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1 English Language

Language is the means by which human beings communicate their
thoughts, feelings and various emotions to 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 has 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, he fires three shots from his gun-he
is calling for help. When a truck driver about to be passed by a faster truck
blinks his lights, it means “safe to 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 seafirst used the signal flags. Shakespearein his
book “ The comedy of errors” wrote,

“We discovered two ships from afar 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.

English Language

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 avery convenient mode of communication adopted by man. Man uses
the most daborate 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 aso be that old. Therefore, language must have been existing
thousand of years before its oldest record is available. The oldest record
available of alanguage 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 develops 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 isthe 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

Old English language, also caled Anglo-saxon language, was spoken and
written in England between 400 to 1100. It was a very complex language
where nouns and adjectives had three genders (male, female and neuter) and
contained four cases—nominative, genitive, dative, and accusative—while
pronouns also had forms for the instrumental case. There were seven classes
of “strong” verbs and three of “weak” verbs, and their endings changed for
number, tense, mood and person. Adjectives could have up to eleven forms.
Even definite articles had three genders and five case forms as a singular and
four as a plural. Word order was much freer than today. Four dialects of the
Old English language are known: Northumbrian in northern England and
southeastern Scotland; Mercian in central England; Kentish in southeastern
England; and West Saxon in southern and southwestern England. Mercian
and Northumbrian are often classed together as the Anglian dialects. Most
extant Old English writings are in the West Saxon diaect; the first great
period of literary activity occurred during the reign of King Alfred the Great
in the Sth century.

Middle English

The history of Middle English is often divided into three periods. (1) Early
Middle English, from about 1100 to about 1250, during which the Old
English system of writing was till in use; (2) the Central Middle English
period from about 1250 to about 1400, which was marked by the gradual
formation of literary diaects, the use of an orthography greatly influenced by
the Anglo-Norman writing system, the loss of pronunciation of fina
unaccented -e, and the borrowing of large numbers of Anglo-Norman words,
the period was especially marked by the rise of the London dialect, in the
hands of such writers as John Gower and Geoffrey Chaucer; and (3) Late
Middle English, from about 1400 to about 1500, which was marked by the
spread of the London literary dialect and the gradual cleavage between the
Scottish dialect and the other northern dialects. During this period the basic
lines of inflection as they appear in Modern English were first established.
Among the chief characteristic differences between Old and Middle English
were the substitution of natural gender in Middle English for grammatical
gender and the loss of the old system of declensions in the noun and adjective
and, largely, in the pronoun.

English Language

NOTES

Check Your Progress

I. Write down the first
period of English,
called Old English or
Anglo—Saxon?

2. Which year the out of
printing was  intro-

duced in English?




Communication Skills & The dialects of Middle English are usually divided into three large groups: (1)
Persondlity Development | oy thern (subdivided into Southeastern, or Kentish, and Southwestern),
chiefly in the countries south of the River Thames, (2) Midland
(corresponding roughly to the Mercian dialect area of Old English times) in
the area from the Thames to southern South Yorkshire and northern
Lancashire; and (3) Northern, in the Scottish Lowlands, Northumberland,
Cumbria, Durham, northern Lancashire, and most of Y orkshire.

Modern English

Modern English (sometimes New English as opposed to Middle English and
Old English) is the form of the English language spoken since the Great
Vowel Shift in England, which began in the late 14th century and was
completed in roughly 1550. With some differences in vocabulary, texts from
the early 17th century, such as the works of William Shakespeare and the
King James Bible, are considered to be in Modern English, or more
specifically, are referred to as using Early Modern English or Elizabethan
English. English was adopted in regions around the world, such as North
America, the Indian subcontinent, Africa, Australia and New Zealand through
colonisation by the British Empire.

NOTES

Modern English has a large number of diaects spoken in diverse countries
throughout the world. This includes American English, Australian English,
British English (containing English English, Welsh English and Scottish
English), Canadian English, Caribbean English, Hiberno-English, Indian
English, Pakistani English, Nigerian English, New Zealand English,
Philippine English, Singaporean English, and South African English.

Exercise

Answer thefollowing questions:

1. What islanguage ?

Why is language a necessity for man ?
Describe various means of communication.

Write out the story of your favourite book.

o &~ 0 DN

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

10




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.

Listening

NOTES

Check Your Progress

3. What is the prerequsite

to listening?

11
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NOTES

It is difficult for the contemporary children to imagine a world devoid of
visu- als. Earlier 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

Answer the following questions:
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.



3 Speech

Speech is the talking that human beings do by means of their voices, facia
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 aplay and tell stories and recite a poem. Within years he starts giving
atalk in hisclass, radio and club meetings.In this process he not only learns
the speech sounds and bodily action along with it but aso 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.

Speech

NOTES

Check Your Progress

4, How does the exact
sound is produced from
one vocal chord?

13




Communication Skills & The Speech Production
Personality Devel opment Sp

Speech is created only when one exhales. This stream of breath furnishes the
necessary energy required to produce sound. When the air is forced out of
NOTES 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. From its
inner walls two inward protruding tiny ledges of muscle and 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 a
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

Speech is how we say sounds and words.There are three basic types of speech
problems:

e articulation disorders
e fluency disorders
e Vvoicedisorders.

Apraxiais amotor speech disorder caused by damage to the parts of the brain
related to speaking.It involves inconsistent production of speech sounds and
rearranging of sounds in a word ("potato” may become "topato" and next
"totapo™"). Production of words becomes more difficult with effort, but
common phrases may sometimes be spoken spontaneously without effort.

14



Cluttering, a speech and fluency disorder characterized primarily by a rapid
rate of speech, which makes speech difficult to understand.

Developmental verbal dyspraxia also known as childhood apraxia of speech.

Dysarthria is a motor speech disorder in which the muscles of the mouth,
face, or respiratory system may become weak or have difficulty moving.

Dysprosody is the rarest neurological speech disorder. It is characterized by
alterations in intengity, in the timing of utterance segments, and in rhythm,
cadence, and intonation of words.

Muteness is complete inability to speak.

Speech sound disorders involve difficulty in producing specific speech
sounds and are subdivided into articulation disorders (also called phonetic
disorders) and phonemic disorders. Articulation disorders are characterized
by difficulty learning to produce sounds physically. Phonemic disorders are
characterized by difficulty in learning the sound distinctions of a language, so
that one sound may be used in place of many.

Stuttering affects approximately 1% of the adult population.

Voice disorders are impairments, often physical, that involve the function of
the larynx or vocal resonance.

Exercise

Answer thefollowing questions:
1. What is speech and why is it important for man?
2. How does a person talk?

3. Deélineate 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 aso a biologically operational
device common to the human species, mainly consisting of speech appa-
ratus. The main part larynx with its delicately adjustable voca 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.

Speech

NOTES

15
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Sand in front of the mirror and utter the following words clear and loud:

NOTES eat, meet, greet; moon, spoon, bloom; bit, hit, kit; hat, cat, mat; Now say :
She sells sea shells on the sea shore. (Say it slowly at first then repeat it
fast.)

16




4 Pronunciation

The word speech means only the making and use of speech sounds. 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 aoud :

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 aoud. 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 ether 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.

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

Pronunciation

NOTES
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NOTES

Check Your Progress

S. Why do most of the
students face pborlems
with speﬂing the words?

18

combine an unvoiced 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 is
minimal.

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 thisis that in written English we have only 26 aphabets. 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
Vowels.

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
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—asintea, train, tough
Voiced sound

d—asin 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—asin cat , cam, class
The sound is voiceless.

g—asin 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—asin church, cheat , cheap
This sound is voiceless.
d3—June, 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—asin father , fish, fail
The sound is voiceless.

V—asinvoice, 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.

6—asinthief , thing, thin
This sound is voiceless.

d—asin they, then , them

Pronunciation

NOTES
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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—asinsin, say, so
This sound is voiceless.

Z—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.

{ —asin shame, sheep , she
This sound is voiceless.
3—asinvision, fusion, confusion
This sound is voiced.
Both these sounds are produced from the glottis ridge.
h—asin 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

Thisis anasal sound and is produced by closing the lips and letting the air
flow through the nose.

n—asin 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.

?—asinsing, 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—asinlong, leg, lady

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

r—asinred, rat, ridge

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

j—asinyes, yellow , young



This is a semi-vowel.
w—asin 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 asj asin judgment. G
when in combination with g, i, y, is soft and pronounced as j as in
age ,gin, and orgy.

N when in combination with k, ¢, g, X is pronounced as hard 'ng' asin
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.

Tch, these three when in combination is pronounced as Ch as in
batch.

X aone is pronounced as ks as in fox.

Vowels :

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
listening and imitating. There are twelve simple vowel sounds and eight
compound vowe sounds. The compound vowel sounds are called dipthongs.
There are eight dipthongs.

i:-—asin see thief team
[—asin sit kill hit

i—as in happy cathy

e—asin ten hen pen
&—asin man fat rat
a—asinfar car bar
b—asin got hot pot

c.— asinsaw fought sought
p—asin put room could

u: asin cool pool shoot

Pronunciation

NOTES
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A—asin but shut hut
3:—asin shirt dirt hurt
?—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 ,, . , € ,, ,, pan.

air — these three letters when in combination are pronounced as e as
in fair.

au is pronounced as (aw) as in maul.

ay is pronounced as ei as in say.

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

ear , eer , these three are combined and pronounced as & as in fear
and beer.

ieis pronounced asi:(ee) as in thief.

ier is pronounced as er iain pier.

oais combination is pronounced as a (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 Asin

-age il carbace

-ate -it or —at mandate

-ev -i donkey

-0us -us furious

—sm -Zm atheism . spasm

-tion -shon savation

-ture -chur . -tur aperature . researcher
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.



5 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.

Listening

Thinking/assmilating

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 trandation,

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

Reading

NOTES

23



Communication Skills & himself operational in En- glish. Here | do not mind sharing with the young
Personality Development | o ers 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 starts to think in the other language,
that will be the sign of attaining perfection. Never try to learn English from
movies except from the classics like “My Fair Lady” where-in the queen's
English has been followed.

NOTES

The serious business of reading can be defined as the ability of a person to get
meaning from symbols, thet is , to be able to get, and understand, ideas from
certain letters, signs or a group of letters. In reading printed matter a person
must first recognize the symbols or letters as being different from the others.
Then he must grasp the idea for which a word or a group of words stands. Prior
to understanding the words fully he must be able to relate the symbols or words
to his own expe- rience. When he is adle to fit his own experience into the words
he then follows and makes an idea of his own. When a person reads FIRE. He
visualizes it as a word, knows its pronunciation but what it calls in his mind
depends upon his experience. He may think it as :

camp fire

house on fire

firein 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
toread.

M ethods of L ear ning to Read

Learning to read is the acquisition and practice of the skills necessary to
understand the meaning behind printed words. Some of the most popular
methods of learning to read are:
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e Phonics approach. The phonics approach teaches word recognition
through learning grapheme-phoneme (| etter-sound) associations.

e Linguistic method.

e Multisensory approach.

e Neurological Impress Technique.

e Language experience approach.

¢ Reading comprehension support.
Readiness For Reading

Reading readiness has been defined as the point at which a person is ready to
learn to read and the time during which a person transitions from being a non-
reader into a reader. Other terms for reading readiness include early literacy
and emergent reading.

A person's readiness for reading depends upon his ability :

1. To seewords 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.

To bring to mind pictures of objects that the words describe.

o A~ WD

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

6. To speak clearly and distinctly.
7. To sit still and listen to the teacher for at least 15 minutes at atime.

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 asto
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 aphabetical order. The dic-

Reading
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NOTES

tionary begins with the word “a” and ends with the word “z”. The words
beginning with awill also be arranged in the alphabetical order.

Words beginning with followed by
come first “ab”,"ac”,“ad” ,“ba” ,“bb” , “bc” , “ca’ ,
“ad’ “cb”, “cc” , il

The same aphabetical 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 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 pronunciation, 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

Check Your Progress

6. Why a dictionary must
be used by the readers?
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1. Pick out words beginning with —ab, ac, ad, ae,af, al, as, aw, au,
from the dictionary and give their meaning.

2. 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, migrate, immigrate, verify, ridicule, principal,
principle.



6 Spelling

It is important to keep in mind, that English language has borrowed words from
other languages. Besides, it has borrowed Roman alphabets, which are not
large enough for even Latin language. Hence, they are not adequetly suited to
represent the sounds of English language. These congtraints give rise to prob-
lems faced in spelling English and learning it. As per the British even today the
American English spelling are still imperfect. In India the British or Queen's
English is being followed, yet, the introduction and ingdlation of computers has
greetly impinged upon English spelling, since, the softwares of the computers are
from America and have the so called amplified 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 in 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 waysin other words as shown below :

appreciate, ocean, machine, mustache, stanchion, fraction, con-
scious, extension, pressure, admission, sure, initiate, attention, luxury
and anxious.

Spelling

NOTES
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Communication Skills & From the above it becomes evident that one cannot be sure which letter to
Personality Development | oeqnciate 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

NOTES misspelled words are :

disappoint, scissors, antecedents, pneumonia.
Devising Spelling Rules

Suffixes are important elements of the English language. They are small
words that are added to the end of words to make new words and give base
words different meanings.

There are certain rules to follow while doing this. But there are exceptions
too.

There are two kinds of suffixes: vowel and consonant suffixes
vowel suffix start with vowelsviz.-ance, -er,-ing etc.
consonant suffix start with consonantsviz. -y, -less, -y €tc.
Some important rules regarding suffixes

1 Y to i rulewith words ending in consonant + y.
a Changethey to i before vowel suffixes (except -ing)

cary +ed = caried
carry + er = carrier
carry + age = carriage

happy + est = happiest

supply + es = supplies
BUT carry + ing = carrying (can't havetwoi's carriing)

rely - reliable, reliant, relied, reliesBUT relying
comply - compliance, compliant, complied, complies, BUT
complying

b. Changethey to i before consonant suffixes
beauty + ful = beautiful; beauty + fy = beautify;
happy + ness = happiness; happy + ly = happily
likely- likeliness, likelihood

C. exceptions - dryer, drying, dryish, dryness, slyness

dry +ly =dryly or drily
d. Changingietoy

die+ing=dying
lie+ing =lying
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y remainsif theword endsin avowel +y

employ - employer, employee, employable, employing,
employs

enjoy - enjoying, enjoyed, enjoyable, enjoyment

joy - joyful, joyous, enjoyable, joys

2. Drop the '€ rule before a vowel suffix

a

Wordsendinginsilent '€ + vowel suffix

love - loving, lover, loved, lovable (or loveable)

make - making, maker

Exceptions - words ending in 'ce' or 'ge’ keep the 'e before -
ous and -able

manage - manageable (BUT drop the '€ with -ing, -ed,

er managing, managed, manager)

courage - courageous

changeable
gorgeous

Also keep the '€ with the following:

likeable, saleable, hireable,blameable, sizeable nameable (but
drop the '€ with -ing)

Also drop the '€ with -is
analyse + is= analysis, paralyse = paralysis

Keep the'e rules:

€.

Keep the '€ with consonant suffixes
Keep the '€ before -ful

care+ ful = careful
hopeful, peaceful, useful, wasteful

BUT change words ending in consonant + Y to i
plenty + ful = plentiful, beauty + ful - beautiful
BUT not joyful =vowel +y

Keep the '€ when the word endsin ee or ye

agree - agreeing
eye- eyeing
Keep the'e before-ly

accuratet ly = accurately, like + Iy = likely, lovet ly = lovely,
definite + ly = definitely

Spelling

NOTES
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Communication Skills & lively, rarely, homely, desperately, approximately, entirely,
Personality Devel opment completely

BUT due - duly, subtle = subtly, true - truly

NOTES h. K eep the '€ before -ment
achieve + ment = achievement, advertisement, excitement
BUT drop the '€ with argue + ment = argument.

3. 1:1:1 Rule

a Words of 1 syllable ending in 1 vowel+ 1 consonant - double
the last letter before avowel suffix

shop - shopped, shopping, shopper
fat - fatter, fatten, fattest, fatty
pot - potting, potted, potter, pottery

Do not double last letter if it'saw, X, y - tax - taxed, stay -
staying, towed...
Do not doubleif two vowels - heat - heating, sleeping,

sleeper...

Do not doubleif two consonants - shar p- sharpen, fasting,
turned...

BUT qu- is classed as one consonant because we can't
have q without the u
quit - quitting, quitter, quitted
quiz - quizzed, quizzing, quizzer
b. Words of more than 1 syllable ending in 1 vowel +

1 consonant when the stress is on the last syllable double up
the last letter.

regret - regrettable, regretting, regretted
forbid - forbidden, forbidding

BUT

prefer - preferring, preferred (BUT preference, preferable,
preferential- the stress moves)

4. Doublethelast L

Words of more than 1 syllable ending in 1 vowel + L aways double
up the L before avowel suffix. Americanspelling don't double up.

travel - travelled, traveller, travelling (American - traveled, traveler,
traveling)
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BUT: devil - devilish, loyal - loyalist, paralle - paralleled, paralleling,
travel - travelogue

Do not double when two vowels - appeal - appealing, appeaed
5. Words ending in vowels - no change with vowel suffixes.

echo - echoed, echoer, echoing
Ski - skied, skier, skiing

Apostrophe Rules

Apostrophes in English serve two basic functions; they show ownership, and
they indicate that letters have been removed from the original words in the
process of forming a contraction.

Apostrophe Rulesfor Ownership

We use an apostrophe + S (‘s) to show that one person/thing owns or is a
member of something.

e Rohan'scar, Ross'sroom

Even if thenameendsin“s,” it is still correct to add an “‘S’ to create the
possessive form.

Use an apostrophe after the “s’ at the end of a plural noun to show
possession.

e Theparents bedroom, girls' hostel
In case of plural nouns, it is not necessary to add another “s” to the end.

If a plural noun doesn't end in “s” add an “‘s’ to create the
possessive form.

e Thechildren’srooms
Apostrophe Rulefor Contractions

When we join two words to make it shorter, we take out some
alphabets and replace them with an apostrophe.

o they+ have = they' ve; are + not = aren't; they + will = they'll

The one exception to this rule is the contraction “won’t,” which is “will +
not.”

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

Spelling

NOTES
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Communication Skills & used in writing.
Personality Devel opment
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
NOTES persons who find it difficult to learn spellings may follow the given plan :

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

2. With cdosed eye try to recdl 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
recdled 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 1, 2, 3.

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

Exercise

Describe the various methods used to remember spellings.
What is the rule of apostrophe?

How do you learn your spellings?

A w D

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

Handwriting

Writing has a very long history. It began as simple pictographs drawn on a
rock, which were then combined to represent ideas and developed into more
abstract symbols.

Handwriting is an essentia skill for both children and adults. Handwriting
activates the brain more than keyboarding because it involves more complex
motor and cognitive skills. Handwriting contributes to reading fluency
because it activates visual perception of letters.

Many standardized assessments are based on written work, particularly the
time-limited written examinations which remain as a maor form of
assessment for many formal qualifications.Handwriting is a predictor of
success, because good handwriting has a positive impact on grades.Without
fast and legible handwriting, students will under-achieve and may fall behind.

Good handwriting is the platform for achievement in the workplace and self-
assurance in life. It is, and will reman, the key to progress and
success.|llegible handwriting can cause poor self-esteem. Poor self esteem
can trigger loss of confidence.

In recent years, modern technology has dramatically changed the way we
communicate through writing. Interestingly though, many personal computers
now have handwriting recognition capability so that handwriting as means of

Writing Right

NOTES
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interacting with computers is becoming more prevalent. It seems, therefore,
that even in this modern age, handwriting remains an important skill for
communication. But despite the increased use of computers for writing, the
skill of handwriting remains important in education, employment and in
everyday life.

While writing try to be neat.
While writing try to be smple.
While writing try to be coherent.
While writing try to be consistent.
While writing try to be legible.

These five features when followed shows the concern for the reader and
always pays.

Exercise

Take a ruled sheet and write out a paragraph from your favourite story book.
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 penning 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 | 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 ajob is essential.

It isimportant 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.

