsthatwe should pay attention to are
as follows.

Weshouldknowwhoomreaderisbecauscagain]ikelettasourlanguage
and tone have to be set as per the kind of reader we have.

The email should be curt or polite. Generally, emails, whether formal or
info:malarewﬁmntoaocompﬁshsomcpurposc,ﬂmhfmeitshmﬂdnotbe
long enough to distract the reader. Formality and politeness are two watch-
words. They can guide us to write an effective e-mail.
Nomaﬂerwkﬂwrancmaﬂisfonmalorinfmmlitsﬁﬂshouldbepoliteand
friendly.

We must avoid using slangs even in personal emails,

There are some email etiquettes that we should follow :

Always use an informative and short line to write the subject.

If you have attachments to send, mention in the email what are the attach-
ments about.

If you receive email attachments from somebody, don’t forget to write him
thanks.

Read your email after you finished writing it. It will save you from many
typing and language errors. You might need to add or remove something or
ﬂwmmaybeagrammaticalorspellingerrorthatyoucanrectifyontimc.
Business emails should be short, simple and straightfor ward.
Contractions like-I'll, won’t, can’t, he’s - are permitted to be used in emails.
But avoid incomplete sentences.
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See an example of a business email :

To: [ richasharma@heromindmine.com |
Cc: [ rhamma@rediffimalcom ]
Subject : rAnenquiryahoutlan—guageu-ainEg_program | |- Clear
subject line
Dear Madam,
I am a commerce graduate and working with a domes- Introducing your-
tic call centre. I want to join an international BPO, but self and tailing
for that I need to improve my English. I've heard about about why you
the Here Mind mine training centres and your Language :::;:mmg this
Training Programmes. I am interested to know in detail
about them so that I may decide to join one suitable for
my needs.
Could you please send me some more information re- Talking about
garding the courses, the time duration required for each your
of them and the fee structure too. It would help me a lot requirements
to take a positive decision regarding it.
Looking forward to your reply
With regards
Arpana Sen — Signature
Arpana Sen
238, Central Avenue
M.G. Road Your address
A Polite yet friendly reply to the email received.
il To: ['aparna1000@gmail.com 2]
ce: | i SR Y

Subject : [Re : An enquiry about language Trai ing Program |

Dear Aparna,

Thank you for showing interest in our language training
programmes. As per your enquiry all the detailed
infromation is being given below. Please find attached
herewith a PDF containg the fee details and the duration
of the courses.

As far as deciding about joining a course of your need
is concerned please drop-down at any of our centres
and the concerned people will assess you to know which
course you should opt for.

Thanking for writing
then saying what has
been done and what
kind of attachment have
been sent.

making her feel the
reqniremqtdit

}hmmued



You are welcome to contact me through emails if you » .
want to know anything more. } mﬁng help in
Regards

Richa

Richa Sharma
Hero Mindmine
Gurgaon

You have seen business or official email letters. Now see how the informal emails
are written. Though the format its the same. The tone and the words chosen differ.

To: aditiraj @yahoo.co.in &
Ce: _adlri]_@gmml.com

Subject : [ Enquiring whereabouts

— e e

Dear Aditi,

It has been long since I saw you. Yesterday my husband and I were
talking about you and I thought of enquiring where you are and what
you are doing.

Last Monday I saw Keya. She has come back from Australia and is
planning to setup, a health-care centre in this city. She has grown
slimmer and more beautiful.

How is your husband doing? Did he start the business project he had

been talking about when we met last. What about you? Working some
where or just sitting at home. Send a picture of your little son.

I hope to see you soon when I visit Delhi. Rest is ok.
Affectionately yours

Kamya

Kamya Priya

E-38, Vasant Kunj

Mall Road
Massoorie

Section B : Composition
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6 | Writing Resume

You must be aware of the importance of resume in a young man's or woman’s life.

job. Resume writing

attempting to write your resume.