WhileFilling 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 aformat 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 assessiit.

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

Take a paper and jot down the points, which you think, should be
included.

Reliability

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 completed
in a stipulated time.

Example:
Effects of television on the family
1. Entertainer

2. Reduces communication among family members.

Writing Right
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Check Your Progress

8. What five features
regarding writing right
are very important?
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Induces silence.

Erodes reading habit.

Family interaction during dinner/lunch minimized.
Bed time altered

Children neglected.

Individual thinking reduced

9. Family group joint ventures become negligible.

© N o 0~ W

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: Isit a necessity for the family?

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

a Car'sare easy to travel in

Cheaper if many are in the family

Children love to ride the car

Babies and their paraphernalia can be carted easily in a car
Flexibility

- o a0 o

Both the partners can drive

Visits to the relatives easier

2 Q

It is equally good for short and long distance travels
I.  Mobility increases

j.  One tends to become more sociable

k. Saveson car rental and taxis

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.  Paragraphs usually start about a half-inch further to the right. They
break the next text into units. This makes reading and understanding
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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
paragraph threads all the pointsin a chain and gives the conclusions.

Exercise

Write a paragraph on the following topics:

1. Indian cricket

2. Computer an essential teaching aid
3. Youth and Indian cinema

4. Entertainment for the young

5. 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

Writing Right
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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.”

Avoid unnecessary wor ds

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, maintaining a
necessary minimum of technical and administrative staff. On
analyzing the sentence we find that :—

To the latter end—means nothing in the context.

in Technology Company Organization—Organization 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
groups basic function.

Maintaining—it is a very long word and can be replaced by
with.

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.

Pleonasms

The use of more words than are necessary to convey meaning (e.g. see
with one's eyes ), either as a fault of style or for emphasis. A phrase
involving pleonasm is a phrase in which one or more words are
redundant, as their meaning is expressed elsewhere in the phrase." The
two of them are both the same” is a pleonasm (since the word "both"
is redundant)

False pretense
Free gift



Truefact

Tiny little child
Future prospects
Past antecedents
Each and every
Unless and until
More preferable
Reason is because
Return back
Wordswhich have no sense:
Past prospects

Prospects means expectations 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.

Useof theLatin words:
ie—means “that is”. Thisintroduces a definition.

eg.— means “for example”, This introduces an illustration.
Avoid the common error of using one for the other.

Pilingit 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.

However, this piling in progression is effective. Since ONE qualifying
wo rd per NOUN is a sound rule unless the qualifying words refer to
quite different qualities.

eg. Heistall, dark and handsome.
Sheis slim, blond and beautiful.
Avoid long sentences

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

Avoid Jargon

—Jargon is the use of long words, circumlocution and other
clumsiness.

—It is the vocabulary of science, art, classic, trade, profession full of
technical terms.

Writing Right
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Jargons are used mainly to cloak the ignorance rather than to make
aissue explicit.

NOTES 9.  Avoid double negatives
They seldom mean what you think.
Example
not uninteresting
not without merit
10.  Avoid mixing metaphors

A mixed metaphor is a sentence in which two metaphors are coupled,
usualy in aincongruousway.

Example
| “smell arat” 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
sentence 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 (“ )
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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 tal man in the party was looking for somebody to deliver the
presents.

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




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.

I
J-

To separate a series of words in the construction.

Example: England, France and Italy formed an alliance.
Commasis generally not placed before the word preceded by and.

To separate each pair of words connected by and.

Example : We should be devout and humble, calm and serene.
After anominative absolute.

Example: The Guru sat still, | 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
together.

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 aword, 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.

Colon

a. The colon is used to introduce the words which follow it,
example
My shopping list : 12 eggs, 1kg butter, 2 kg sugar........

b. To introduce direct speech or a quotation.
Example : Then the King said: “I am still here to protect
you."

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

d. It is also used between sentences grammatically independent
but closely connected in sense.
Example: Study to acquire knowledge:Knowledge is freedom.

Semi-colon

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

Writing Right
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Thisis used, instead of full stop, after a direct question. But they are

not used after aindirect question.
NOTES 6. Exclamation M ark

This is used after interjections and after phrases and sentences
expressing sudden emotions or wish.

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. It is a short
line like the dash.

10. Par antheses

Thisis 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 L etter

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.

Typesof 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.
42 3. The communication or message—T he body of the letter.




4. Courteous leave taking, or conclusion.
5. Signature.
6. Superscription on the envelope.
Example:
9-¢,Civil Lines,
Delhi.
11" May,2008.
Dear Mr. Lal,

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

Yoursfaithfully,

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 L etter 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,

| am a regular customer of your shop and have been purchasing
grocery from you for last thirty years. Every month in the first week | 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

Writing Right

NOTES

Check Your Progress

9. What necessary rules
must be followed in
producing very positive
writing?
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NOTES

I0.

Check Your Progress

Why panetuation is
want?
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month as usual | sent the list but goods were received after two days. As
per your cash memo number 8745, dated 4.4.08, | have the following
complaints to make :

1. Pulses sent are of inferior quality.

2. Each packet is weighing 50 to 80 gms less.
3. Thericeisfull of grit and stones.

4. The flour is bug infested.

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

| refuse to pay your bill unless you replace these items with better quality
things. If you do not comply to my request ,Sir, | 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 asper instructions:

To afriend inviting him for dinner.

To aneighbour 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 Y ounger sister on your visit to London.

To Municipa Corporation complaining about blocked drains.

N o a s~ w D PRE

To Electricity department complaining for inflated bill.



8 Developing Ability of
Question and Answer

A.

It isa norm in conversation to make a statement and ask for con-
firmation. As for example It israining 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’svery 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:

| am correct, aren’'t 1?

Let’s go to the hall, shall we?

Wait a minute, can you?

Have some more card, will you?

Thereisachurchin that street, isn't There?

Developing Ability of
Question and Answer

NOTES
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Communication Skills & Some one has called haven’t they?
Personality Devel opment )
B. Short answers are most usual form of verbal answers. (ie.

guestions beginning with an auxiliary)

NOTES Yes + pronoun + quxiliary
or No + pronoun + auxillary + n't (not)
Are you going to collage?
(Yes, I am.) (No, I am not.)
Can you swim?
(Yes, | can.) (No, I can’t)
I's your daughter studying?
(Yes, sheis.) (No, sheisn’t)
Does Renu work hard?
(Yes she does.) (No, she doesn’t)
Did she say anything?
(Yes, she did.) (No, she didn't)
C. Agreementsand Disagreement with the statements

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

It isagood novel. ......... Yesitis.
Sohan has already gone. ........ So he has.
She can speak English very well. ....... Y es she can.

(i) 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 question or an assumption.

He is frightened. ........ No, heisn't.

You are watching. ......... Oh no, I’'m not.

Why did you hit him ? ........... But | didn’t.

| 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| can.
Shewon’t go again. ........ But she will.
You don't like him. .......... Oh yes, | do.
| didn’t tear it. ............. Oh but you did.

(v) Addition to Remarks:
46 () Affirmative additions to affirmative remarks are made




(b)

(©)

(d)

Exercise

with so +auxiliary + subject.

Harish likes bananas. So do I.

He must go home. So must 1.

He was late for the meeting. So were you.
I’ ve finished my work. So has my sister.

Negative additions to negative remarks ae made
with Nor/Nei- ther + auxiliary + subject.

Mahesh doesn’t like sweets, Nor do |.
She didn’t follow it. Neither did I.

| can’t swim. Nor can my father.

Sudeep wasn’t there. Neither was pradeep.

Negative additions to affirmative remarks are made
with But+subject + auxiliary + n't/not.

He knows Dutch. But | don't.

| understand the story. But Marry didn't.

She knows how to cook. But her husband does not.
| can play football. But my father cann't.

Negative additions to affirmative remarks are made
with But + subject + auxiliary + n't/not.

He doesn’t like her. But | do.

| didn’t meet him. But Harish did.
He can’'t play chess. But | can.
She wasn’t singing. But you were.

(i) Add Question —tagsto the following :
1. It'sverywarmtoday, ........ccccceerernnnns ?

© © N Ok~ WDN

You like him, .........ccccccennn. ?

Kishorewill come, ..............ccce.. ?

We must hurry, .......ccceceeeeennnns ?

He will never giveup, ........cccevvvnnnnn... ?

Your father isadoctor, ........ccccc.cecc ?

You have curd for breakfast, ..........cccccee..... ?
[ didn’'t hurt you, .........cccvvvennnnee. ?

You aren’'t going out, .........ccceeeeennn.. ?

10. They have sold the house, ................n..ee. ?
11. 1 didn’t get up early today, ..........ceevvvnnnnne. ?
12. Itisn'tready yet, ....coooveeeeennnnnnn. ?

Developing Ability of
Question and Answer

NOTES

Check Your Progress

11.Why developing ability
of question and answer

gainful?
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NOTES

(i1)

(iii)

(iv)

(V)

(vi)

13. Sheelahasn't passed the exam, ............ccco...... ?
14. They will go home soon. ............ ?

Answer the following questions (a) In the affirmative, (b) In
thenegative.

Example — Can you write? (a) yes, | can (b) No, | can’'t

1. Canyou swim? 2. Do you like sweets?

3. Areyou angry with me? 4. Isit going to rain?

5. Am | in your way? 6. Does your father smoke?
7. Has he met you? 8. Will they be at home?

Agree with the following statements using yes/so/ of course +
pro- noun + auxiliary.

1. Boyslike 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.

Agree with the following statements using No + pronoun +
auxiliary + n’t/not.

He does not like milk.

You haven't played well.

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

He can’t speak English fluently.
Ramesh didn’t attend the party.

Disagree with the following statements (Use the pattern No/oh
no But + pronoun auxiliary + n’t/not.

He lied.

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

| suppose he is honest.

You are on the wrong side.

Disagree with the following statement using the pattern (oh)
yes (oh) But + pronoun + auxiliary).

1. Youcan'tdothework. 2. Seeladoesn'tlike you.
3. Heisn't reading 4. Shewon’'t come.
5. | am not in your way 6. | don't know where you went.

Lo
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9 Body Language and Its
Use in Speaking

Body language is the conscious and unconscious movements and postures by
which attitudes and feelings are communicated. It is a type of nonverba
communication in which parts of body substantiate the words in expressing
or conveying information. Such behavior includes facial expressions, body
postur e, gestures, eye movement, touch and the use of space

Main communicative body languages are:
o Eye contact.

e Body position.

e  Gesture and movement.

Positive body language can be defined as those nonverbal movements and
gestures that are communicating interest, enthusiasm, and positive reactions
to what some elseis saying.

Negative body languageis either a conscious or an UNCoONSCiouS eXPression
of negative feelings through movements of the body. Averted eye contact
can be an indicator that a person is uncomfortable, self-conscious, or even
lying. Crossed arms can signal defensiveness or disagreement or resistance to
your ideas. A forced smile can mean insincerity. Such smiles can be
differentiated from Real smile which wrinkle the eyes. Raised eyebrows
signal discomfort and a gritted jaw indicates stress.Exaggerated nodding
signal's nervousness about approval.

It is aways 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.

In Indian context, the same hands when held up touching both the palms
and bending forward is the mode of greeting rendered to al and sundry,

Body Language and Its
Use in Speaking

NOTES

Check Your Progress

12. What comprises
body language?

49



Communication Skills & including God. It is customary in the Indian homes that the persons who are
Personality Development 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.

NOTES 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 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.
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10 Group Discussions

A collection of individuals who interact frequently or work together to
achieve a common set of goals, form a Group. "Discussion” is exchanging
information or ideas to achieve a goal. The goal may be increased knowledge,
agreement leading to action, disagreement leading to competition or
resolution or only discussing or confronting a troublesome issue, usually for
alleviating tension or confusion.

So, a group discussion refers to a communicative situation that alows
exchange of information, views and opinions about a topic, problem, issue or
situation among the members of a group who share some common
objectives. "Group Discussion”, popularly known as GD, is an approach used
by an organization to measure whether the candidate has certain personality
traits

Most Group Discussions can be divided into 3 kinds:

A) Topical Group Discussions, which are based on current affairs or
‘static’

B) Case-studies, which present the group with a complex business
situation that requires them to come to a decision.

C) Abstract Group Discussions, offer no definite context of the topic,
and the participants are required to interpret the topic in their own
ways. Such topics could be single-worded, such as ‘Blue’, or a short
puzzling sentence, or even an image.

Group Discussions

NOTES
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Communication Skills & The evaluation of participants happens in two broad perspectives: Individual
Persondlity Development | o alities and group skills.

Individual qualities refer to the competencies that you may demonstrate in or
NOTES outside the context of a group. They include the following:

A) Content: looked into from two viewpoints — significance and
compl eteness.

B) Analytical skills: whether or not you can explore the ‘why’ and the
‘how’ of the subject matter.

C) Cognitive skills: how logical you are in your overall approach to the
topic.

D) Organization skills: are you able to present the facts, backings and
elucidationsin the right order

E) Communication skills: can you get your point across to someone in
asimple language they understand

F) I nventiveness: Are you able to bring a novel outlook on the topic?
Can you interpret an abstract topic in ways the others cannot?

On the other hand, the group skillsrefer to those skills which can only be
evaluated in the context of a group. They include the following:

A) Listening skill: whether or not every participant is listening to the
discussion.

B) Leadership quality: The participants who define the topic
appropriately, offer the initial analysis of the topic, and hold the group
together.

C) Body language: evaluating eye contact and hand movements.

D) Group behaviour: Usualy it is evaluated in widespread
discrimination - decisive or aggressive. Decisiveness is a rationd
demonstration of strengthening one's thoughts, while aggressivenessis
ademonstration of dominance through subtle threat.

A group discussion can be categorically divided into three different phases :
1.  Initiation/Introduction.

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.

5 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- son':

N o a k~c w DN BRF

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.

Keep the following points in mind while summarising a discussion :

1

a c 0 N

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.

Pointsyou must bear in mind :

1

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

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

Clarity in speech and expression is yet another essential quality.

Group Discussions

NOTES
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NOTES

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.

5. A GD isaformal occasion where slang is to be avoid.

6. 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

Check Your Progress

13. How many different
phares a group
discussion can be

categorically ~ divided

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

1
2
3.
4
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.



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.

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.

Interview Skills

NOTES
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14. What is C.V.2
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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, “l 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, €tc)
should be categoricdly 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:

0] Give your name.

(i) Give your date of birth.
(i)  Giveyour nationality

(v)  Giveyour marital status.



v)

(Vi)

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.

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,

In answer to your advertisement in the Times of India .............. ,
dated........... | wish to apply for the position of .................. | am 29
years old, Indian, unmarried. My reason for applying to you is that |
feel the need for a change. A B & company where | am working at
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).

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

Addressfor communication : 12/1, Sector, 19, Pocket C,
Dwarika, New Delhi 110037.

Contact No. . Phone (Resi.) 011-52516667,
Mobile : 9312791801
Passed Higher Secondary : In phy, chemigary, english, sanskrit,

socid studies, from Vincent Higher

Interview Skills

NOTES
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Communication Skills & Second- ary School, Pandura
Personality Development Road New Delhi in the year 1998
in first Divison Scor- ing 80.3
percent aggregate marks.

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

NOTES

| have been a member of the Volley Ball team and played
Inter- university gamesin the year 2000.

| am working in A & B Company, E-38, Nehru place, New
Delhi-110049 as system manager since July 2002. Outside interest
: Reading fiction, driving.
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12 Nouns : Countable and
Uncluntable

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, Common 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.
Uncountable 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’, ‘information’
and ‘equipment’ al are Uncountable Nouns though these are Countable

Nouns : Countable and
Uncountable

NOTES

Check Your Progress
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
NOTES 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:

| may have a driving license today.

An Uncountable Noun has only one form, not a distinct singular and plura
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, information and equipment as with many
other uncountable nouns you can talk about amount of the things or separate
parts of the things by using phrases like a piece of ,some, bits of.

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.

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
60 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 | have a black dog. The dog is
called Johny.

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

Before a noun made specific by qualifying 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 :

Before Proper Nouns

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.

In expressions like all day, all night

(But the is not omitted in ‘all the evening’, * all the morning’,” al 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

Choose suitable determiners from Column ‘A’ to accompany
thenounsfrom 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

Add ‘a or ‘an’ where necessary:

Milk comes from Buffalo.

Door is made of glass.

Grass always grows in Indian fields.
Table is made of wood.

Cow has a tail.

Bracelet is made of gold or silver.
Duck swimsin water.

We can write application on paper.

© 0o N o bk wDNPE

Apples grow on trees.

Nouns : Countable and

Uncountable

NOTES
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Communication Skills & 10.  Baby must have food.
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11. Milk is nice in cup of tea.

12.  Milkshakeis drink

NOTES 13. | like butter on piece of bread.

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

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

1. Add‘a or ‘an’ or ‘some’ wherenecessary :

She never wears hat.

Are you good driver?

Children learn very quickly,

Dogisanimal.

Friends of mine are coming to stay at the weekend.
Here are eggs in the fridge if you're hungry.

I’ ve got headache.

I'm optimist.

© © N o g s~ wDdhPE

I've seen good films recently
10.  What beautiful day!
V. Supply 'a’, 'an', 'some' or 'the' where necessary
Thereis....flyin ...milk.
...birds can fly very highin ...sky.
book on this shelf is ...interesting one about history.
He makes ...toysin ... evening.
....donkeys are regarded as .....stupid animals.
Put ...butter on....potatoes.
...honesty is...best of all ... virtues.
| should like...housein...country.

© © N o g bk e

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

=
o

Ram and Shyam went up ...mountain to fetch...bucket of..water.

=
A

Do you prefer..book of ..poetry or...stories of ..adventure?
...clouds over...sea are lovely today.

[ —
w

| want ..jar of ...peaches,..sugar and ...pound of ....jam.

[ —
>

Thereis..horsein...garden.

[ —
o

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

A Pronoun isaword 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 | 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 Persona 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, Demonstrative Pronouns.]

Pronouns : Personal,
Relative and Others

NOTES
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Communication Skills & Forms of the Personal Pronouns :
Personality Devel opment

The following are the different forms of the Personal Pronouns:

First Person (Masculine or Feminine)

NOTES
Singular Plural
Subjective I we
Possessive my, mine our,ours
Objective me us

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 it they
Possessive his her, hers its their, theirs
Objective him her it them

Note that the Pronoun of the Third Person has three genders
Masculine he
Feminine she
Neuter it
The Pronoun It isused :
1. For things without life;as,
Hereis your copy, take it immediately.

2. For animals, unless we clearly wish to speak of them as male and
femalee.g.

He loves his cat and cannot do without it. The horse fell and broke its
leg.

3. For ayoung child unless we clearly wish to refer to the sex;e.g.
When | saw the child it was crying.

That baby has torn its clothes.
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4. To refer to some statement going before;e.g.

He is telling what is not true, and he knows it. He deserved his
punishment, and he knew it.

Relative Pronouns

Read the following pairs of sentences :

1. | met Shyam. Shyam has just returned.

2. | have found the pencil. | lost the pencil.

3. Hereisthe book. You lent me the book.

Let us now combine each of the above pairsinto one sentence. Thus
1. | met Shyam who had just returned.

2. | have found the pencil which | lost.

3. Hereisthe 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.lt is, however, called Relative Pronoun.

Other Pronouns
Interrogative Pronouns:

We use interrogative pronouns to ask questions. They are: who, which, whom,
what and whose. These are aso known aswh-words. Questions using these
are called wh-questions:

The five interrogative pronouns are what, which, who, whom, and whose.

What — Used to ask questions about people or objects. Example:What did
you buy?

Which — Used to ask questions about people or objects. Example:Which hand
do you write with?

Who — Used to ask questions about people. ExampleWhois the best
footballer in the world?

Whom — This interrogative pronoun is rarely seen these days, but when it
shows up, it is used to ask questions about people. Example:Whom did you
speak to?

Pronouns : Personal,
Relative and Others

NOTES
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NOTES

Check Your Progress
17. What for Interrogative

Pronouns used?

66

Whose — Used to ask questions about people or objects, always related to
possession. Example:Whose watch is this?

In some cases, interrogative pronouns take on the suffix —ever. A few can also
take on the suffix —soever. For example:whatever, whatsoever, whichever,
whoever and whomsoever

Exercise

Fill in the blankswith theright form of Personal Pronoun :
1 want my books back.
2. You say that hispenis...............

1 have so many times asked you not to commit mischief.
4. |If that book is................ I will giveit to you.

5 ltold.......... how to deal with the problem but she did not do so.
6. Who hastold ............... not to come to my place.

7. Theytdl .............. that 1 have harmed them.

8 . tell .....oeeenn. what harm | have doneto ...............

9. fought bravely but could not win.

10. i, was a very bad things to do.

Fill in the blanks with suitable Indefinite, Relative or
Interrogative Pronouns:

1. won the match.
The horse........... was bought from the fair was very strong.
The house................ you lived in was very large.

2

3

4, has he said to you ?

5 e did you give the book ?

6 The plants......... were brought from the nursery have faded.
7 There weretwo boys ............... hated each other.

Frame sentences using the following Pronouns (One has been
donefor you) :

1 hers :  Thechair was hers and not mine.

yours L e e ereeieeeeea—eeeeeeeateeeeaeeareeeeareenreereaaes
that SRR
their SRR
what L eeeereereereeeere e e eeea—eeeeaee—eeee e e e e ete e eteerennen
who L eeeereereereeeereeneeaeen—ee—e e e e e—e e ereeteare e teerennen

N o o bk~ 0N

which L e e ———————eeeee e e ee—————————aaeaaaaa————



14 | Articles

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

ST § '@, 'an' 99 'the, Articles Fead B 3= o At o fawfsa foeen sman 2:
(A) Indefinite Articles— AT An

(B) Definite Article— The
1. Useof ‘A" and 'An' - Indefinite Articles
‘A FET T IS ® gl g €, FeRT SeeRe i e qRey H oo - et
(Consonant sound) fFkerdt @1, =@ ¥k 1 JoA &R Vowd () @& 1
Consonant (F5s) , 8-

a man a boy a university a European

a pen a dog a useful thing a one-eyed man
Note : ‘University (Ffafdfz) & U &1 S=aror ‘g’ &1 @@ & @ik ‘g’ &1 eaf
Consonant (s9ss) &l B TEfATY 38 T8t a o 9fg U o1 S=amo ‘31’ 81, Si@-
umbrdla (3T, umpire (3THRR) @ an T JIT 2RI
‘AN’ T TER UH W % Ud gl €, e SSeRU i wed g W Rt
(Vowe sound) frererdt 1, 9t &1 39 31 w1 9o 318’ Vowd &1 91 Consonant; Sid-

an apple an hour (3TeR) an M.A. an island (ﬂsﬁﬂ‘{)

an egg an heir  (T3R) an M.B.B.S. an ox

an umbrella  an eephant an honourable man an M.Sc. s
(3T )

Articles

(Useof "A" "an’, "the'

and their omission)

NOTES
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NOTES

Check Your Progress

I8. How many classes
the article are
divided into?
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Note: (1)  'Hour' & ‘W silent € | ST @K ‘0 o7l € S Vowe (TR) &

e 3 2 TERT 39 WK e ‘an AT

(2) a TN an USH & ‘ong TR B FUSR &Y (wesk form) Bl TR
I Countable Singular Nouns (= a9 Teha= Tael) & Tedt
fpen S @1 wgeed Waeti (Plural Nouns) @ SWTUME Haed
(Uncountable Nouns) & el $¥ehT 3 <&l el 21 ueiefer=es o
qraar HAT (Material Nouns and Abstract Nouns) STTomE Hareii
(Uncountable Nouns) & 3T=ifd €1 3t €1 % Tt 9a a% a 1
an Yge TEl eral €, S % o Countable Nouns & &9 & W &l
B

A AT An FT TN 31 T0 ®Y 9 39 UHR G S Ghdl o—

(D

()

3

(4)

()

(6)

oW 9R g 8M ae Singular-Countable Nouns (T&e=d fima @
qetl) & 98

1. | have a book. 2. Shelivesin a hut.

3. He saw an old man. 4. He hdd an umbrdla in his hand.

TH THaed & Fael (Noun Complements) ¥ q& i fesft o9t =
sraar (profession) SwHEIfad & :

1. Sheisa nurse. 2. Heis an engineer.

3. Neerg is a doctor. 4. She is an actress.

Adjective + Noun &1 feafqd & a s1e@m an &1 W@ Adjective (fagon) @
e SHH! YRS et & SIER el 81 YR st @ (Vowd) B W
an @1 =S (Consonant) B W a s WA fRar S €

1. a big dephant. 2. an old woman. 3. an ugly child. 4. a useful book.
T sifrafeal & fau St gea, wifd, ST o &1 aig &t 8, S1eq
‘gfq’ & st H .

two rupees a kilo, six times a day, eighty rupees a dozen, 20 km an hour,
ten rupees a metre? TS|

GEATCH AT SAfqeafaal S9— <9 &9 ufd ) ¥ 9 ¢

a pair, a couple, a dozen, half a dozen, a hundred, a thousand, a lot, a great
deal, a great many, a quarter, a million Scf<|

few 3R little & @19 :

1. He borrowed a few books from the library.
2. Please take a little more tea.

Note: (i) a few 1 31 a small number (9i€t foh=g Wewl WEAm) @ Fe €,

TS | a9ar &1 ac9d B 3E YR, a little <1 31ef a small amount
(o<t Tormg wEcTol AEN) @ B 1


mailto:kRed@ek�

(i)  few @R little =1 7@ fo a & it g 8, Afha 3 ‘oo &’ &

1 Few people know this fact. (The fact is almost unknown)
2. She had little time to attend the meeting. (She had almost
no time ............. )

(7) fafe= @&l &1 =a ®E a9 Exclamatory Sentences ® Ushddd HE&AT
(Singular Noun) & Teat 3T ATt fomioo-ws% (Adjective) & T4 :
1. What a beautiful flower! 2. What a pretty colour!
3. What an old fashion! 4. What a cold day!

(8)  Such &1 W f&&t Countable Noun & ¥ §H W such & 1% a A¥al
an 1 YA RS ©

1. It was such a good deed. 2. He was such a helpful friend.

3. It was such an interesting story.

(9 fafw=s swfei =1 wei (Titles, degress or ranks) & ®fea &l
(abbreviated forms) & Wedt f1 Yk | a 1ef@l an 1 AT Bl ® |

(a) Horg 78R T-=afq (Vowe sound) = @ an T W3R, Td
(b) 9erm 38R =sH-atd (Consonant sound) = @ a=hT ¥ Bidl €l

3T canM.A, an M.Sc,, an M. Com.,anS.P,anS.D. M,,anL. L. B,,
aU.D.C.anL.D.C sl

(10) ‘@ @ ‘an’ & WA ‘TH-U’ (thesame) & ol H oft gl 7 -
1. Birds of a feather flock together.

2. Men of a mind always group together.
3. Take two at a time.

(11)  Mr/Mrs/ Miss+ surname & &l a sl T Bl © ¢
a Mr Sharma, a Mrs Mathur, a Miss Gupta 3eTi<|

(a Mr Sharma ¥ 3199 T =afert @ €, St Mr Sharma & 9 § YR STl @
TR T SHY eraRfea ?; affed stereen | saet Mr Sharma a1 Mrs Mathur

EXERCISE 1L

Fill in the blanks with 'a or 'an' :

4, burnt child dreads the fire.

Articles

(Useof "A" "an’, "the'

and their omission)

NOTES
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NOTES

5. She spent......ccccveeneee few months in Mumbai last year.

6. Would you like to take.............. little more tea ?

7. Now cricket has become................. international game.

8. They will be back in.............. week.

9. I will finish this work within.............. hour.

10. Sheis............... Italian ladly.

1Mo, man of regular habits is sure to succeed in life.
12. Rani hopes to win................ lottery.

13. He is so good............... umpire that every player respects him.
14. We are to play................. one-day match next week.

15. Ashoka was.................. very kind king.

EXERCISE 2.

Fill in the blanks in the following sentences with 'a’ or 'an' :
1. Heis............. honest man of our city.

2. Heis............. very honourable teacher of our college.

3. Let us rest here for............. while.

4. Canyou give............ example of a crud king ?

5. Anita wants to buy.............. few toys for her son.

6. They hired........... taxi and reached the station.

7. We shall go fOr....cccoeeiiiiiiiieeee e walk now.
8. She often tals......ccocvieiee e lie
9. Certainly, it iS...ccccceeevieeviieeiciieiieene very interesting story.
10, INI@ IS..eiiiiiciee e independent country.
1. SUCh....ccoiiiiiics incident can never be forgotten.
12. She bought.........cccovevieinnnne eectric iron for Rs 350.

13. My father iS..coccvcvviiiiecceecee e, M.L.A.

14. My friend's father is.......ccccovvriiiiiiiiinnnene U.D.C.

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

2. Use of 'The' - Definite Article

'The =1 Definite Article %@l STl & 31X THHT WAN Wheed o wga=d Haisi
(Singular and Plural Nouns) & g4 frrefafea fefaal & fren wmr @ .

(1) TH Noun® wga fget qd # Seor@ fwan <1 g1 =1
(When the Noun has been referred to previoudy)

1. | saw alion. The lion was slegping under a tree.

(Tt e H) HH Tk IR <@ (T T H 9t IR U & AN W
ol



@)

2. We heard a noise. The noise came from a neighbour's house.
3. | have lost the pen which | bought yesterday.

Adjectives &1 Superlative Degrees & U&dl :

(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.

AU : Tl e A1 StfuehieTe faeiuur (Possessive Adjective), S : my,

3

(4)

©)

his, her, their, your, our & a1% Adjective % Superlative Degree &1 a1
B W the s ¥am =& B g1 S:

1. Heis my best friend. 2. Mr Dixit is our best teacher.
fordl wIg-T9g (Phrase) a1 39 (Clause) ¥ gM¥=a g at Noun &
B
1. Thegirl inthe blue skirt is my sister.
2. The man with a little nose is our Principal.
3. The cars made in our factory are the strongest ones.
4. The book on the table bdongs to the library.
5. The man who went out is an excdlent singer.

TH Noun & T&at St &7+t Fegol Sifd (thewhole class or race) =T aiel w{ml ©:

1. The dog is a faithful animal. (F&f @1ef wwe ‘g =fd @ 2)

2. The dephant has a long trunk.

3. The cat likes milk.

qor <M &SI A B WA

The Ganges, The Yamuna. (rivers)

The Bay of Bengal (s7a1 @&t @ret), The Arabian Sea (3& 9FR)

The Gulf of Mexico (Wfeas! &t @rEt), The Thar, The Sahara (TEN
HEEA)

The Himalayas, The Netherlands (gfeivg &1 ), The West Indies, The USA
(TgF T5T STHIERT)

Note : el (Lakes) & ™ &% Td, 9ad (Mountain) a1 =2l (Peak) & M & T8

(6)

Mount & foret o= &% ™ ¥ gd Cape ¥ 1 TAM gH &1 feafd & The
1 A T e /)

S Cape Camorin, Mount Everest, Lake Mansarovar cdT(<|

4 (Noun) &t T Yo g arel fawmor (Adjective) ¥1& & Td the T gl
2

Articles

(Useof "A" "an’, "the'

and their omission)

NOTES
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Communication Skills & 1. The brave always rule over the earth. (‘seIgT @r’)
Personality Devel opment

2. The rich should help the poor. (‘2THiR’ &)
3. The weak can never do anything. (‘&HsIR @mT’)
(7) fava # 399 T &I G AYE THAH Fegel & fag :

The sun, the moon, the sky, the earth, the world, the universe, the Tgj, the
wall of China.

(8) fewmew (Cardinal Points) & 19 & Tgd :
The eadt, the west, the south, the north.
(9) T A & e S Adjective+ Noun a1 Noun + of + Noun &9 H & :

NOTES

The National Highway, the Bay of Bengal
(10) =nfHe EIRI, IEI-I=H TG wHEaT=h qEast § 94
(before religious books, musical instruments and ordinals) :
The Geeta, the Bible, the Quran, the Ramayan, the violin, the flute, the
first, the fourth, the eleventh, the last, the next seaTfs|
(11) Comparative Degree & 1 9R FarT &t feafq # .
1. The more you have, the more you want. 2. The sooner, the better.
3. The higher you go, the cooler you fed.
4. The better | know her the more | admire her.
(12) & Proper Noun (Safthar=es §dfl) &I o fhdt o1 Ufag =afd, o= =
a&] o H I ‘%\ :
1. Kalidas is the Shakespeare of India.
2. Kashmir is the Switzerland of Asia
(13) M, W g™, Wfd, U, TSGR <o, Sel, miedl, g e,
Seddl offs & 99 % U8

The Hindus, the Sikhs, the Jats, the Sanatanees, the Vaishnavas, the
English, the Indians, the Americans, the Congress, the B.J.P, the Nilgiri, the
Kanishka, the Vikrant, the Chetak Express.

(14) Plural Surnames & 98d :

The Guptas (T« 9fER), the Sharmas, the Mathurs eS|
(15) IR & M & 99 & T :

1. He caught her by the hair. 2. She grabbed him by the neck.
(16) dr@l T T Hed & & ® ved

The 25th July, the 15th August, the 26th January, the Independence Day, the
Republic Day scf<|
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(17) Same, only, opposite, front, end, beginning S IS % T :

The same scene, the only son, the opposite party, the front page, the end of
the play, the beginning of the story.

(18) All, some of ....... (Plural Noun), one of ....... (Plural Noun), each of
.......... (Plural Noun) & @re1:

All the boys, some of the students, one of the girls, each of the winners.
The Omission of the Definite Article :
Trfeafaa feafaat ® DefiniteArticle T W&t &t ger 2:
(1)  Proper Noun (fdaress @), Material Noun (Ug1efam=r®h @aT) de Abstract
Noun (Hr&ar=s ) & 4 :
1. Arjun was a great archer. 2. Gold is more costly than silver.
3. Wisdom is greater than wealth.

T af< material noun &1 abstract noun 1 WA f&E particular sense ®
FI1 ® d the T IR BN

@ : The gold of India is costly. The beauty of the girl attracted everybody.
(2) & Man 3% &1 YT qasiia (Mankind) & 31ef o & .

1. Man is mortal. 2. Man isasocial animal.

(3) r=HEA & fowal, Wrewiieh Tl (STd IR1 YANT I THIfaeh 3Savdl & fag
BT 1), T, s qen fAfyea wvg | 59 W 9 9isE & 99 % 9ed:

1. She doesn't like physics.

2. We go to hospital when we areill.

3. They go to school regularly.

4. We play hockey every day.

5. She is suffering from pneumonia. (Feifam)

6. | have lunch at noon.

7. He goes to temple daily.

3qarg (i) The dinner of last night. (i) The coffee in the morning.
(4 T, T, RN & TH & U

1. India has a very old and rich culture.

2. The leaves of this plant have turned yellow.
3. Diwali is ceebrated with pomp and show.

(5) WM, faai qen wgsti & AW ® T :
1. January is the first month of the year. 2. Sunday comes before Monday.
3. Soring is the first season of the year. (also; The spring)

Articles

(Useof "A" "an’, "the'

and their omission)

NOTES
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(6)

(7)

(8)

God I & UEe SRl AN el Bl (ST G & 18R | feren w4 e S gHen
a1l gefwfgam™ ‘SverR’ @) : 1. He prayed to God for hdp. 2. God is
everywhere and within every soul.

“kind of ' @& ‘sort of ' & &1E DefiniteArticle &l aTrar | S

1. What kind of man is he ? 2. He is a right sort of man.

Church, market, school, college, hospital, prison, bed & Td Définite Article
T o, AR 3T AT 3 g&F wE & fere fman @ @1 Church ® mef T &
T, market W BRISA ®W & fow; school, college ® 984 & o hospital &
7o & eI, prison ® @S 9 & ferg den bed W WM & forg S &-or:
T VIl 1 gAN AfE g o ¥ gl €, ql 39 sl % ud Definite Article 7@t
UGS i

1. My son goes to school. (T4 & fam)

2. Father is going to hospital. (3a1 & femm)

3. The thief has been sent to prison. (T &A@ fow)

4. You will have to go to court. (SR-foamg =1 srTeT faem & fam)
5.1 go to bed late at night. (I & few)

6. He goes to church every Sunday. (W& & fam)

dAfera afg g7 79 S ®9 § & @ DefiniteArticle o € | 519 ¢

9

(10)

. | am going to the school to enquire about the progress of my son.
. Father is going to the hospital to see his friend.

. Shall we go to the prison to know the prisoner's condition ?

. The schoal is at the next crossing.
. The market is closed today.
. The church of Ajmer is very grand.

Ifg fRdt 1 HT 9T HT AW T ALIA FT AT Tk LB Al o ® AH &
gy the s WA &l i, Sefeh TSl & gel the &1 T &N S :

1
2
3
4. | am going to the court to see the dacoits.
5
6
7

The English speaks English. (3101 STt siterd 21)

Proper Noun + 's + Noun ¥ W8d Definite Article &l 3l S/ : This is
Mohan's house. (I8 aMohan's house &l far@mT =nfeq)

This is Hari's book. (I=&T a1 the Hari's book =&t feram =few)
W A€ Common Noun & ¥l 's 3l ®, dl $6&h Ted Article @d 2|

S®- That is an old man's room. Thisisa priest's hut.



EXERCISE 3.

Fill in the blanks with 'a, 'an' or 'the’ and put cross (5) where none of them is
needed :

1 We study in ............. same school

2. We shall be in Dehi on........... Republic Day this year.
3. He has suffered............. lot

4. Chetak Express is late today.

5. Somu is............ tallest boy in his class.

6. A fox is cleverer than............... Crow.

T e condition of the boy is serious.

8. rich are not always kind.

0. Gald is....cccevenne. precious metal.

10. We are going to................ Kolkata next week.

11.  We should hep............ poor.

12, Swimming is............... useful exercise.

13. Heworks in................. insurance company.

14.  Shetakes............. lunch at 1.00 pm.

15. He returned home by................ train.

EXERCISE 4.

Use 'a, 'an' or 'the' in the blanks and put cross (5 ) where none of them is
needed :

1 We should s4.............. example before others.

2. The Himalayas liein............... north of our country.

3. Sheisin............... hurry.

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

6. e people of western countries are rich.

7. People admire............... scenery of Kashmir.

8. What kind of............. man you are !

0. She demanded a cup of................. coffee.

10, e, London is the Capital of Great Britain.

11, s honesty is the best palicy.

12. Please don't make................. noise.

13. What is....cccccueneee. object of this plan ?

14. Le'sgoasitistimefor........ Supper.

15. He mentions that ............... climate of India was good.

Articles

(Useof "A" "an’, "the'

and their omission)

NOTES
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Communication Skills & EXERCISE 5.

Personality Devel opment
Use 'd, 'an' or 'the where necessary. Put 'x' where none can be used :

L iron is........... hard metal.
NOTES 2. | bought........... ink to write........... |etter.
3. In Aristotles view ....... child always learns his first lesson by imitation.
4. He will leave in........... hour.
5 Indians were usually healthy and lived long.
6. 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.
9. Justice was done by the king himsdf in ......... open court.
10. | passd............ Civil Service Examination in August 2007.
11. | am sending this letter through ............ trusted friend of mine.
12.  The organization should open .............. Intelligence Department.
13. God has given us ............. most wonderful gifts.
14. His.......... greatest friend was Bassanio.
15, Udaipur is the Kashmir of Rajasthan.
16. Heis............. M.A. in English Literature.
17, engine is pulling the train.
18. poverty is a curse.
19. Thebanyanisoriginaly .......... Indian kurta worn in Bengal.
20. Europeans are fairer in colour than the Indians.
Answers
EXERCISE 1.

1l.a2a3a4A,5a6.a7.an 8 a9 an, 10.an, 11. A, 12. a,
13. an, 14. a, 15. a,

EXERCISE 2.

l.an,2.9,3.84.an,5.4,6.84,7.4,8.4,9. 4 10. an, 11. an, 12. an,
13.an, 14. 4, 15. an.