| A few basic things they need to learn before they set out in search of a career or
and preparing cover letters are among them. We are giving

below a few models of simple and good resume. Keep these things in mind before

e Write separate resume for different interviews.
e Keep your CV or resume short and simple up to two pages.
e Try to project your positive side accurately in the CV.
e Use all the tools like capitals, boldtype, spacing etc to make your Resume
attractive.
RATAN RAJ — Now your name is the
C-36, Nehru Enclave emall : ratan_raj@yahoo.com o of e Pieume
Kamran Nagar mob : 09347312349
indaur, M.P. Ph. : 0-2346142
Data of birth :2ndJu|y 1990 A few people, now,
Nationality . Indian don't think it necessary
Marital Status . Single }b supply personal
Objective . To find work as centre co-ordinator [ 96t
in a Training Institution that will help
me to go ahead in the same field.
Profile : A hardworking innovative and cre- o
sivo greckuty n Englsh wih o work | | LSV N M
experience of 6 months K Wik 4o o
g person you are.
Education
2006-2009 - %ta_duation in English (Hons.), Delhi
niv.
2004-2006 : Higher Secondary (Physics, Maths,
Chemistriy)
2004 : X CBSE, St. Johns school. Indore,
Experience
June 2009-May 2010 Trainer cum centre man-
ager Elixir Institute of Training,
Indare.
Languages Known : Hindi, English and Marathi,
—— : Witng posk, meoting new peope, |1, Your leress shou
References : Avaﬂa::g znew m i iy
: creative person.




Now lookat a CV British style :

Name
Address
Mobile
Phone
email

Objective

Profile

2009

2006-2009

2004-2006

Work Experience
June 2007-July 2009

April 2006-March 2007

Skills :
Languages

Interests

References

: Ravi Parkash

: Katya House, B.D. Colony, Jabalpur.
: 09325732180

: 0---2345621

: rprakash_10@sify.com

: To find a role in TV or Film Produc-

: An innovative and outgoing gradu-

Edticaﬂonal Qualification
: MA in Media studies and Film Pro-

: Graduate in Media Studies, Ma-

: St. Mary School, Jabalpur. X" (94%),

: Worked with Hind Advertising a re-

: Taught English to small and large

: Hindi, English, Spainish, near na-

: Acting in theatres, writing stories,

: Enclosed with the CV.

tion company so that | can propel
my career to a new height in the
same field.

ate with work experence of 1 year
with a reputed Advertising Agency.

duction, Mahatma  Gandhi

Universty, Pune,

CBSE Board.

puted Advertising Agency as a copy
writer and assistant in making Ad-
Films.

groups with a Language Training
Institule and worked as a Centre

Manager as well.

tive speaker of English, Good knowl-
edge of Microsaft office, comfort-

able working on photoshop also.

Debating, Editing Ad films, etc.

If you have a lot of
experience in the field
you are looking for a job
put above education.

A A S A

e re——
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A good C.V is incomplete without a good cover letter if you are applying for a job.

. It is a formal letter. It advocates your candidature for the post you applied for. It

| should be neatly written or typed on a single Page.

A few things to take care of

' e In the first Paragraph write the purpose of writing, which job you are

5 applying for and how you came to know about it.

‘ e In the second Paragraph write which job you are in right now. Mertion the

i responsibilities, making it relevant to the post you are applying for.

e How your selection can benefit the company should be the subject matter
of the third Paragraph.

e Say when you are available for the Interview in the fourth Paragraph.

The Format :

«— Address yours

¢« Address of « Date
i the addressee

« Salutation

Body of the Cover letter

« Courteours leave taking

« Your Signature in full

234 i « Your Name




201, Residential Block

Amrapali Apartment
M.G Road
Banglore
Tel : ----2347518
11 April 2010

Mr. K. Ambasth

Human Resouce Manager,

Juari Seeds

5, K-Block,

Kolkata...........

Dear Mr. Ambasth,

While scanning the Wednesday Times of India (7 April 2010) I came across
your advertisement regarding the post of an accountant in your compony. This
letter of mine refers to that only and humbly submits my candidature for the
above-mentioned post.

At present I am working with a Private Management college as a senior ac-
countant. I, here, look after all the financial planning and transaction with rea-
sonable success. I have gotlettersofappreciaﬁonforﬂlisjobfromtheplmident
of the trust which runs and manages the college.

If given a chance. I believe, I can work with the same zeal and care for your
company and prove my worth. I can succesfully deal with clients and customers
of all temperament.

I'am available for the interviewas for the next 4 weeks as summer holidays are
on in the institution.

I'am looking forward to hearing from you.

Yours faithfully

Raj Rastogi

Raj Rastogi

Note : C.V is enclosed with the letter for your kind perusal.

Section B : Composition
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applying a job.
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1.

2
3

10.

11.

i

13.

14.
15,

16.

The first period of English, from 400 to 1150is called old English or Anglo-
Saxon.

The art of printing was introduced in English by 1476.

The prerequisite to listening is attention and concentration. Unless the student
pays attention to the speakers speech , all that is spoken will not be assimilated
by his mental faculties and will be wasted.