EXERCISE 3.

1.the 2.the, 3.8, 4. The 5.the, 6.8, 7. The, 8. The, 9. a, 10. X,
11. the, 12. &, 13. an, 14. %, 15. x

EXERCISE 4.

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

EXERCISE 5.

1.x,a2 %,a3.a4.an,5.The 6. an, 7. g 8. 4 9. an, 10. the, 11. a,
76 12. an, 13. the, 14. %, 15. x, 16. an, 17. An, 18. x, 19. the, 20. the.




15 | The Parts of Speech

The parts of speech (T5-91%) 3118 ¥R & &4 € i ffafea &-

(i) Noun () (v) Adverb (fsran-fastemD)

(i) Pronoun (&&=T) (vi) Preposition (V=-ad=eh 399)

(iii) Adjective (fereremm) (vii) Conjunction (FISTsh o1 Tl 3753)
(iv) Verb (feram) (viii) Interjection (faerfeaiss 7e99)

(i) THE NOUN AND I TSKINDS ( €T 3iT 36k 942)

o e B ol fedt off wafth, T a1 9% % AW i Noun wEd B T

vl ! fe=t =ameRtor § wa wed €1 (The word or words used in the sentence that

refer to the name of the person, animal, place or thing are known as Noun) For
Example: Ram (IM), Table (¥aa), Chair (Ft), Delhi (@), Girl (@gaT),

Army (1), Silver (1Y), Poverty (TRIs) etc.

Kindsof Nouns( €37 & <)

Nouns 7 ¥R & & & :

(1) Common Noun (SiTfdel=ish &)  (2) Proper Noun (SAfekia=reh T&TT)

(3) Collective Noun (Wgar=s &)  (4) Material Noun (T=Tefar=sr €)
(5) Abstract Noun ( 9rereT=reh 43TT)

1. Common Noun

qRATST- Common Noun = Tl 8 F5&d Tk off o1 Tk wohR & fafa= =aferai
Egell ! FHMEY ¥ Yehe fwmar S @+ (A word that denotes a class of persons,

The Parts of Speech
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NOTES

places or thingsis called Common Noun.)

39 River, city, village, chair, boy, girl, hill, sea 37|

Note : Common Noun ¥ =g faeie =g, Woft =1 wo wehe =&t eian 2|

2. Proper Noun

QRS- Proper Noun ¥ fasis =afed =1 o wehe g1 21 (Name of a particular
person, place or thing is called Proper Noun.) g -

Jesus Christ, Mahatma Gandhi, Rana Pratap, Jaipur, Rajasthan, Himalayas, Indian
Ocean, The Taj, Dehi, Agra, Mount Abu, Narmada 3Tf<|

fagra- Proper Noun and Common Noun & g0 :

1 Jaipur is afamous city. (Jaipur— Proper Noun & Steife city— Common Noun %l)

2. The T4 is afamous building. (Taj— Proper Noun € afsh building— Common
Noun %l)

3. Rana Sanga was a famous warrior of Rajasthan. (warrior = 31g1)
(Rana Sanga @& Rajasthan— Proper Nouns &, smfs warrior— Common Noun

2)
3. CollectiveNoun
afeamar- CollectiveNoun & @ifirara ferl wiforali = sreqgeti, & owg 9 ® iR 7w

Singular gt 1 (Things that come in a group or collection are called collective Noun.)
- cattle, crowd, audence, train, fleet, committee, parliament, class, flock, army,
library, family =1fg|
4. Material Noun

gRtuTeT- Material Noun @ @ifqym @@ wgrefl @ @ o 1 g@d o5g =9 9|
(The materials of which things are made are called Material Nouns.)

- Gold, Copper, Silver, Iron, Wood 2Tz

A 30—

1. Ironisthe commonest of all metallic dements and its symbol is Fe.

2. Teak isahard wood and pineis a soft wood.

Note : Materiadl Noun &1 Plural =& €ia1 gaferq is =1 W oo 8, weg 3@
a&q3ti 1 Plural &1 ekl 2|

5.Abgract Noun
qRATaT- Abstract Noun ¥ iy safe =1 oreg & U@ T, =1 <19 © ¢ 5@ 2@,
A1, G, YO A FEAl S99 A @ fheg e Hegd fman S w1 (Things which

can't be seen, touched, smdlt, heard or tasted but only can be felt are called Abstract
Nouns.)

SiE—obedience, growth, honesty, health, wisdom, strength, childhood, slavery, poverty.
EXERCISE 1

Select the Nouns from the following sentences and name their kinds :
1. Agraisabeautiful city. 2. The dephant isa big animal.




3. Honesty is the best palicy. 4. Sohan reads in my class.

5. This cup is made of silver. 6. Thechilddrinks 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 fidds.
THE GENDER

Tt w1 WA =R Genders (femi) & feran < & S Fferfe §-

1. Masculine Gender (gfea), 2. Feminine Gender (Siife),

3. Common Gender (39afa), 4. Neuter Gender (TgHR{AT)

1. MasculineGender

Masculine Gender & Nouns ¥ =X (Male) =T =iyl Bial €1 S - Man, prince,
king, tiger, washerman, son 31|

FeminineGender

Feminine Gender % Nouns ¥ TR (Female) 1 <1y &l 21 ¥ -
Daughter, princess, hen, peahen, queen 3TIfS|

Common Gender

Common Gender & Nouns @ T T H15T (Male and Female) Sl 1 T @il 21
9~ Friend, student, enemy, teacher, servant 31f<|

Neuter Gender

Neuter Gender & Nouns ¥ -Tq&® =egefl (S R & 7 #E1) 1 9 el 2
S@- Tree plant, table, chair, stool, temple 37ifE |

& @

(1) God (¥¥eR), god (=), angel (R, Tagd) — 3 Faeh! Masculine
Gender %1 Noun 91 STl 2|

(2) Earth, moon, ship, motherland %! Feminine Gender &1 Noun I
S

(Motherland = ATgfH)|

(3) Poet II=% &1 WM male (), female (Fafast) gl & forg e ®,
T TR hT Tl § poet T Feminine Gender (Fifei) poetess
fean smar 21 fh=g Modern Age W poetess &1 WM 3=l &l Wil STl 2|
3t W& Chairman &1 S7Te Chairperson &1 W Male a Female i
% fau g @ 2

(4) fova ¥ Germany & U™ 3fhell <9 B Sl YA I Kl HIE Al
Motherland =& el &1 SHA =T 219 391 1 Fatherland (frgegfa) e
€1 @rd: Fatherland % Masculine Gender T Noun &&|

(i) THE PRONOUN AND ITSKINDS(®aqm™ 31T 3H & Wahr )

Pronoun 315 Pro + Noun 31 Wil & B 9§ &1 §1 Pro = For (& ©TT) | 3% Pronoun &1

37ef g3T 9% ¥ S Noun & &8al ® dren a1 fet@n S (Pronoun is a word which is
used in place of a Noun.)
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Communication Skills & ISTET

Personality Devel opment _ _ o
Ram is a good boy. Ram always gets good marks in the examination.

(TH Tk 731 ASHT ¢ TH Tlienl § Gid 1= 3feh U hidl 2)
NOTES T S TRl 1 39 YR f T weRd ©

Ram is a good boy. He always gets good marks in the examination.

<feh Ram® €M W Hesh! WM feran €, 31d: He®d-™ (Pronoun) g2

Kindsof Pronouns
Pronouns 39 &R & B © :

1. Personal Pronouns (J&SaT= HeH)

2. Rdative Pronouns (T=-4&ae Ha-H)

3. Emphatic Pronouns (g HaH)
Demonstrative Pronouns (Hehaaraeh Ta-mH)
Distributive Pronouns (fasmm=rs o)
Indefinite Pronouns ( S e=aT=es wa)
Interrogative Pronouns (Ye-aT=ieh Ha-H)
Reciprocal Pronouns (TRERaTae HaH )
Reflexive Pronouns (Fstar=ies we)

10. Exclamatory Pronouns (faeramfeaises Tem)
1. Personal Pronouns ( J&SdTeish W )
Personal Pronouns €19 7R & & € :

© © N oo g &

(A) First Person : |, we, me, my, mine, our, us, ours 3T 9317 Personal Pronouns ®

First Person® &9 ¥ 2 21 99 -

Salelul ¢

1. | shall go there. [Nominative case, subject to the verb 'shall go]
2. We shall go there. [Nominative case, subject to verb 'shall go' |

3. Mohan will teach me. [Objective case, object to the verb 'will teach]
4. You are my friend. [Possessive case, possessing the noun ‘friend]]
(B) Second Person : You, your, yours 1 31T Personal Pronouns & Second
Person® &9 # gidl 2l

W -

1. You are agood boy. [Nominative case, subject to the verb 'are.]

2. Hewill teach you. [Objective case, object to the verb ‘will tach]
3. You are good boys. [Nominative case, object to the verb ‘ar€.]

A2~ 1. () Yoush ¥ANT U =AfH & ford eiar 21 (S 1)
(i) You w1 WM sl (Subject) e & (object) T ® ferg B @
30 I/ 1-2)




(iii) You %1 9o W 9§ sifues safael @ fag o g 21 (Ssm 3)
2. T <emeti W Present Indefinite Tense ™ sigar= =1 foman a1t 21
3. (i) Past Indefinite Tense ™ verb %! second form &t 21

(i) Past Continuous Tense™ were @ Main verb 3T=RT

S¥- You were going.
4. FutureTense® will & @iy g&a fwan il S@- You will go.

(C) Third Person : He, she, it, they, him, her, his, its, them, their, theirs =1 T
Personal Pronouns® Third Person® &9 | 8l g1 ¥ -

1. Ram travelled for two days. His clothes are dirty.

2. Nature has its own laws.

3. They have lost their way.

4. She had lost her ring.

5. It belongs to them.

2. Relative Pronouns

Relative Pronoun &1 WM o & HeA H gl @1 I 3199 Qe (Antecedent)
grEfod B € 9O ] A kI Siedl €1 e1d: T % YA Complex Sentence
(fafsra o) & & & 21

¥ : Hereisthe boy who came in the morning.

T4 9 ¥ who Relative Pronoun 1 $9%T Antecedent (Jeiardl) boy ®1 I fastean
(Quality) ek Il 21 amd: Who, whom, whose, which, that T 33T Relative
Pronoun #! @& Bl 21

3T ¢

1. | know the man who won the race.

2. Have you seen the drama which was staged last week ?
3. Helost his chain which was made of gold.

4. Thetime which islost islost for ever.

5. Do you know the soldier whom the leaders praised.

6. Those who (whom) gods love die young.

7. Itisanill wind that blows no body good.

8

9

. All that glittersis not gold. (glitters = =mehdt 21)

. Uneasy lies the head that wears the crown.
10. Thisis theroad that goes to Mathura.
SYYE a1 1 B man, 91 2 ° drama, 9 3 H chain, 99 4 ¥ time, a1 5 |
soldier, ae 6 ® Those, a7 § wind, a5 8 | All, a1 9 ® head, a1 10 ¥ road
3Ta-319 Al § 99 Relative Pronouns % Antecedent (geisdl) &

3. Emphatic Pronouns
arerll o 5 91l w1 WA gear <9iH % ford g €, S= Emphatic Pronouns Fed 1

@ ;LI will doit myself. 2.1 myself saw him steal.
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Communication Skills & 3. Hehimself said so. 4. Wewill seeto it ourselves.

Personality Devel opment S arerl @ 98 T feherar € T Emphatic Pronouns &1 v Tt @ &
#H W o d (Emphasis) 3 & faw g @1 TH @™ wal (Subject) &
NOTES HHed (Determination) &1 Jhe i 2l

M- WA § 1 % Wy myself, we % WY ourselves, you (T =Afed ED
fau wge) & WY yourself, you (U& ¥ sifus =afw@l & f@ wge),
yourselves, they % WY themselves, he & WY himself, she & @Y
herself a1 it & WY itself 1 ¥4 gl 2l

4. Demongtrative Pronouns

frefafea el &l emye® afed -

1. Thisis a good book. 2. That is my pen.

3. These are fine pictures. 4. Those are your books.

STEH IR T e § fF

e This, That, These 3R Those T8 Pronouns & i =&qati (things) &1 3R Hehd
(39 HW &

3q: 3% Hehderae FaE (Demonstrative Pronouns) sed 2l
e This — T&ha= &1 WM (Pronoun showing Singular Number) ? 9 These ST

g 2|

7Ht ¥R That — Singular Number =T Pronoun® iR Those 58kt ERCER 2l
e This @ These & T U4 &1 oigell & fd @i That 9 Those &1 A X

aegell & forg g 2
5. Digributive Pronouns
Distributive Pronouns 4 gched Yehd Bl B Each, Either, Nether, Everyone, None,
Many =T J&IT Hehaar=eh Feia| 1 e ot 8 Wl 2|
3aTEXT : 1. Neither of you can do it. 2. Each of you can do it.

3. Either of you can do it. 4. One of you can do it.
6. Indefinite Pronouns
stfrgeraTes gaam g fordt oft fifyea oafeq, ovg o1 e &1 &y T g R
% W: One, None, Some, Many, Others, Everybody, They 31f€ &1 9T @il B
They =1 W ffvem =afem =1 a5 & faw «ft 81 gehar 21 S -
1 | love my parents though they are poor.
70 o | They 9 Tfvem =afe wehe e €
2. They say that Saurav Ganguli is a bad captain.
79 a9 H They &1 ¥aN I eagaresh Gd-d 1 @& g3l 2|

7. Interrogative Pronouns
YeErEsh Gl | 99 (Questions) Tehe R S B

What, who, which, whose, whom &t @& &% pronouns &1 Sid-
82




1. What do you want ? 2. What is your father ?
3. Whoisthere? 4. Which book do you want ?
5. Whose are these books ? 6. Whom do you love ?

e- who, whom, whose &1 9T =afeal & faw, which &1 93 =afeai qen
aegell & forg qen what o1 AT Segell qen =EEE & fog e 2

8. Reciprocal Pronouns

o frdt 9 A T 9eH TR ¥ g e df S8 WERaes 9dm FEd
each—other, one-another TEET= T Bid €1 S -

1. Roma and Bharat love each—other.
2. Mohan, Shyam, Govind and Gopal hate one-another.

He- Each other &1 WM <1 =afadal de one another 31 ¥ 1ferer =afeail 1 Ty
T 2|

9. Reflexive Pronoun

Reflexive Pronoun @ fE@md € T &/ &1 yaE &l W & qgar @ S feet W
&1 My, your, him, her, our & &1l salf o1 selves @ Reflexive pronouns =d 1
-

1. The players hurt themsdves.

2. | crowned mysdf with success.

10. Exclamatory Pronouns

5 ol & foremr o1 e @1, S el what =T & WA @il ®, @R what o qveIq

e fog (1) e §1 Sh-

1. What ! you want to go now. 2. What ! you think yoursdf to be handsome.
3. What ! you have not gone yet. 4. What ! not a trace of Ram.
EXERCISE 2

Fill in the blank with suitable pronouns:

1. Thelion was proud of ........ccccceererrnnenne strength.

2 cars are going to Delhi.

3.Can i hope to count the stars ?

4, Do anything .......ccccccceevuveennee. you like.

5 is your father ?

B. e you say is not correct.

7. He and his friend respected ...........ccooeeevevernee. .

8 He is down needs no fall.

9 is blowing hard.

10. Thisisthe house ........cccceeveevevivecnnenne my father purchased last year.
1 likes to home his own way.

12. She e has cut the cloth.

13 of the two comes here.

4.1 i, saw him doing this.

15, e were died.
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Communication Skills& 1 (jjj) THE ADJECTIVE ( farraor )

Personality Devel opment
fagioor &1 W& W = g w1 fasivar yehe G % T @ ?; (Adjectives are
the words which qualify Nouns or Pronoun.) S - A clever crow; A good boy.
NOTES g Wt fafy
Ques— Shiel HET? ANs.— =TcTh
3q: =Telleh Y% W hid 1 07 Fehe il &l
Clever : Adjective, qualifying the noun ‘crow’.
Ques. — g HHT? Ans— 3131
Good : Adjective, qualifying the noun ‘boy’.

Uses of the Adjectives

Adjectives T ¥ < YR § Bl ® :

(1) Attributive use Or Used Attributively.
(2) Predicative use Or Used Predicatively.

TThT T 3H TN €
Attributive use ™ fegioT (Adjective) T @ T Y BIal €; S -
A thirsty travdler is legping.
Predicative use ™ Adjective (fastomn) fimar (Verb) & ue=md 99 @il 1
afq @ Predicate (fa€) =1 afw1 grar €1 Si@—
Thetraveler was thirsty.
Kinds of Adjectives ( fasraur & 9g)
Adjectives =1 TR & B ©:
Adjective of Quality (TuTaTee fasooT)
Proper Adjective (Sfoaraes fogrem)
Adjective of Quantity (TfeToTaT= foersmm)
Adjective of Number (Seamarass fogremT)
Interrogative Adjective (F¥-aT=sh faeoT)
Demonstrative Adjective (Hahaaraeh o)
7. DistributiveAdjective (fasmg==s fazmoon)
1. Adjective of Quality
ot oo @ fore safe o a%g & 01 e Q9 wehe fRd S © -
ITEIT ¢ 1. Anhonest boy is liked by everybody.
2. My youngest daughter is very happy.
3. Kanpur isvery big city.
4. He has a good pen.
Tgee- Adjective ¥ @1, & 1 TR ¥R 1 @H § Adjective of Quality =T I
T 7; S-

oo o~ w Db P
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Ques. — HE TEHT? Ans.— An honest boy.
31d: Honest TuraT=rh fagisor (Adjective of Quality) 2|
Hrz- AnAdjective of Quality @ =% (Defect) it Wehe =il 2|

3IqTELT : A weak boy is a curse.
Ques. — HEl TSH? Ans.— A weak boy.
31d: Weak =T W17 30 3001 # Adjective of Quality & &9 o ga 2|
2. Proper Adjective
Proper Adjective (SAfoarae favmor) f&E Proper Noun (Sfader=es da1) ¥
T B1 S@ - French wine, Indian tea, British goods, Japanese toys 31f<|
g~ Proper Adjective &1 &3 Capital letter ¥ 1t 21
3. Adjectiveof Quantity
wRATOTETEes fogivor o fanelt awq 1 qRHETOT Stufq W Ad g ¥l g IRETTeT
fergioror 8 All, Some, much, little, whole (F%%), enough (W=t , sufficient (waiw),
no, any (H/s) <
3aTEXT ¢ 1. Hehaslost all his welth. 2. Isthereany milk in a glass ?

3. Hehaslittle inteligence. 4. | want some water.
TEeM- I8 I H Fa § eel How much 31efq fehe o fera-t o & =1d g1l =1
Hre- Littles ¥ Negative Sense 312ifq ‘faetanet i’ & wa & &rar 21
4. Adjectiveof Number
79 Adjective™ =aferal, agetl =1 WA 1 W& 6@ el 2
IRTEXT : 1. Five boy are doing their homework.

2. The hunter has caught seven birds.
TE- € o § Eal ¥ Tge How many (T =1 fehat) e Fa B 2
= First, second, twice, thrice aTfg =1 «ft T Adjective of Quantity & & &
ST /1
5. InterrogativeAdjective
WeaTesh faioer g wed (Question) Wk Bl €1 S -
1.Whose book is this? 2.Which house is yours?
3.What game will you play?
UgSM- 919 & =0 § Yearesh &1 fog (?) eidr € de whose, which, what 31 =
I T TR T
e~ (1) Whose T o Possessive case § &l €l

(2) Who 3R Whom &1 9T ge-ar=eh fasioo %1 e =&l g 2l

6. DemonstrativeAdjective
Gehaaras fagioor o fdt =afed, =1 o9& 1 3R Weha fHan smar 21 This, That,
These, Those, Such =T ¥4I Demonstrative Adjective =i e Bl €1 Si—

The Parts of Speech
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Communication Skills & 1. This boy is stronger than Ramesh.
Personality Development | 5 Tese toys are not inferior to Japanese ones.

Uge- 39 T g ferel =afer o o i 3R 39 (Heha) Tohen Sran @ e
e Al a1 9% 3 Al a1 asgel ¥ gy e 2

NOTES
Me- TF & I Demonstrative Adjective & Ta-Te Adjective of Quantity «ft &
ehell B
JSTEYT :
Adjective of Quantity Demonstrative Adjective
1. | ate somerice. 1. Some boys are lazy.
2. 1 havelost al my wealth. 2. All men must die sooner or later.

7. DidributiveAdjective
39 fovor g0 fordlt =afem a1 ovg 1 3 ot W TR © ST (gUe) X
ST 2
ITEIT 1. Each boy must wait for his turn. 2. That boy islazy.

3. Don't bein such a hurry. 4. Those mangoes are sour.
wz=- This, That, These, Those, Such &1 w& fasmrgeres fastoo &1 ot & €
foheg vrd T8 © Top 57 wisai & e Rl oeq = =AfeR w1 WA ©T wRy)

Me- =1 30T * UGl 3 e U Distributive Adjective e Distributive
Pronoun &1 95 3T T9%1 H SXeTargeis T S|

ITEIT ¢ Distributive Adjective Distributive Pronoun
1. That boy is clever. 1. That is aclever boy.
2. | hate such things. 2. Suchis not my habit.

3. These mangoes are ripe. 3. These are ripe mangoes.
4. Those boys are naughty. 4. Those are naughty boys.

&q19 2~ Distributive Adjective® &9 & Each, Every, Either, Neither, Such & T a1%
T 9Is% 1 WA il © fehwq Distributive Pronoun & &9 # Each, Everyone, Either,
Neither, No One 1 None@e Such =T € ¥&HT Bial 2|

EXERCISE 3

Pick out the Adjectives in the following sentences and point out the Nouns
which are qualified by them :

You are very talkative.

He who climbs high must fall down.
Thelazy 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 isawise policy to look before leaping.
. Open rebuke is better than false flattery.
86 10. Thereis no hope for an idle servant.
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11. Anideal teacher is respected.

12. Thefirst boy who came here looked very sad.

13. NarendraModi surprised all his supporters.

14. Our Prime Minister is wise and popular.

15. 1l luck has chased me whole life.

16. Thisyedlow shirt is better than the white one.

17. Thisis most unfortunate.

18. That boy is the strongest in this class.

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

EXERCISE 4

Using suitable Adjective, complete the following sentences :
1. ldonaotlikeyour ......cccocoevvvennennne. action.

2. Jaipurisa.....cceeeeeene, city.

3. Varanas isa .....ccccoevvvrnenne place.

4, Heisan .....enienee man

5. lcouldnoteat ...cccovvvevenennnnn. rice yesterday in the party.
6. You have .........ccceeuee sense.

7. Thehand has ......cc.cccevveeneen. fingers.

8. April has ....cccccovvviievee, days.

S boy must wait for his turn.

10. Theoranges are ........ccccccceevuene. :

T I o ™ Y sugar.

12, e, men must die.

13. Thereare not ......cccccceevvveveveenen. spoons

14, boy is industrious.

15, s bag is this ?

DEGREES OF ADJECTIVES
fergioont =1 W i stereenall (Degrees) o @il g1 S-
1. Ramisfat.

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

a1 | oarEn T ® R U9 U A g €, 9 2 H Hied & HeTd &1 ger
T & G ¥ H T R A 3 H U URER & 9 SH 1 ol H gT aar
T ? fF T wRaR % o ekl Stufq U9 SR Hied ¥ eI e B T vl o
FE W Gohdl & U I I AegH 9§ fs A B

KINDS OF DEGREES ( ffirst & 915 )

Adjective sl T st (Degrees) et €

1. Positive Degree (JcTTa¥dl AT GHAA 3Ta€)

2. Comparative Degree (3S=adX 3Ta)
3. Superlative Degree (3=aaq 3Ta%elT)
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1. Positive Degree

Positive Degrees &1 34T fhdt =afed, ag =1 TAM & T[0T 9 <Y Hi Yhe HH &
ferd = €1 S8

Rama is very fat. Mathurais a holy place. The sun is very bright.

2. Comparative Degree
Comparative Degree &1 JaIT &1 safsraal, sl 1 Tl w1 gl & & o g 3

3T

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.

dre- (1) WAa: Positive Degree & faviwor & e @i Comparative Degree 1
ENEUICE RoC R

(2) 3T 3 I 2fed| H Senior o ILA to T TAN FRa1 T 1 4R ISR |
3R 2§ hotter 9o wiser  T¥=Td than T ¥ foran T 21

(3) Senior (3), Junior (HFT3), Inferior (SfeaT); dem Superior (93) & Tv=d
than &1 941 &1 8idl ®, dfeeh to o1 Y31 il 2

3. Superlative Degree

ot T & axg @1 AfK HT AT SUB! T WA AT T G FA gL Y FAMR
A o feTq g@eRt WA fepan S 21 S -

1. Ritaisthe most beautiful girl in her class.

2. Ramisthe best boy in the class.

dre- (1) Positive Degree & fagiomr ® est Iget Superlative Degree @1 faioor a1
o

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

(2) 8 7 % B T9aE (Exceptions) §1 S~ Good, better, best; Beautiful, more
beautiful, most beautiful ; Easy, easier, easiest ; Big, bigger, biggest.

Formation of Comparative and Superlative

(SeIaX qAT Ioeray fenfia & favreor 5=

Positive Degree & famiooii & Comparative Degree @ Superlative Degree &
fagroo amM & fram fefafea ©

Rule 1 : Positive Degree & faeiwoil # — e @M & Comparative Degree &1
Qoo =9 STr ® qe —est se™ § Superlative Degree 1 famivur w9 wman @1
-

Po sitive Compar ative Superlative
Sweet (Hiar) Sweeter (3fue Hiel) Sweetest (FaH 3Afuk Hien)
Small (Bte1) Smaller (31fye Bte1)  Smallest (Va9 #Afde BieT)
Tall () Taller (a1fees @) Tallest (T ¥ 3Afesh @)



Rule 2 : 59 Positive Degree & Il & 31 H
S9-

Po sitive Comparative
Fine (31=31) finer (Aferen o1=s1)
Late (a5 ) later (3R @M% )
Stale () staler (3tfuer areh)
Blue (tet) bluer (3Afireh iem)
Wide (=ite1) wider (3R =iren)

Rule 3 : 4f% Positive Degree & Il & 1< § y 3iR y ¥ Taat =5 (Consonant) &

_e T}, T A -r A1 -t T

Superlative
finest (W ® aAfue 31=a1)

latest (W 1€ H)
stalest (aIgd AfHek o)
bluest (Tad Afir fiet)
widest (F® =eT)

@ comparative @ oTT y &t S7TE -ier 9o Superlative & ot y &Y STe -iest oM <d €

9

Po sitive Comparative
Angry (&) angrier (31fereh 1)
Curly (E{re) curlier (e [Ere)
Dirty (711) dirtier (e =)
Dry (¥@n) drier (efer T@m)
Early (STe<) earlier (tfush Sie<t)
Easy (319M) easier (31fHeh M)
Heavy (9R) heavier (31t W)

Superlative
angriest (Fe® sifies &)

curliest (T 31f¥reh SERTem)
dirtiest (¥ 3AferR 7717)
driest (a9 g@n)

earliest (T STet)

easiest (H® 3TTHM)
heaviest (¥ad 3Afs 9TRY)

Rule 4 : af% Positive Degree & Toeior & seel T €1 Syllable 81 3R S¥& 3= o

Consonant @, @M 3§ Consonant (34SH)

¥ Ted @ @R (Vowd) B @

Comparative & T2 -er 2 Superlative® o -est @™ & g8 3§ Consonant (S4)

i g R fore 29§ -

Positive Comparative

Red (<et) Redder (31fash @met)
Big (=e1) Bigger (iferr =)
Hot (371) Hotter (31fer )
Thin (we) Thinner (i ee)
Sad (3:®&it) Sadder (At 3:Ei)

Superlative
Reddest (Fad sifer @)

Biggest (We aAfersh <f<1)
Hottest (Far® 1feren 1)
Thinnest (Wa9 31feh qaeT)
Saddest (W€ 3Afuh g:@f)
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Fat (HeT) Fatter (27f¥rer HieT) Fattest (Terg 2Afes Hier)

Rule 5 : 3 ¥ 3fyk Syllables (TH 18T A1 3T &R &1 IR S T M dren
Q) s1eMfq wRie A fowmen #§ Comparative Degree W fawismr & gd More
a1 Superlative Degree ™ Most TR faioor &M S &1 Sid-

Positive Comparative Superlative

Beautiful (g<X) More Beautiful (31fees =) Most Beautiful
(Ted @Afus =)

Different (f5=1) More Different (2t =) Most Different
(Ted aAfuw =)

More Important (37t 3TEeash) Most Important
(T 3Tk Tavaeh)

Most Elegant

(T 31 gR)
Rule6: fsM Adjectives® Comparatived Superlativef§@ T Rules1-5 4 f&dt &
ot F& oa| o Frefafed 28—

Important (3ATERIS )

Elegant (§=0) More Elegant (=1fuss g=x)

Positive Comparative Superlative

Good ( 37=81) Better (IfuR 31=a1) Best (Ted 31fieh oT=an)
Much ( #1ftrR) More (3R a1feren) Most (Fa8 2freh)
Many (9gd ¥) More (31 a1ferh) Most (Fa8 2frh)

old (s=n) Elder (31frsr @1eT) Eldest (Wed 21fires =7g1)

Hre- (1) Adjectives 1 Degrees ™ foremeff fomi =t amden fawioor &t Degrees=ht 1<
=yl

(2) Fast (1) Adjective *ft & 3t Adverb #ft 21 Quick ¥ Quickly, Slow ¥ Slowly
foran-farsroo s €, foheq Fast & Fastly &t sar €, =iifh Fastly 1% €1 7Tt 21 S/i—
(i) He ran fast. (i) Srinath isafast bowler.

(3) | WK ! Positivedel Comparative Degree &l sl €; Sid-

Unique (3Afgdt™), Utmost (Ter8 31fées ) |

EXERCISE 5

Fill in the blanks with the correct degree of comparison of Adjectives given in
the brackets :

1. Mount Everestisthe ......cccccoeeeeee. peak in the world. (high)

2. Thisbox iS.ccccvvveveienen. than the other one. (heavy)

3. Shyamisthe.........cccceeene man is my village. (rich)

4. His condition is .......cceeevvevveeinnnnne than before. (bad)

5. AsShOK Was .......ccceevveeinnens than most other kings of India. (great)

6. Kolkataisthe ........ccccoovveennne. city in India. (big)

7. Regtaisthe .....ccccovvevvennnn of the three daughters. (old)

8. TheTag isoneaof the.......ccccvenenen. buildings in theworld.  (beautiful)



9. Some boysintheclassare..........cccceene.e. than Hari. (tall)
10. ThiSWaY iS .ccveieeeieeieieeeee e than the other one. (short)

Special use of SomeAdjectives (g favrwun & fafyre war)

Some 3k Any T JaIT :

Some T TR Affirmative (FRIcH® ) Sentences (amaT) | Adjectiveof Quantity

e i & fard g ?1 S9- | have read some books,

Any 1 94T Negative (FhRIcHe) a1 Interrogative (¥e-aTee, arel) & gl 2|

I9-

(1) They have not read any newspaper. (Negative)

(2) Have you got any news? (Interrogative)

Exception ( 31uang ) :

I e areRl § T g wiel bl St @ seren i ohen € St 7, Some

AN feen ST wehar €1 S@- Will you please lend me some money ?

Each and Every &t 9T :

Each iR Every & WA ! gugH & o fefafed qeaf ® &M T

1. Each 3R Every 99 ® fehw] Every 318 Each ! 21den 3ifush emphatic 1

2. Each1 31df each without exception 31eiq Teish STqemE—ed 2l

3. Each &1 WA &1 =feal, oegell = Tl & T 8 €1 Every &1 99 &1 9
aAferen sferal, aegail 1 T % T & e 2

4. Eachfedt 9ugm@ & w3 =afaal &1 diues 21 Every Toqol Gqg/ &1 T S« &1

5. Each &1 I SHi 90 # Bl ® < 9HIE & ATl 1 de difia (Limited)
aen ffy=a (Definite) 1l Every =1 WM 3§ §0F Bl € S GEA Ay
(Uncertain @ Indefinite) gt 21

EEUSU S

Every seat was unoccupied.

Three boys were seated on each bench.

Everyone of these five stools is broken.

Leap year fallsin every four years.

Shyam came to see me every three months.

6. It rained everyday during winter vacation.
Little, A littlessr Thelittle & =T

Little=ar v -

Little 1 3f ® - T&¥ o sreR, 37eifq Little farsioon =1 @ foiemcas (Negative) e 21
-

1. Little knowledge is dangerous.

2. Thereislittle hope of the patient’s recovery.

o s~ wbdpE

The Parts of Speech

NOTES

91



Communication Skills &
Personality Devel opment

NOTES

92

A littlesmr 9= :

A little =1 31¢f D, T YTl W ogd HH 8| THHT T4 Positive (FHRIHS)
s o g ®1 S9-

1. Now thereis alittle hope of the patient’s recovery.

2. A littletact would have saved the situation.

Thelittle st v :

Thelittle %1 31ef ¥ — ‘Some1 =il foreg o @ o w91, 590 -

1. Thelittle information he has is not enough.

2. Thelittlemilk in the milkpot is not sufficient for a good cup of tea.

Hre- : (1) Old T < Comparative @2 Superlative Degree - Old, Older, Oldest 2T
Old, Elder, Eldest.

Elder T2 Eldest 1 T U UReR & ¥<&i % fard g 21 Old, Older 72 Oldest &1
T o= Al (S Tk 9ER & 7 =) den aegel & ferd g g1 §e-

1. Hari ismy edest brother.

3. Thisisthe oldest mosque in the town.
5. Heis dder to me.

2. Nainais my edest daughter.
4, Afzal istheoldest villager inthevillage.
6. Sheistheoldest lady among thesethree.

EXERCISE 6
(A) Using Older or Elder, complete the following sentences :
1 lhavean .oooooeviennen. brother.
2. Ramanis.......cccoeennenne than Madan by three years.
3 He s brother is a teacher.
4. Gitaisthe ...ccccoveeercneneen. of the two sisters.
5. Thenephew is .....cccceveenene than his uncle.
(B) Using Oldest or Eldest, complete the following sentences :
1. Vijay isthe .......c.c......... of my son’s three sons.
2. Shyamisthe........ccoeueeene member of the Bhama Shah Trust of Mathura.
3. That is Mohan, the mgjor’s .................. 0N
4.The oo, temple in the town is near the post office
5 Mr. Johnisthe ... European resident of Kanpur.
(C) Using 'little', 'a little', or 'the little', complete the following sentences :
1. | gavethe beggar .....ccccoovivvevvieinnnne money | had.
2. Thereis .coevceeeveeene chance of his success.
3. Donot SPOil .....cceeevieiiriieene milk you have.
4. Goand bring ......cccccceeveeenenne milk.
B, knowledge is a dangerous thing.

(iv) THE VERB AND ITSKINDS (foFar 3ft 38 & wa&r)

Verb is an Action word. 319fq Action word %! € verb #&d €1 Verb & far &1
o & S Gehall A% R e § heet T € U ©, o 9% WS Verb @ @
-

(1) Go.

(2) Come. (3) Stop. =fRl



KINDS OF THE VERB (e & 919)

foran frreAferfed g ) et € -

1. Intransitive Verb (3t&#e forar)

2. Transtive Verb (FsHe fora)

(a) Transitive Verb with One Object (T & el ThH® fhar)

(b) Transitive Verb with Two Obejcts (]t Al arell TehHe® fshan)

(c) Transitive Verb with an Object and a Complement (WeHe® fhan e T
FH g qq TH TH )

3. Phrasal Verb (Smeiet & s+ areft fsam)

4. Linking Verb (Farstsh fsam)

5. Auxiliary Verb (¥gm&e fshar)

1. Intrandgtive Verb

Ut oy fSeRt #1E object =l BT €, $% intransitive verb (3TeRtier fRaT) e
HEE:E

1. He goes. 2. Ram wept.

3. The dog barks. 4. Thechild is slegping.

Sude o | goes, wepts, barks @@ slesping & g objects &

2. TransitiveVerb

(a) Transitive Verb (Wt fawan) =& fan © fSgs @er suet &1 Object @l
Ig—
1. Hereads a book 2. You play cricket daily.
Sy SN | reads @ play T WA Transitive Verb &t @e € iR
w1} (Objects) HeT: book @ cricket €1

(b) &3 Tk fepanenl & @ & A (Objects) 1 WA Bl 8; S€-
He gave me his books.
39 3SR | gave UE W feha © fSres <1 Objects — (1) me 31 (2) books
&

(c) B Tk Tomard Uelt Bl € TS @19 Wk % (Object) @& T Complement
() 1 T Bl &1 S -The boys made Shyam their Captain.

9 IV H Shyam =T TANT object 1 @& TN captain 1 ¥A Complement &t
TE g T

EXERCISE 7

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

1. Dogs bark. 2. Boys go to schodl.
3. The birds flew away. 4. He asked me a question.
5. She gave me a pen. 6. Shenever telsalie
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7. They found her adeep. 8. School opensat 7 am.
9. The teacher taught us a lesson. 10. He washed his clothes.
11. Sheloves me. 12. Harilaughs

13. I like reading books. 14. She cried.

15. You helped me.

3. Phrasal Verb

%3 foRareti & 9] H Preposition o1 Adverb Participle @ € 3% 31ef § 90 @@ 9
TRerdq 81 S §; S¥- Give = 31; Give up = BIg 31 (&) | Bring = @1 Bring
up = ITeT-TI9oT ST
4. Linking Verb ( @arstes foar)
Linking Verb @& fsan € <t shdl (Subject) =1 Complement & Sie; Sid-
1. | amaboy. 2. You are a teacher. 3. My father was old.
dre-  Linking Verb ® ae Is, Am, Are, Was, Were &1 € W7 €ial €1 37eife Is,
Am, Are, Was, Were &1 T Main Verbs %1 @& &l 2|
5. Auxiliary Verbs (wegmes feramd )
3 9 fopard et € S e feast S Tense oMM & W@l <t &1 S@— 1. Ramesh is
playing. 2. She has gone.
e~ SWied el | is e has-Auxiliary verbs €1 Auxiliary verbs 31 YR w1 giel
& : (a) Primary Auxiliaries (b) Modal Auxiliaries.
(a) Primary Auxiliariesd 9 8 — (1) be, (2) have, (3) do.
Bes armia- (1) Be (2) Been (3) Is (4) Am (5) Are (6) Was (7) Were &1 a2l
2l
Haves; arta - (1) Has (2) Have (3) Had =1 a9 e 21
Do st - (1) Do (2) Does (3) Did s =0 Biar 21
Me : (1) Primary Auxiliaries & 99=d Not oTH d Sentence (a19) Negative
o T @)
SH- Heis not sleeping.
(2) Primary Auxiliaries &1 sdf (Subject) ¥ ga T ¥ a1 Interrogative
T I 2
SH— Is he sleeping now?
(b) Modal Auxiliaries: 3 fafurgee Tem@s fFamd &1 3= modals ff Fe&1 < 2|
(i) Modal Auxiliaries ! @stshel Modals *ft e 21

(i) Modal Auxiliaries ™ T=ifaified Verbs &1 SHE @ :

(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.