The exact sound produced from one vocal chord depends upon the way in
which the throat, mouth and nasal cavities are adjusted.

This difficulty arises because the alphabetic symbol used in writing and their
sound in speech is different. The letter “U” sounds different in the words —‘use’,
'but’ and 'put’.
TersonforﬂﬁsismatinwﬁﬁenEnglishwehavemﬂy%alphabas.Whﬂem
spoken English we have as many as 44 sounds which increase at times.

In a dictionary first the word is given , followed by its pronunciation, next the
panofspeechhbelongsmmdﬂlenitsmeaning.B&sidesthismedicﬁmaryalso
gives the abbreviations, foreign words and phrases and metric conversion table.
If a student truly befriends a dictionary he will always be the gainer.
TheAmericansrecommcndedthcsetof12wordsmaybespelledasfollowsin
the year 1898.
Thcﬁvefeanmmgardingwﬁﬁngﬁghtamwﬁﬁngneansimple.ooheomnism
and legible.

Following necessary rules must be followed in producing very positive writing :

 Avoiding Languages  Unnecessary words limiting.

e limiting pleonasms « Limiting words which have no sanse
 Avoiding long sentences « Jargon & double negatives
 mixing metaphors

Punctuation is a very important aspect of writing , without it, the words would
follow each other in a endless stream and the meaning of the sentence will be
lost. Puntuation makes the meaning clear.

Devoleping ability of questions and answers means adding questions tag very
gainful art of learning good english.
Bodylanguageoompﬁswofgmﬂumandmovcmcntsofthebodyorbodypam
in response to confrontation with another individual.

A group discussion can be categorically divided into three different phases :
(1) itiation/Introduct

(2) Body of the group discussion.

(3) Summarisation/Conclusion.

C.V. means Curriculam Vitae means “Course of Life”.

Countable Nouns or countables are the names of objects,people etc. that can
be counted. As for example book, pen, apple, boy, sister, doctor, horse etc.
Countable Nouns have plural forms such as books, pens, boys, fathers etc.

Uncountable Nouns or uncountables are the names of things that we cannot
count. As for example, oil, sugar, gold, beauty etc. The uncountable Nouns



17.

18.

19.

21.

22.

27.

mainly denote substances, matter and abstract things. Uncountable Nouns do
not have plural forms. As far example we do not say ‘sugars’, ‘golds’, ‘milks’
etc.

Interrogative pronouns are used for asking questions, For example :

*  Whois there? Who are you ?

Article are divided into two classes. They are indifinite (A & An) and definite
(The).

There are four genders of Nouns. They are :

°  Masculine, *  Feminine,

. Common * Neuter.

There are three degree of Adjectives. They are :

*  Positive *  Comparative

*  Superative

Following are the kinds of the verb :

(@ Intransitive Verb @) Transitive Verb

@i Phrasal Verb (@v) Linking Verb

(v)  Auxiliary Verb

The Conjuctions are of two kinds. They are :

(A) Coordinating :
(i) Comulative (ii) Alternative
(iii) Adversative (iv) Illative.

(B) Subordinating : '
(i) Time (ii) Cause or Reason
(iii) Result or Consequence (iv) Condition
(v) Comparison (vi) Concession

A collection of words which makes sense, but not complete sense is called a
phrases.

A group of words whichformspanofasentenceandcontainsasubjectanda
predicate is called a clause.

Modal Auxiliaries can't be used like a main verb. Neither do they help in Tense
formation.

Modal Auxiliaries express the attitude of the speaker.

Can, could, may, might, shall, should, will, would, need, dare, must, ought to
etc. are Modal Auxiliary Verbs.

A word that modifies the wearing of a verb, an adjective on another adverb is
called an adverb. The words quickly, very and quite are there for adverbs.

Linking devices are therse devices wich join together sentences and after make
more compact they are :

@® Co-ordinating

@)  Subordinating &

Section B :

Composition
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28.

- 29.

3l.

32.

33.

Avelbmustbeinagreementwithimsubjectinnumberandperson.Oﬁen,the
verbismadetoagreeinnumberwithanounncaritinsteadofwithitspmper

subject.
One must remember the following to learnup Tenses :
@ Verians forms of Tenses
@) Recognitionof Tenses
(i) Correct use of the verb of Number and Person of the Subject in a Tenses.
Gv) Correct placing of the subject, object and verbina Tense.
A Compound word formed by using two or more simple words :
It is also formed by making some change in the body of the simple word. This
also formed with the help of prefix and suffix etc.
To build up word power the students must practise the following habits to en-
large their vocabulary :
1. Reading:
Besides reading text books in English, one should read fiction, news paper,
magazines, essays, to enrich one's vocabulary.
2. Consulting dictionary :

The vocabulary that your prepare mind help you to find the words with
which you express yourself more clearly, more effectively and more pre-
cisely.