(iiii) primary Auxiliaies & =i Verbs 1 THET €:
(1) Be (2) Have (4) Do



39 YR Modals & a=<rta 16 feransti &1 goew 2
Hre - ! foqd SR Chapter 8 Modals # etert & &t Tt 21

(v) THE ADVERB ( feman-feagmuT)

Adverb &1 use Verb, Adjective, Adverb, Preposition a1 Conjunction & Modify % &
fer@ fman wTan ®1 sHfe 38 Modifying Word st =&d €1 (Adverb is a word which
modifies a verb, adjective, adverb, perposition or conjunction.), S -

1. He reached there eadly. (Verb)
2. This flower-vase is very beautiful. (Adjective)
3. Hewrites quite legibly. (Adverb)
4. The fanis just over my head. (Prepaosition)
5. The doctor came just after the patient was shifted to

another Nursing Home. (Conjunction)

KINDS OF ADVERBS ( ferar-fagtaur & 99)
Adverbs @ THR & W T :

1. Simple Adverbs 2. Relative Adverb 3. Interrogative Adverbs.

1. SimpleAdverbs

T4 Time, Place, Number, Manner, Degree, Affirmation @ Negation & a1 s
ST &1 -

(a) Simple Adverbs of Time (St 99T Al ST o )

T now, before, soon, today, tomorrow, yesterday, daily, late st Wi grar &1 SH-

1. | shall go there now. 2. They will be back before 4 p.m..
3. We plan to leave soon. 4. 1t 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 istoo late for me to get married now.

(b) Simple Adverbs of Place (ST ¥ el e o )
T here, there, up, in, out, for, near, away =T W7 2l €1 8-

He should come here.

You ought to go there.

They went up on the first floor.

Sheda came in from the rear gate.

Chintoo went out from the side gate.

Their schoal is near the Municipal Hospital.
Our houses are away from the main terminal.
. The Market is far from my residence.

(c) Simple Adverbs of Number (S H&AT @l =Ierd oY )

O N A~ WDNPRE

TTH once, sometime, never, often, sddom, twice, always, frequently, first, again &1
T B §1 8-
1. | recall having once met Amitabh Bachchan.
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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 hep.

(d) Simple Adverbs of Manners (ST &I &= & aiich ohl Sdadd )

9 hard, bravely quickly, clearly, sweetly =1 T gfal S

1. Shesings sweetly. 2. He walks quickly.

3. Mohan spesks clearly. 4. Ram works hard.

5. Our jawans fought bravely.

(6 Simple Adverbs of Reasons or Cause (hRUT &dM dTA QTR
Tora- gD )

T hence, A therefore s oI Bl &, SH—

1. Hewas, therefore, unable to continue. 2. Hence, he |eft the schoal.
(f) Simple Adverbs of Affirmation ( =ierfa & |TemuT feRar-fesaoT)

T wiepta & @l | surely, T yes ST WA Bl §, S-

1. Surely, heisgoingto domy work. 2. Yes, heis going to help the poor woman.
(g) Simple Adverbs of Negation ( 3Tlierfa & @remur ferar-fagraor )

T STEEiehia @ e § no,dell not ST WA Bl B SiE-

1. Thisisnot my coat. 2. No, | am not interested in this work.
2. Relative Adverbs

T when, where, how, why 1 Hem@dl § =Teil &1 Relation Sl Sl €1 Sid-

NOTES
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1. | know the place where he wants to go.

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

3. They wish to tdl how they will get the work done.
4. They do not know why he was unsuccessful.
3.IntrogativeAdverbs

TR WA e B % faw g # feran S 21 S-

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 following sentences :

today, fast, just, leave, hard, daily, yesterday, always, bravely,
well, when, where, how, why, once, harder, exact, at once, often.

1. Sheisrather sad ..........
2. ltistrueheran .........
96 3. Our plane landed ............ at 4.




4. He went there ........ccccveviiineeee. .

5. The contractor worked ........... . to complete to building in time.
6. He goes to gym in the evening ................

7. He had reached at his unclés ............. .

8 e speak the truth.

9. The jawan fought ............ccc..... .

10. Thisisa............ written article.

i will you come ?

120 e, can you find a matching table cloth ?

13 . are you going to settle his account ?

14, s do you want to leave Delhi ?

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

17. Thededler tried totdl ............... he got the distributorship of L.G
18. We know .............. hefailed in his last attempt.

19. | haven't seen him ..........

20. I work .................. than you.

(vi) THE PREPOSI TIONS ( Tereraiterh 21e7e )

e : TR Taga faeror 21eam™ 4. ‘Prepositions § et § fgan o )

(vii) THE CONJUNCTION OR CONNECTORS (TSR )

Conjunctions or connectors 1 HeEFdl ¥ &0 I W a1 oA &I Wig 3 21 (A

Conjunction joins two words or sentences.)

KINDS OF CONJUNCTIONS ( 3Ieieh & 9% )

Conjunctions 3 TR & &I &

1. Coordinating Conjunctions, 2. Subordinating Conjunctions.

1. COORDINATING CONJUNCTIONS

Coordinating Conjunctions ¥ <t a1 g & 31fir simple sentences &1 A& T
compound sentence SHET ST 2

Kindsof Coordinating Conjunctions

Coordinating Conjunctions =X ¥R & &id &—

(@) Cumulative Conjunction

g9 and, but, as wel as, both ............... and, not only ....but also & WA ¥ I
sentences ® WA i Tk sentence® = fohal Sl B1 S

Th o199 Mohan's sister is married to a Bengali. den {H’l 9 Sohan's sister is
married to a Bangali. ! TRt Teh e H 3 Yeh el S Fehal ©

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

(b) Alternative Conjunction

Y or, dthen.......... or, nather.............. nor, dse & WA ¥ T sentences &
19 1 T sentence ¥ =T foRal Sl g1 Si9-
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T I H T YRR o feRal S €

Either give me your biodata or contact mein my office.

NOTES (c) Adversative Conjunction

TH but, till, while, whereas & T3 § T sentences & 919 &l Tsh sentence ®
I e < 21 SE-

Heistruthful. @ Heis not shrewd. =1 T a9 § T0 YR = foval ol © :
Heis truthful but he is not shrewd.

TG %R We want to make up with them. @& You do not want to patch up. &1 T&
a9 W 39 YehR oA fehal ST € : We want to make up with them while you do
not want to patch up.

(d) Illative Conjunction

TG for o WA © T sentences ® WE 1 Tk sentence § SH foRaT ST 21 SH-

(2) | see the cinegoers coming out of the Hall. (2) The show must be over. The show
must be over for | see the cinegoers coming out of the Hall.

2. Subordinating Conjunctions
Subordinating conjunction ¥ W& principal clause a 39 sub-ordinate clause g 2l

Kindsof Subordinating Conjunctions

Subordinating Conjunctions : ¥R & B § :

(a8 Time Conjunction

T8 when, before, till, after, since & WM § sentences M@ W €, Sid-
1. She was washing her clothes when | knocked.

2. It had started raining before we reached the picnic spot.

(b) Cause or Reason Conjunction

=99 because, since, as® TN ¥ sentences I8 S ®, S9-
1. The mother is attending the child because it is not well.

2. Since my health is not improving, | cannot go out of town.
(c) Result or Consequence Conjunction

399 That % 9T ¥ sentences s1@ & &, Si9-

1. Heis so poor that he cannot pay his child's school fee.

2. Naresh is so sdfish that no one can trust him.

(d) Condition Conjunction

78 If, Unless, Incase® WM § sentences s ST &1 Si9-

1. Unless you give me a green signal, | will not start.
2. If you promise to reciprocate, | shall come to you.
(e) Comparison Conjunction

TG than® ¥AIT ¥ sentences 9 STd &1 S9-

1. The hareran faster than the tortoise. 2. Speaking is easier than writing.
(f) Concession Conjunction
z&d Though, Although................ Yet & TN ¥ sentences IR ST ©, SH-

1. Although he reached the station, he failed to locate his sister.
08 2. Though stone-bregkers 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 :

1

© N A~ WDN

S

12.
13.
14.
15.
16.
17.
18.
19.

20.

Birds fly and fish swim.

Heis slow but sure.

| was angry, still | kept quiet.

Belinda smiled and the world was gay.

Walk quickly, elseyou will not overtake him.

Hurry up, otherwise you will miss thetrain.

| read the paper because | was interested in the news.
| don't care whether you stay or leave Delhi.

Since you say so, | will come.

We eat that we may live.

I will not see him though he comes.

A book is a book although thereis nothinginiit.
We shall go since you desireit.

| must play herefor 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.

He isricher than Govind.

Catch meif you can.

(viii) THE INTERJECTION ( farearfaaies )

An interjection is a word or phrase which is used as an exclamation. (fS7 v &
=,
An interjection T TH Ik & S 919 W STl ST T € Sdih ST fo off e
o ¥ gl B 1 39 gl AR ol SRR A1 §E/Uashd Yehe w & fAT W&

fawre steran foema o1 9 ©1, S Interjection Ed 21)

foran ST 21 SR-

1. Oh! What a beautiful scenery ! 2. Hdllo ! How areyou ?

3. Hdlo, 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'sthe usua play.

8. Hush'! Keep quiet , thelittle child is degping.

9. Bravo ! Our team has won the match.

10.

Oh ! What a picturesgue landscape !
Answers

Exercise 1

1. Agra-proper, city-common

2. dephant, 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

The Parts of Speech
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22.How many kinds are
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Exercise 2
1. his 2. These 3. you
6. What 7. each—other 8. who

11. Everybody 12. hersdf 13. either
Exercise 3

4. that 5. What
9.it 10. that
14. mysdf 15. Many

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—~+ebuke, falseflattery 10. idle— servant

11. ideal - teacher 12. first, who, sad - boy

13. al - supporters 14. wise, popular — prime minister

15. Hl —luck 16. This, ydlow-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, idedl 5. any

6. o 7. five 8. thirty 9. Every 10. sour

11. some 12. Such 13. many 14. Ihat 15. whose
Exercise 5

1. highest 2. heavier 3. richest 4. worse 5. greater
6. biggest 7. oldest 8. most beautiful 9. taler 10. shorter
Exercise 6

(A) lLeder 2 olde 3. elder 4. elder 5. Older

(B) 1l eldest 2. oldest 3. eldest 4. oldest 5. Oldest

(C) 1. thelittle 2. little 3. thelittle 4. alittle 5. Alittle
Exercise 7

1. bark —intranstive
3. flew awy — intransitive

5. gave— transitive, object —me, a pen
7. found — transitive, objects — her asleep

2. go—intransitive

4. asked — trangitive, objects —me, a
guestion

6. tdls—transitive, objects—alie

8. opens—intransitive

9. Staught — transitive, objects — us, alesson
10 washed — transitive, object — his clothes

11. loves — transitive, objects — me
13. like—transitive, object — reading books
15. heped — transitive, object — me
Exercise 8

1. today 2. fast 3. exact
6. daly 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. athough  13. since

16. while 17. while 18. As.......

12. laughs—intransitive
14. cried —intransitive

4. at once 5. hard
9. brabdy 10. wdl
14. Why 15. where
19. today 20. harder

4. and 5. Else

9. since 10. That

14. for 15. Before
. S0 19. than 20. If



16 | The Prepositions

Grammar 1 g2 @ IS w1 § Prepositions 1 9gd Ae@qul T €1 3ok form ot
919 % Subject (Noun or Pronoun) g1 fsh 72 s e1eraT Subject =t feafd (position)
=1 S ae % Object (Noun or Pronoun) ¥ ®&! §wry &l ¥g Il €1 wefi-seft
Preposition &l g7 & s1ef 1 eref & T 21 519 —
1.  Mamataisin the kitchen. (7od TR & 2 1) (with Preposition)

Iz ed I | W i’ ger fEan SR o o S B

Mamata is the kitchen. (WoaT TEIEER € 1) (without Preposition)
2. The pen is on the table, (o™ 351 W2 1) (with Preposition)

I 39 a1 ¥ ¥ on’ g o W o e S © -

The pen is the table. (e A 1) (without Preposition)

STt 3T @ T 2 R Prepositions el § Heergul gfert e F)

Telj I€ TR0 @A =ed 7R TF € Preposition % 1o H ygw wem €1 W
He is at home (Place). He goes to school at ten (Time). | was surprised at his
behaviour. (Mental attitude). Ifaa, ==l at @i <ire fafa=r sref & wm =X @1 21
POSITIONS OF THE PREPOSITIONS
Prepositions o i &t fafu= feerfal € 1 3= frefafed &ai o wanm fran sman e
1. WMl Prepositions 1 Y8R St Verb § 9gs Object @ qdl ferar sirar &1 S
(1) Heisworking in his office.
(2) Sheis at the gate.
(3) Sheda was walking on the road.
S o 9 in, at, on Prepositions € i 37 @Rl § we Verbs o Objects
office, gate, road ¥ Teel T fha T |
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Communication Skills & 2. 3z Preposition =T Object ‘that’ a1 ‘which’ &1 @ Preposition T T&M Sentence o
Personality Devel opment .
o H BT ? | o —

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

NOTES (2) That is the book that you were asking for.

(3) Thisis the post that | have applied for.

78} Sentence (1) # which for =1 Object & 1 (2) # that for =1 Object 2 | (3)  that
for =1 Object € | gHfeTT 37 o1 Sentences ® for &1 & @ @ | For which =1 for
that feramT e g |

3. 4R Preposition =T Object % Interrogative Pronoun 2 @i Preposition Sentence
o o1 § WENT foha ST ® | S —
(1) What are you talking about ?
(2) Whom was this letter addressed to?
(3) Which class do you read in ?
AT — 78 I TH 39 TR ot fer@ @sd ® ¢ In which class do you read ?
4.  4fg Preposition =1 Object &'$ fodr g3 (understood) Relative Pronoun # it
Preposition Sentence & 3= W W BIdl € | S —
(1) Thisisthe man | was speaking of.
(2) Thisisthe poet | was referring to.
(3) I don't know the man you were talking with.
(4) It was an inspiring story | was listening to.
Suert W sentences & Relative Pronouns st &1 gafert Prepositions sentences
o 3T | 3T B
5. Verb + Preposition s feerfa & Preposition =1 Verb & =1 & Waii &dd € | 519 —
(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) PREPOSITIONSOFMOTION

1. After : To indicate 'following somebody'
(‘foret 1 oA e % et A gEeR A fRal S ?)
IATEIT @ The cat is running after the rats. We ran after the thief.

2. From/to:  9m=aal 3 <A1 & Preposition Th-3W o fawdameff € |
To : 39 WM forelt T & 3R Tfq <9 o foq g 2
From : 38 ¥4 ol Tom § R 9 a1 919d ol et
ERINC o C R C
JISEY0T ¢ | went to market.

They are going to Kota next week.
| returned from market.

102 He must come to my office tomorrow.




3. Onto/off :

4. Off :

He walked from school to home.
I <A & Prepositions ThH-s@ o faqdaref € ek fRd
YA TR U I Al THU SRAl ¥ YUSR B 1 & Il

2

Onto : To indicate ‘movement’ on or ‘to a particular place
(foreft fafte Tom @ (= =1) 7fd 3UH o6 o1ef H SEHI

T g 21)
We stepped down from the train onto the platform.

The fruit fell onto the roof of my house

To indicate ‘a movement away from a place’ (f&ft T 9
B HI T T ok 27 | gEeH WA e ?1)

| called him but he ran off.

Sheis off today. (1eiq o& <98 W =& 1)

Take your coat off.

| must be off soon. (39 JEAM HTAT TSMI)

5. Into/out (of): & 3H & Prepositions TH-g@ & faudameff g |

6. ACross :

Into : To indicate ‘a movement’ inside something.

(fordt T & T=_T &1 3R Tfq 3@ & o o7 o s@am
TR B ?1)

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

(forelt T o o7 § 96T Wl IR Tfa SR 3 o o1ef o
U FE F@ 1)

The god of water dived into the river.

The god of water came out of the river.

The boy fdl into theriver.

The boy came out of the river.

The teacher came into the class.

The teacher went out of the class.

| put my pen into my pocket.

| took my pen out of my pocket.

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

(frdt T (s%g) & TH R d T SR (s7eiq
AR-UR) 1 RE A wE o fIU 391 99 B 21)

He walked across the fie d.

| drew a line across the page.
| went across the road and reached my office.
Can you row me across the river ?

The Prepositions
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Communication Skills & 7. Along : To indicate the meaning of ‘from one end to or towards the
Personality Development other end of something’

(fFel o1 (9%) & Th BR ¥ T BR & AR (37A(
% WER-TER) 1 MWE The HH o oI s@ehl T fwan

NOTES S

3ATEIT @ They walked slowly along the road.

You cannot swim along the river.
We planted trees along the bank of the river.

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

(freft Tom (3%)) & ‘IR = T IR o1 SW' (A &
W) % o1l H THH WA B 2

IS She climbed over the wall. (37iiq a8 JaR F SO IR =l
1)
A bird flew over my house.
A cat jumped over thetable.
The plane flew over the mountains.

9. Through : To indicate the meaning ‘from end/side to the other’.

(3TH FAN ot ‘TH FAUBR W W AV q% (e
TR F Y F B ® |

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 ‘ beow the surface of something'.

(Terelt =r&q &1, Tag o ' o ot W gHeR! WA Bl B
3q1eYur :  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 : SHi & Preposition Th-g& o Tk B1 Sl up S I
3R (upward movement) Tifd gwiiar 2, <& down (downward
move- ment) = &1 R T < 21

1. Ram stood up and went out of the room.
2. | 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.

(20 PREPOSITIONSOFTIME

1. At:

104 To indicate a point of time (¥7a-fag &I 3@ A 2q)
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wra-fag- 3R SE =Sl % ffved e, A b W, w6 A qen o
Ak ¥ T fhg at 1 TEM 24 WvE & @iy ¥ 99 ™ wwa W 79, W
o i e giar € qen 1At Yehe w Al Weri o Al @ gd feRar S
g fam, i, we = o @ qd s@ed wAM T g6 € | Point of time %
3R fEd

The sun rose at 6 am.

He will come back at sunset. (sunset = @) F9a-fag 21
| can repay the amount at any moment.

The thief entered the house at midnight.

We had lunch at noon.

Ram will go to school at nine.

Children start school at the age of six.

On:

Before days and dates (f&i & feisl & 9d)

Hre - & o1 il @ ud @ arqd Point of time (Fwa-fog) o ® |

= ST 2 fEa:

Ram will go to Jaipur on Monday.

John goes to church on Sundays.

| shall fire crackers on Deepawali.

He was awarded on the Republic Day.

We celebrate the Independence Day on 15th of August.
Heis returning on 7th instant.

e ;- 7thinstant s1eiq ‘38 @ & 7 a@ &6

3 37T ¢

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

In

(a) Before names of the months, seasons and years. (W&, &g o auf 9
7o)
3T :
| was bornin 1985.
In Rajasthan it rains in summer.
We took exams in March.

(b) Before morning, evening, afternoon etc. (morning, evening, afternoon
SIS C))
| shall go to school in the morning. Meet me in the afternoon.
wfeR night & T at 1 997 2@ 8 The thief starts their work at
night.

(c) Before a period of time (FFa-s@fy & &)

| shall be back in an hour. You have to finish it in aweek. | shall be

The Prepositions

NOTES

105



Communication Skills &
Personality Devel opment

106

NOTES

ready in a moment.
Before
To indicate 'earlier than' (391 TaM ‘¥ qd' o 312 ¥ fordll 99g a1 =re §
7d R S 21 e Cafter’ w1 fawdaeiE 1)

IETEY0T :

Meet me before dinner. (dsA 9 gd)

Come back before dark. (3R I )

The patient had died before the doctor came. (SR & 3TH & &)
Sunday comes before Monday. (9WeR 9 gd)

He came here the day before yesterday. (a0 9 vBd faT steiq wEl)

After

To indicate 'following intime' or ‘later than’

(‘foret 99 o 9 A ‘e WA % A H fRd TR wHE W wE 9
THRT AN foman S ® 1)

Salglul
Meet me after dinner. (9IS & T9E)
Don't go out after dark. (378 BH o WREN)

The doctor came after the patient had died.  (Ift & TA o Tw=M)
| am leaving for Ajmer the day after tomorrow. (%@ & T¥=Iq )

February comes after January. (SHadt & 9vEm)
Monday comes after Sunday. (@R = 9v=m)
During

To indicate the meaning *throughout the continuance of’
(‘fret omg & feaRar o <RA' o ot o oo WM wwa W qd fRer S
1)

3TN0 :

The sun gives us light during the day. (f = <)
During my school days | watched several movies. (Tehefl femi o Sr)
What did you do during my absence? (Wl arqufeerfd o <)
Ram sleep during his lessons. (418 UGH WM & <RH)

Hre — T absence ¥ AHd ‘oUfEerd wH *1 gHI-eEfM’ ¥ T lessons ¥
T ‘U8 U WM W gEE e’ 9 R

By

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

(g @ od ‘a%’ & ored H 3@ wam fear S @1 KA T wHa 9 Cud 9w
F 0§ S8 A ok e A THw W@ e © 1)



10.