Editing means the final Draft should be checked and rechecked sincerely. It
should be ensured that the text is true from spalling and gramatical errors be-
sides heading, subheading quotation, footnotes, tables figures and references
and appendixes and checkeds are checked and rechecked.

In all kind of letters there are six points of form to be taken care of. These are
@ Theheading consisting of (a) writer’s address and (b) the date.

@ The courteous greetings or salutation.

Gii) The communication or message —the body of letter.

@iv) The subscription, or courteous leave-taking or conclusion.

(v) Thesignature

(v) The superscription on the envelope (if sent by surface mail)

Dear Kamal,

I hope you are in good spirit. I received your letter yesterday and came to know
that your examinations were over.

I believe summer vactions have legun in your college and you must be getting
ready to say good-bye to the hostel for two months and return home. I have also
come back from Pune yesterday. This time I am planning to have a 15 day’s trip
to Massoorie. One of my uncles who lives there has invited me to the trip. The
most encouraging thing is he has permitted me to bring at least one friend with
me, Since then, I have been thinking about you.



35.

36.

If you haven’t yet made any specific plan regarding the summer vacation, you
are warmly welcome to accompany me to Massoorie. It’s a beautiful hill station
in Gadhwal range.

Think and write about your opinion on my proposal. How are Uncle and Auntie.
Convey my regards to them.

Affectionately yours

Aditya Gupta

An aimless is life is worthless. Therefore, everybody should have a just and
good aim in his life. Everybody has an aim. almost every body tries to achieve it,
but only few succeed. Why? It’s because there are very few people who have
faith in their aims and the ability within them to achieve it. God has amasterplan
for everybody who has been sent on this earth. That is his mission on earth.
Now the question is *how a person should know what mission he has to accom-
plish in his life’. The answer to it is simple. Everybody is born with an innate
abititytodosomcthingsowelldlatnobodycandoitlikehim. Just because of
this ability he feels attracted to certain fields, certain tasks. Now yours is to
identify what you feel interested in. What's there that when you do you feel
happy andﬁﬂﬁlled"l‘batvcryareaortaskcanbeywraim. Whatever your aim
in it should have enough seope to express your creative ability. It should also be

in the welfare of the society, the nation and the world. Therefore we should

decide a worthy aim and strive to achieve it.
To: aditiraj @yahoo.co.in
Cc:  |adimj@gmailcom |
Subject : Enquiring whereabouts]

Dear Aditi,
Ithas been long since I saw you. Yesterday my husband and I were talking
about you and I thought of enquiring where you are and what you are doing.

Last Monday I saw Keya. Sheh&comebackﬁnmAusualiaandisplanning
to setup, a health-care centre in this city. She has grown slimmer and more
beautiful.

How is your husband doing? Did he start the business project he had been
talking about when we met last. What about you? Working some where or
just sitting at home. Send a picture of your little son.

I hopeto see you soon when I visit Delhi. Rest is ok.
Affectionately yours

Kamya

Kamya Priya

E-38, Vasant Kunj

Mall Road

Massoorie

T r——
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37. 201, Residential Block
Amrapali Apartment
M.G Road Banglore
Tel : -—2347518
11 April 2010

Mr. K. Ambasth

Human Resouce Manager,

Juari Seeds

5, K-Block,

Kolkata...........

Dear Mr. Ambasth,

While scanning the Wednesday Times of India (7 April 2010) I came across
your advertisement fegarding the post of an accountant in your compony. This
letter of mine refers to that only and humbly submits my candidature for the
above-mentioned post.

Atprescntlamwotkingwi!hanvamManagenmtooﬂcgeasawﬁormm-
tantLhere,lookaﬂetaﬂﬂleﬁnancialplanningandmsac&mwithmsonable
success. I have got letters of appreciation for this job from the president of the
trust which runs and manages the college.

If given a chance. I believe, I can work with the same zeal and care for your
oompanyandpmvemywmﬁn.lcanmfuﬂydeelwiﬂlclimlsmﬂamtomas

1 am available for the ihwrviewas for the next 4 weeks as summer holidays are
on in the institution.

I am looking forward to hearing from you.

Yours faithfully

Raj Rastogi

Raj Rastogi

Note : C.V is enclosed with the letter for your kind perusal.
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