EEUSUEE

| shall finish my work by Sunday. (Femr )

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

You would have taken dinner by now. (319 )

It will be dark by the time you reach there. (9 g9 9EaN 99 )

2. Before time to indicate conditions and circumstances

(fearfa = ofRfRafq s & 999 s9m W& 999 & 9@ ‘&’ o6 o § o
feran ST ?1)

3]IgYT :

The enemy attacked by night. (‘Tf =i’ ==l TRfeafd sam & oo & wam
g3 21)

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

For

1. To indicate extent of time

(‘g-dmr’ 3 e o fau swen yam ‘e o’ & e § wHa 9 @ fen
S 81

Il
| am going abroad for a month. (T #E = faw)
They are leaving for Jodhpur for a week. (T §wE o o)

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

(Perfect 3 Perfect Continuous Tenses ® ‘&#a &1 ofafy’ ¥ wd ‘®' o o7
o THR AR fRE S 1)

| have been learning driving for a month. (T& 9% ‘¥")
Ram has been watering the plants for two hours. (] =2 ‘|
The teacher has been teaching the students for some time (%8 @9a ‘¥’)
Since

To indicate a point of timein Perfect 9 Perfect Continuous Tenses
(Perfect @ Perfect Continuous Tenses ® ‘9¥a-fog’ @ @ ‘9’ & o919 o
THH gE T S 21)

EEUILIEE

I have been learning driving since July. (S ®)
They have been working hard since Sunday. (fear @)

| have been reading in this school since 2001. (¥ 2001 ¥)
He hasn't come back here since his marriage. (STT I /)
Through

To indicate 'from the beginning to the end of time

The Prepositions
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Communication Skills & (qe @ o a% & e § 9 ¥ gd 3Ee WM fRe S R1)
Personality Devel opment

IqIg0T ¢
The patient will not live through the night.
NOTES (TS ‘ma ) =1 6w, st YA 9 qd TSR

You can't work in the sun through the day. It is very hot. (R 7 W)
A child cannot sit quietly through a long lesson. (e e 9g@ I o

)
1. Till:
To indicate 'up to the time when' (‘fest w9 9’ o 31ef o smet g fowan
S 1)
IATEI0T :
| shall wait for you till 7 o'clock. (9| &S )
Ram works hard from morning till night. (CUERKED)
John waited till Mary's return. (W o et @)
12.  Until

Till R Until <A1 & g9rmeff 9 99@ 9@ 9 Prepositions 21 Until =
v eftrkied: S @l W fem or @ @ 3@ wwfed  clause
(Sya) 1 phrase (TR a1 # Tee ST 2

ST :

Until his marriage he spent his time with his friends.

Until 7 o'clock | waited for him. Until Mary's return, John waited.
13.  With

To indicate 'at the same time as' (‘S 3¢t w9’ o6 31 H U TN 9

¥ gd foran S 21)

SR :

With the approach of the sunset it became chilly. (@ =@ E)

With these words the teacher started to teach us. (1 v= W)

| rise with the sun. (1afq PIRT & HHA)
14.  Within

to indicate 'in less than (time)'

(‘O w9 (qwa) §' % o W gHeRl AR OHg @ gd e ?1)
EEUSLIEE

Do it within an hour. (T& ¥ ¥ 7d)
He will finish his work within a week.  (T& gw<g 9 113?)
You should complete it within a month. (Ts H® g E@f)

15. From:

108 To indicate the starting of a period of time




©)

(From @1 9T 99a-3@fy o yRftves fag (steiq o (fog) 9 @ ‘9’ =
a1 & Non-Perfect Tenses # fean S 81 &9 W : Perfect Tenses ®
Point of Timed 9d since s ¥4 el 21)

3T :

Our school will start from 1st of July. (T S ¥)
Our exams will start from Saturday. (AR °)
Mr Mohan is going to teach us from August 5. (W T W)
John will come to school from Tuesday. (ATEER )
PREPOSITIONS OF SPACE

At :

To indicate the place in which something or somebody is/was/will be

(‘39 W # W FE@ > fou oy w5 g fem 7, of @ wiY)

ST ¢

Mr Mohan is at his office. | saw a beggar at the station.
John is at home. In the evening Hari was at hisunclée's house.
On:

To indicate the position of athing covering or forming part of a surface
(freht g o6 forell WAz o1 *ad W ¥9¥f & gU, fooh @ o6 312 ¥ on &
T A 21)

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.
In

To indicate something in a surrounded place

(freht afaw & et =g =1 =afe &1 &0 ‘in o TERT g SwiEn W ©)

I :
John is sleeping in his room. Thisisthe only shop in the village.

Sohan reads in this school. Children are playing in the street.
We livein India. There are clouds in the sky.
Mohan livesin a village. Raju is swimming in the lake.
Against :

Toindicate support or close proximity
(‘wer’ I ‘erfue fhear’ R A o AU WM 9@ qE e WAM B
21)

Salgul
The ladder is placed against the wall. (AR o FER)
John stood leaning against the pillar. (T & WER)

He put the sofa with its back against the wall. (@R & WER)
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Communication Skills & 5. Above:

Personality Development To indicate 'higher than' or ‘at a higher point' (‘& =1’ o 31¢f ®)

EEEIAU N

NOTES The sun rose above the horizon. (fafess @ ==m)
The water came above our knees. (Al ¥ FW)
The kite is flying above the clouds. (A=A H IW)

6. Before:

To indicate the meaning of 'in front of' (‘zF @mA’ & 319 H)
3ATEOT @
There is a tree before his house. (R & 9H)
The thief was brought before the judge. (SIS o |MA)

Mohan is standing before me in the queue. (W 9mA)
He made a beautiful house before the church. (=< & M)

7. Opposite: (‘smA-wma’ & a9 )
IATEIT :
There is a theatre opposite my house.
The teacher stands opposite to the students in the class.
8. Infrontof:
To indicate the meaning of 'directly before (‘3% am=’ o 31ef o)
3T @
There are some trees in front of my house. (R o 3F WM
There is a garden in front of the post office. (SR & JiF AHA)

9. Behind:
To indicate the meaning of 'at therear of ' (‘& W&’ & 31ef #)
ISTEI0T ¢
The sun was behind the clouds. (=t o D)
The child stood behind his mother. (4l & W)
The thief hid behind a tree. (T o W)
There is a garden behind my house. (R | & )
10. Owver:

1. To indicate a thing covering the surface partly or completely
(forelt wag =1 e o1 Iof €9 9 T o o1ef H)

3T :

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' (g =1 eaq ™ gH
110 & &4 o)




3T -
The sky is over our heads.
Many aeroplanes fly over the Indian Ocean.
He held an umbrella over his head.
Thereis alamp over the table.
11. Below :
To indicate 'a position lower than' (‘& =" & 19 & gHeR1 WA €l 81 98
Above #1 faudiareff 21 Bdow & T W, ®wi-wdt under 1 wam «ff fFan
ST TR B1)

I :
Don't write below this line. He stood bel ow the building.

His overcoat reaches below his knees.  The sun went below the horizon.
12. Between

1. Used with two persons, things or groups.(31 =afsm@i a1 st & o= H)

ITEIT ¢

She stood between her husband and son.

The old man divided his property between Ravi and Anand.

| walked across the garden between the flower beds.

2. With two or more nouns when boundaries are concerned
(Swisti o Ty § < A I 9 SAfuk el o |ie)
ISTEIT ¢
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 (31 ¥ 2ifuss =afaqal a1 aegai
o fero)
3T ¢
Distribute these mangoes among these boys.
He divided his property among his five sons.
Thevillageis situated among the hills.
She is sitting among her children.
(4) PREPOSITIONS OF MENTAL ATTITUDE
‘Mental Attitude & arcad ‘Al g’ ¥ & | 3Eeh! 11 YR Toen ST Hehdl ®
Mental : Connected with mind.

Attitude : On€'s thinking and feding about somebody or something; the way one
behaves towards somebody or something.

srerq ‘fRelt o =afeq &t forelt o =af @1 ovg o Wfa 99 @ 9E @1 SHeRR
‘Mental Attitude gl g1 s 9 & U 3% Verbs (famd) © st Mental
Attitude =i wef¥fa et &1 Si9-

1. Argue (T& &T) Argue against (Tt fawa o fagg ek &)
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Communication Skills & Argue with (fret =afdd @ o HE)
Personality Devel opment . .
2. Apologize (&m1 9rAT) Apologize for  (foret ad 9 &1 |7
Apologize to (Tt =afed o e AT
NOTES 3. Agree (W¥gmd 8M1)  Agree with (fret = o wewa &M)
Agree to (fFet =@ 9§ "ewd &)
Agree in (forht ok gfieshior @ Herd =)
Agree on (fet fawa w— eaa e
Adjectives (fagmon) «ft Mental Attitude =i wefefa e &1 S :
1. Afraid of (fedt 9 w=sfiq)
2. Angry at (frst o1d o AR
Angry with (fFst =afea & AR
3. Envious of (fet TR =t a&g & fa T=1q)
4. Ready for (frdi ®@ & fau d@R)
Nouns (T=@) st Menta Attitude vefi¥fa @ 31 59 :
1. Complaint against (fF&t & favg forewma)
Complaint about (f&t fowa & frwrm)
2. Desire for (fFet ag o fa <o)
3. Necessity for (fHt a&q 1 TTEwIHRdT)
4. Gratitude for (fdt @@ o e Faan)
Gratitude to (fFdt =afed & ufa orasman)

79 Y%K Mental Attitude ¥ TrIf-2id Prepositions 9 € S AW AHIGs waHet aem —
Y, T, AR, eAfd, STHEHfd, FHawdl, FyAee, ¥S, o™, T, TE AR
# et oxg, =afem o 9@ o 9fa 9t € | Mental Attitude den SHoh T¥E TH
A g&T Prepositions e € :
(A) ‘Verbs Denoting Mental Attitude + Prepositions

1. Agreeto (fF&t s@ ¥ @WeHad )

Agree with (fst =afsa @ Fema &M

2. Apologize to (fFgt =afga & emn |
Apologize for (Tt gwar & fau emn wFETD

3. Apped to (fFet =afgq | fraga )
Appeal for (TB™a 3q g &%)

4. Arguewith (fFeh =afeq @ e %)
Arguefor (fvdt o1d o 91 H Tk &)
Argue against (st a@ o faeg ek &)

5. Bear with (fsft =1 ot &I ¥&d &)

112



(B)

6. Beg pardon of (frst =afed ¥ &HMEMEAT &)
7. Begfor (fFdt =iw & fow ammn &)
Beg a person to (fFdt =afaa @ forelt & 3q Ir= &)
8. Believe in (fagama =)
Beware of (fst & &M zMm)
10. Congratulate on (fF&t s1@ W 9= 1)
11. Disagree with (fost =afeq o stEemd gHI)
12. Fall in love with (fst & =R gF1)
13. Fight for (fest & wa1 ® ag)
Fight against (fF&t & fagg @e)
14. Grievefor (frst =afo o faw g:@ Whe &T)
15. Laugh at (feet =afem o €&)
16. Long for (&l a%q ! g=81 &)
17. Mourn for (¥ o fo@ e %)
18. Pray to (¥R ¥ WAl &)
19. Repent of (st s@ | d=am)
20. Revolt against (frelt o faeg faxie &)

‘Adjectives Denoting Mental Attitude + Prepositions
1. Afraid of (fsdt 9 w&siia)

2. Angry at (fF&t 9@ @ TR
Angry with (fsft =afe 9 TRe1)
3. Annoyed at (fFdt s ¥ ¥=)
Annoyed with (fet =af o =)
4. Anxious for (feslt am < fau faf<a)
Anxious about (f&et 9fomm o foog o faf<a)
5. Ashamed of (fdt s@ 4 wfH=y)
6. Busy with (fFst & o =1%)
7. Eager for (fodt & & fouw &)
Eager in (fFst fowa & =@ &0 &1 3=5%)
8. Envious of (fF& 1= &t a%g ¥ T91Q)
. Faithful to (fF&t & ¥fd I®RER)
10. Fearful of (frdt s ¥ w=sfiq)
11. Fond of (f&et amd &1 Siei)
12. Good at (ferst fawa # )
13. Greedy of (&t a&g sufs 1 wrer=)
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Communication Skills & 14. Jedlous of (fFet o= # o@ ¥ =)
Personality Devel opment
15. Politein (IR ad® & fam)
Polite with (fsdt =5 wfa fow)
NOTES 16. Responsible to (fdt =afed = ufd IORIER)
Responsible for (fFet &@ o fa IWEET)
17. Proud of (fodt sm/safed w wfda)
18. Mad with (f&t a@ ¥ qre)
19. Hopeful of (fFEh s = forw smemem)
20. Fit for (fF&ht & & fo@ am)

(C) Nouns + Prepositions
Affection for (fFdt =afe & faq ')

Ambition for (fesft a& 8q He<amhIaN)
Apology for (fdt Terdt o faw e =)
Attention to (f&st =@ o ufa =am)
Desire for (fF&t @@ o forw steiam)
Envy at/of (fF&t o= < 9fd w)
Gratitude for (fosft am@ o faw Hawan)
Hatred offfor (frdt =afea & wfa gom)
Opposition to (f&st o Ffa foxie)
. Quarrd with (fF&t & =)
Quarrd between (31 & T )
11. Regret for (fFdt o & faw ©%)
12. Sympathy with/for (fslt = ufa wegf)
13. Yearning for (&t @@ o faw arerEn)
14. Pridein (fFst s @™ TH)
15. Remorse for (fret a9 qe=mam/Tert)
& Prepositions T 3k 9 3{k w&iT
1. Above:
(@) Only higher than (e W o 319 )

(1) The bridge stands above the tree.
(2) The kites are flying above the tree.
(Kites =t feerfa famm oot fordl g1 U o TR ?))

(b) Superior in rank (9= =1 T H ST ok 31 H)

(1) The Mgjor is above the Captain in the army.
(2) The President is above the Prime Minister in the country.
114 (c) Coming earlier (Tget SHIEMT o He+ H)
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His name is above mine in the list.
After :
(@) Later than, next in order (3T7TeT)
(1) Please see me after this period.
(2) The students entered the room after the teacher.
(b) Next (Place) (T3 a1 e M)
We went to Amber Palace after Hawa Mahal.
At:
(@) In the state of (=t sTE=/Eed H)
India and China were at war in 1962.
(b) With some Verbs as an appropriate Prepaosition
throw at, look at, point at, shoot at, aim at, laugh at, strikeat, sefs|
(c) TIfa (speed), aEge o 9@ (rate) Ten FHf¥=a sy (temperature) I ¥ |
(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.
Before:
(@ Infront of (2 |MA)
(1) There is a tree before his house.
(2) He has made a beautiful house before the church.
(b) In the presence of (=t Sufeerfa #)
(1) He put up his documents before the officer.
(2) The prisoner was brought before the magistrate.
(c) Earlier than (showing time) (¥ Jeat o 37ef H)
You should return before sunset.
Behind :
(@ Insupport 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 (fr@er M1 =1 =1 gF)
Heis behind all other students at studies in the class.
Below : (above =t faem)
(@) Lower or inferior in rank (9% a1 st § f7=1)
(1) TheL.D.C. is below the U. D. C. in rank.
(2) The Tehsildar is below the S. D. M. in pasition.
(b) Coming after (a1 ® STHI/EM)
His name is below hers in the programme.
(c) Lower thanin condition, value or importance (321, Je& a1 He  &H)

(1) Above 33% people live below the poverty line in India.
(2) Thereis nothing below ten rupees here.
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Communication Skills &
Personality Devel opment

116

NOTES

(3) Thisis below my dignity.
(4) His writing is below standard.

From:

() Indicating the starting point of place, person, time or anything
(¥, At = forddt oft forg & Jeore &t o 219 § — W™: to o 91)
(1) Hetravdled from Dehi to Jaipur.
(2) He sold caps from village to village.
(3) Sheworksin an office from 10 am. to 5 p.m.

(b) 7= Phrases # to & @

fromtimeto time, from day to day, from beginning to end.
S — He read the book from beginning to end.
(c) Indicating source (& 3eTid gT)
(1) Apples come from Kashmir. (2) These quotations are from Tagore.
(d) =g =1 T qen uRed 3e o forg
(1) Butter is made frommilk.  (2) Daldais madefromvegetable ails.
(e) Indicating separation (7o g9 ok faw)
(1) Theteacher 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. (R, a, 311fE Yeiefd & o)
(1) Heis suffering from malaria. (2) They did it from a sense of duty.
(g) Showing difference (Y fora differ o @mer fa=Tar I o6 31ef o)
(1) This dog differs from all the others.
(2) He differs in qualities from the rest of the students.
(h) Showing time (F=3 @1 91d Y&1¥Id 3 o forw)
He was blind from birth.
Someother usesof ‘from’:
1. Thisisaman from Jaipur.
2. | saved the boy from drowning.
3. She comes from a poor family.
4. From my point of view this book will be very useful.
In:
(@) In the sense of time ‘when' (‘fs/@ T9’ & 31 ®)
in the morning, in the afternoon, in the evening.
We go for a walk in the morning.
(b) In the sense of at rest (fRer erawen o 21¢f )
(1) Heisin the house. (2) The children are playing in the strest.
(c) Showing job or profession (T a1 e YRRia & o fom)

(1) He has been in Indian politics for about 30 years.
(2) His father is an officer in the army.



10.

(d)

To:

€Y

(b)

(©)

(d)

(e)

(f)

Indicating colour, material of thing or showing situation or condition (3T,
&G HT I AT I A H)

(1) Today Abhishek isin Khaki dress.

(2) Anuragisin avery happy mood.

(3) Sheisstill ingreat trouble.

(4) Hesigned in ink/pencil.

Suggesting destination (TS a1 e T <9I o ferw)

(1) We walked to the station.

(2) He goes to school every day.

In the sense of till (of time) (Y: from & &1 ‘9 ....... qH o I ° 9y
EECRSLEY)

(1) Shevisited thetown from3to 5 p.m.

(2) Our school runsfrom 7.30 am. to 12.30 p.m.

In the sense of ‘as far as' fromdoor to door, fromvillageto village.

(1) Thecapsdler sold his caps from village to village.

(2) Hewalked from door to door making an appeal.

Showing comparison (qe <eiia gw) — inferior to, superior to, junior to,
senior to, prefer to, prior to, SeATE |

(1) | prefer walking to running. (2) Heisjunior to her.

TMeh! T FqH o6 fog

(D) Itisfiveto six. (2) It is a quarter to ten.
Showing purpose (32¥a g1 o o)

(1) He came to see us. (2) She cameto our help.

Some other usesof ‘to’

1. There are mountains to the North of India.
2. She tore the book to pieces.

3. Sheis devoted to her love.

4. He must be 22 to 26 years of age.

5. | gave the book to Mohan.

On : (¥ a1 w) feoar & fom

(@

(b)

(©)

In the sense of *about’ concerning a person, topic or subject
(‘oF IR H ok 31 o forq forelt =, faroe = wenvor o a<d o)

(1) Heiswriting a thesis on Prem Chand.
(2) Thisisagood book on economics.
frfafed 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, 3&fs |

Suggesting direction (e g9 o)
(1) Pinky was hit on the head.
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118

NOTES

12.

(2) I met him on the way.

(d) Indicating engagements (fafy= &, ol = fsAi # &6 ¥ &t €1 1 WA
=M H)
(1) He keeps himsdf busy on holidays. (2) He is there on some business.
(3) Heis on tour for a week. (4) Heis on leave.

Over :

(@) Morethan (‘5 1fes’ & @1ef #) : Heis over fifty.

(b) While engaged in (f&t &/ ® @@ B a1 99 ToIRA o6 37ef )
We settled the quarrdl over a cup of tea

(c) From one side to the other (T BR ¥ T BR T — R-UR & 27ef H)

(1) There was a bridge over the river.
(2) Sheran over the ground in no time.
(d) Showing command, control, authority, etc.
(3R, Friamn, ifyeRR, greadn onf] Uehe & o 31 )

(1) Heruled over our country for about 30 years.
(2) She has no control over her emotions.
Through :
(@) From one side to another in a closed place
(FREWA TR WHH 'TF WF 4 TH TWE o 72 7)
(1) Thetrainis 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 (& a1 TTEAH T 2q)
(1) Hegot his job through a minister’s recommendation.
(2) Our library gets magazines and journals through the local newspaper

agency.
(3) | came to know of this through the driver.

(4) | knew it through a newspaper.
(c) Hegot through his examination.

AR T e §
(d) ‘= amEsE’ & a9 #
We heard his cry through the great uproar.
(e) Acrosstheinterior of anything. (¥ SR T BR § TR BR %)
(1) Thereis 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.
(f) ‘S er & oef §

(1) The vase was broken by Ram through his carelessness.



13.

14.

15.

(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.

(g) Between or among the individual members (‘=afemTa Te&i o s o' o 3¢

)
This book has passed through many hands.
(h)y From first stage to the last finished stage of a process
(Feredt «ff oreq o 4R e i el wfwan @ sifem wfwan q)
The body of a car passes through 147 stages on the production line.
Into:
(a) <o uftad a1 s o afom &6 o o
(1) Trandate these sentences into English.
(2) When he saw his mother, he burst into tears.
(b) ‘gwak’ et §, W9 : He often works late into the night.

(c) e d WM & 31 ®# S : Hewent into business.

Under: (Over =t faeim)
(@) srxdengd AMBEREA & o1f A 99 .
The railway line near Jaipur remained under water for many days.
(b) ‘sTdemFdwu’ % o1ef H SW : Sheis under forty.
(c) ‘=i eraeen®’ & 37 W W
(1) The house is under construction.
(2) Themeatter isunder consideration.
(d) ‘wea S o ' o e A
(1) Many people work under him.
(2) No one under the rank of an Inspector shall enter the hall.
(e) ‘wnfad R A g B @' o A H
(1) India, under Pt Nehru, progressed much.
(2) Heisvery happy in his office under his new director.
With :
(@) M, SN, TR, 311fE o Jam & o o1ef o
(1) Hekilled the lion with a gun. (2) She hit the crow with a stone.
(3) | always write with this pen. (4) He cut vegetables with a knife.
(b) =mer = TrerY <M o o1ed H
(1) She went there with her husband.
(2) He lived with his wife and children.
(c) Havingsh a1ef o
(1) A girl with blue eyes is coming towards us.
(2) A woman with a child is also coming.
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Communication Skills & (d) because of @1 owing to % 37ef & (hUT T )
Personality Devel opment

(1) She was trembling with fear. (2) He was silent with shame.
(e) kT AN & WA |
NOTES (1) She accepted the present with pleasure.

(2) He reached there with courage.
(f) fordt =t @@, 99Ta A1 IR | Bied, T o6 o1 |
(1) They l€ft the child with its aunt.
(2) We left our luggage with the parcd clerk.
(9) =1 Phrases ¥ :
deal with, quarrd with, sympathise with, agree with, part with, down with,
fight with, pleased with, angry with, gerf<|
(1) The Principal is always pleased with good boys.
(2) He parted with his parents for two years.
16. By:
(@) TEH A ITAH TH o AL H
(1) He came and sat by me. (2) His houseis by the river.
(b) through, along o1 across & @< & S :
We came by a shortcut.
(c) fordt T & TR T a1 Fehe oF o1ef o

(1) I walk by the post office every noon.

(2) We drove by the hill and reached the town.
(d) During (% <RH) o @1ef o

(1) He prefers to trave by night.

(2) He worked by day and rested at night.

(e) i 2w #, agent =1 doer ¥ T
(1) ‘Meghdoot’ was written by Kalidas.
(2) Many people were killed by the earthquake in Gujarat.
(f) % a= 7@t & oo o
(2) You should join your duty by next Monday.
(2) We have to finish our assigned work by March 31.
(g) ‘< ER’' <k Fd | : What is the time by your watch ?
(h) STEFTHR A1 AR 1 ade SqE % 3™ ° : by train, by bus, by car, by
plane, by Ship, by sea, by air, Fefs |
(1) She came by car from Agra. (2) They often travel by air.
(i) e s o by the collar, by the hair, by chance, SIS |

(1) He caught the boy by the hair.  (2) She met one of her classmates
by chance in the fair.
17. For:

120 (a) HfSe = TIeT TAM 39 o ferg




18.

(b)

(©)

(d)

(€)

(f)

Of
(a)

(b)

(©)

(d)

(e)

(1) Heleft for Mumbai today. (2) Thetrain left for Ddhi.

SGed T A
(1) I go for awalk daily. (2) Some people live for others.
LRGN E RS

(1) We should save for the future. (2) Let us get ready for schoal.
T, THE, ST T o T o

(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.

fafTa = o3 & STRH-H o 18 |

(1) I bought this pen for five rupees. (2) They sold ther housefor twolakhs.
frfafed Verbs & @i

wait for, hope for, ask for, pray for, search for, affection for, long for,
TS |

(1) He waited for the bus for an hour.

(2) She asked me for a pen.

Indicating connection or relation (T 39T o 31e/5ehd )

The legs of the chair are broken.

Indicating partition or conclusion (fasTsH =1 sfHa BF o = #)

a piece of paper, aton of coal, alot of books, lakhs of people, sfS |
(1) Please give me a piece of paper.

(2) He has read hundreds of books so far.

Suggesting reason or cause (FRUT AT F918 9 H)

He died of cancer.

= wissi & T

proud of, afraid of, fond of, tired of, ashamed of, glad of, jealous of,
desirous of, accused of, g<|

He is accused of theft.
Indicating material used but not changed (a%] o T &M fohwg IR =

(1) This chair is made of wood. (2) This houseis built of stone.

SOME SPECIAL USESOF PREPOSITIONS
In 3T At T 9=

1

(@

(b)

In 39, 2 Tl U o€ Y o fau e gl € Sefe at B el HEs ad
THT ok foTT wge 2 1 919 —(1). Shelives at Rampur. (2). Harish livesin
Mumbai.

In =1 & gHEmEty (period of time) o e g @ s at s Ffvea awa
(point of time) = feTT wg= &1 81 58— (1) He will return in an hour. (2) |
getup at 6 am.
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Communication Skills & 2 In 3T Into =T wERT
Personality Devel opment
In feer e ok forQ @@ into =1 W= Tfasficrar Yene ed o fore wer &l 21 S8—
(1) Heisin his office. (2) Sheisworking in the kitchen.
NOTES (3) He jumped into theriver.  (4) The frog jumped into the water.
3. In3f® Within &1 w&m
Future Tense o areRil & wmamEty (period of time) ¥ 94 U8 &1 FART HH W
QR W A GHd w1 gEE 9 el feberar ?1 W wwEEty ¥ 9d Ak within
1 YA foran o1 € dl SU wwg 9 g9 A Uedt’ o e Yehe el © | Sid-
(1) My parents will come in a week.
(1A Tk TR oF 9IS A1 Teh TIg shi FHIG T T 1)
(2) They will return within a week.
(T8 T STaY FEG B | g9 &1 ST 1)
4.  On3iR At &1 y&m
(@) T o1 91Y FH o foe fret @ fkad (day) steran faf¥r (date) ¥ 99 on
AN R ST ® 1S —
(1) We shall leave for Delhi on Sunday.
(2) They will start their journey on the 25th January.
g ferelt fifeera Tm@ (point of time) ¥ qd at =1 w&NT fohan smaT @ (on i
T
S- (1) Sheis to reach here at 6.00 am.
(2) Thelast train arrives here at 10.30 p.m.
(b) On =1 wam feret og & U ae1 i T g Ht Fefa sam o feman s 21
T at w1 FA TRt T o -ur el of frer e ok oref H feRan ST €
39—
(1) My books are on the table. (2) Stand at the gate.
5. On 3R Upon @t W&
On =1 ¥aNT Teerdr =t &3 o farg g €1 Upon o1 YT Tifeiierdl Jene & oh
fore fepen T & 1 S
(1) The book is on thetable. (2) The dog jumped upon the table.
6.  With afX By =T wam
With feft instrument (Z3) =1 feamar & fo@en fredt el =i st o v feran ST
2 @R by ferelt =l & ol (agent = doer) o Torq wger femam S @ 1 S/ —
(1) He was killed by a robber with a gun. (2) She wrote a letter with her pen.
By & 31 WA
(1) He sat by me. (499) (2) I shal return by 3 o' clock. (<)
(3) He is a Brahmin by caste. (¥) (4) | swear by God. (=)
7.  Beside 3fR BesdesT W&

122 Beside =1 31¢f & ‘by the side of' (fseichet 7o) “aifeh Besides =1 21¢f ® ‘in




addition to' ( aifafier) | StH-

(1) Sit beside me. (2) Besides this, | want two other books.
From, For 3fX SincesrT wamT

o=t & = Al vrssl 1 ored ‘@ @ran 21 ‘for’ @HA w1 ety (period of time) 3R
‘since Tm =1 fa (point of time) e 21 -

(1) She has not seen me for the last one week.

(2) He has been ill since Saturday last.

‘from’ +ft point of time srarar @ W= ‘from’ =1 74T Perfect Continuous i Bigst

A+t Tenses # BT 21 TTURUTET SHH1 T4 ‘to’ & TH BT e | 99 — He was ill
from Sunday to Thursday.

WORDS FOLLOWED BY APPROPRIATE PREPOSITIONS
T3 I & G Fw Ffv=a Prepositions W &1 € | S —

o~ 0 Dd

© ® N o

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

absent from (31ufeer) — He was absent from the class yesterday.
according to (3179R) — He works according to my advice.

aim at (<18 T, «ferd gF1) — He aimed at the bird and then fired at it.
attention to (=™ <1) — Pay proper attention to your studies.

appeal to (3Ug ST)— The PM has appealed to the countrymen to make
peace.

afraid of (=41, 9ya«id gF1) — Heis not afraid of difficulties.
affection for (39) — He has no affection for his father.
agree with (¥g9d g1 — =afed ¥) — She agreed with me.
agree to (¥eHd M1 — W&d ¥) — He agreed to my proposal.

. angry with (ifad g1 — =afda §) — He was angry with me.

apply for (& faw weH-u= 391) — He applied for the post of a clerk.
apply to (! WeAI-9= 1) — He applied to the manager.

ashamed of (R fH=T) — | was ashamed of my behaviour.

ask for (|imT) — | asked my friend for some money.

belong to (T =1 M1, T¥a=9 W& 1) — This book belongs to me.
blame for (% @1 — He blamed Ramesh for his carelessness.
busy with (&) — He is busy with his studies.

care for (9%@E L) — He does not care for me.

capable of (¥\ef) — He s capable of doing this exercise.
congratulate on (=M€ 3A1) — He congratulated me on my success.
compare with (g1 &A1) — Don’t compare this pen with that.
careful about (¥@u™ gHT) — Be careful about your health.

cure of (3T &A1) — This doctor has cured many patients of cancer.
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Communication Skills& | 24 die of (w%T1) — He died of cholera.
Personality Devel opment
25. differ with (wa¥g 8MT1) — Ramesh differs with you on this point.
26. differ from (fa=1 8FT1) — Birds differ from beasts.
NOTES 27. expert in (3&1) — Asha is expert in singing.
28. faithful to (9%1RR) — Your servant is not faithful to you.
29. familiar with (affed@) — Heis not familiar with me.
30. fond of (¥ie) — Her baby is very fond of rice.
31. full of (W gsm) — The glass is full of water.
32. filled with (7 g3m) — The glassis filled with milk.
33. fined for (gfved) — Sohan was fined for absence.
34. grateful to/for (Fax) — | am grateful to you for your help.
35. guilty of (3T9Et) — You are guilty of theft.
36. hopeful of (smRmEr) — | am hopeful of my success.
37. inferior to (®1feam) — Your table is inferior to mine.
38. interested in (¥fa @) — He is not interested in poalitics.
39. jealous of (=Aq) — He is jealous of my success.
40. knock at (@emerr) — Who is knocking at the door ?
41. kind to (garg) — We should be kind to the poor.
42. laugh at (€t 3gM1) — Do not laugh at him.
43. listen to (&I g71) — Listen to him.
44. long for (31f¥ern &A1) — She longs for seeing her son.
45, married to (IMET g5) — She was married to a rich man.
46. made of (st g8) — My ring is made of gold.
47. obedient to (3TERI) — Children should be obedient to their parents.
48. opposite to (fawdid) — His house is opposite to the college.
49. proud of (suet, Ifym™ % aren) — Heis proud of his wealth.
50. prefer to (Aféer 98 sEA1) — Suresh prefers coffee to tea
51. qualified for (F) — Naresh is qualified for this post.
52. quarred with (3re=T — =afa |) — She often quarrels with her brother.
53. related to (=Iud) — He is related to me.
54. rely on (=R @) — You should not rely on Kiran.
55. run over (p=aHr) — The young boy was run over by a bus.
56. reply to (3| 1) — He has replied to my letter.
57. responsible for (fS¥gR) — | am not responsible for this.
124 58. result of (4Rumd) — No one knows the result of this match.




59.
60.
61.
62.
63.
64.
65.
66.
67.

run after (=1 &1, ST 1) — The cat ran after the rat.
rob of (T, BI91) — The cheat robbed him of all his money.
search for (T&m®1 1) — Ram is searching for his lost book.
sentence to (3€ =1) — He was sentenced to death.

satisfied with (W=f=) — | am satisfied with my work.

suffer from (difed) — He is suffering from fever.

superior to (%) — Your book is not superior to mine.

sure of (f¥=rd@) — | am sure of my success.

sympathy for (®8{9fd Noun) — He has sympathy for the poor.

68. sorry for (3 — He was very sorry for what he had done.

69. sureof (T¥aE A1 RET=<) — | am not sure of his victory.

70. similar to (¥, ged A1 fHaar-s[erar 81— Many of her habits are similar to
mine.

71. tired of (Fs71) — He is tired of doing nothing.

72. trueto (W=a1) — Heis true to his word.

73. thankful to/for (Fa= 1) — | am thankful to him for his help.

74. useful for/to (em9sE®) — Exercise is useful for health. It is useful to you.

75. wait for (Wdten &) — We waited for you at the bus-stand.

EXERCISE 1.

Fill in the blanks with the correct Preposition given in the brackets :

1. Hestayed on atree........... half a day. (for, in, since, at)

2. If you can deep aore............ my office room. (for, at, in, into)

3 thefirst of next month, I'll deep alone, father. (On, From, In, Before)

4. Swami pulled the blanket............ his face. (over, in, under, on)

5. You will not goto your granny’sside............ night. (in, at, on, by)

6. Swami fdt 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)

1. | stand............ the mirror. (on, at, before, after)

12. | 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 completdly 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. Heinsisted............ leaving the local blind schoal. (on, at, in, for)

18 . the spring of 1972, David was winding up four

years at college with top marks. (On, From, In, Since)

The Prepositions

NOTES
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19. ... the afternoon of April 27, a ninth rejection
came from a medical college. (To, On, At, After)
20. Dave received a cdll............ 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 tress............ their village. (from, into, around, on)
4. Every year ardigious fair ishdd............ 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-wheded basket cart. (with, over, in, to)

11. The crowd held its breath as the Mayor reached............
the glass bowl for the lucky ticket. (into, onto, for, over)

12. | saw my father’s sturdy figure......... the rear window. (at, into, over, through)

13. | saw my father, he was pacing......... the pavement. (along, across, ove,
above)

14. My father had to explain the whole thing.........

the beginning. (since, for, at, from)
15. There was a large shoe store............ the road. (over, along, across, on)
16. When he looked............ me his face was flush. (at, for, to, over)
17. Ninth rgection came ........... a medical college. (on, before, during,
from)
18. We bowed very low............ the third hill. (to, towards, on, for)
19. Human ear is meant............ receiving sound of normal

range of decibels.

20. The modern youth take pride in driving............
great speed.

(for, on, to, toward)

(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
wordsin italics 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 wordsin 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)

Clauses ; Coordinate,
Subordinate, Relative
Adverbs

NOTES

Check Your Progress

23.What is a asphrase
called?

24 What is a clause
called?
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Communication Skills & Such a group of words which forms part of a sentence and contains a
Personality Development subject and a predicate is called a clause in the following sentences the
group of wordsin italics are clauses.

NOTES People who pay their debts are trusted.
We can not start when it is raining.
| think that you have made a mistake.
Adverb Clauses
Looks at the groups of wordsin italicsin 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 initalics, 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 | thought.
He ran so quickly that he soon overtook me.
Adverb clauses are of many kinds and may be classified as under:
() Adverb clauses of time are introduced by the subordinating

conjunctions— whenever, while, after, before, since as etc.
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(i)

(i)

(iv)

v)

When you have finished you may go home.
As long as | 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
conjunctions, when and whereas.

| have put it where we can find it again.
You can put it wherever you like.

Adverb clauses of purpose are introduced by the subordinating
conjunctions 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.

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. | 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
conjunctions if, whether, unlike. As:

Unlike it | shall buy it.

You must go whether you hear from him or not

Unless you work harder you will fail

(Vi)

(vii)

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
subordinating 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
relative adverb as :

Clauses ; Coordinate,
Subordinate, Relative

Adverbs

NOTES
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It all ended as we expected.

(viii) Adverb clauses of on concession are introduced by subordinating
NOTES conjunctions though, although, even if :

Though | am poor | am honest.
Although he called me | did not respond.

Even if it rains he will come.
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18 | Adjectives and Adjective
Phrases

Ajectives are the words which qualify nouns or pronouns.
Thisismy 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 al 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 my your our your ther
2nd person his, her
3rd person

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 points about the way they behave.

Adjectives and

Adjective Phrases

NOTES
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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
singular or plural.

My sisters are in the garden.
My pocket is full of apples
My pockets are full of apples.

The plura 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) isin the basket.
Our cats (plural) are in the basket.

Kinds of Adjectives

Adjectives may be divided into the following classes:

(i)

(ii)

(iii)

Adjective of Quality (or descriptive adjective) shows the kind or
guality of a person or thing. as :

Kolkatais a large city

He is an honest man

The foolish old man tried to sing.

Adjective of quantity shows how much of a thing. As:
| ate some rice.

He has lost all his wealth.

He has little intelligence.

| want some water.

Adjectives of quantity answer the question : 'how much?
Adjective of number (or Numeral 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.
All enemies must die.

Most boys like cricket.

Sunday is the first day of the week.

Adjectives of Number answer the question 'how many? Adjectives
of number (or numeral adjectives) are of three kinds :



(iv)

v)

(Vi)

(vii)

(@) Definite Numeral Adjective which denotes exact number. Such

as:
One, two, three, etc............ they are called cardinals.
First, second, third .................... These are called ordinals.

Cardinals denote how many and ordinals the order of things
in aseries.

(b) Indefinite Numeral Adjectives, do not denote any exact num-
ber. Such as :

All, no, many, some any, certain, several

(c) 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:

Adjectivesof quantity Adjectives of number

| 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.
| 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 ?

In the following sentences the words own and very are used a an.
Emphasizing adj ectives, as:

| saw it with my own eyes.

That is the very thing we want.

The word ‘'what' is sometimes used as an Exclamatory Adjective, as.

What an ideal

Adjectives and

Adjective Phrases

NOTES
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What a piece of work is man!

Formation of Adjectives

(i) Many adjectives are formed form nouns:

Noun Adjective Noun Adjective
Boy boyish Storm sormy
care careful Laugh laughable
shame shameless Envy envious
Silk silken Courage courageous

(i1) Some adjectives are formed from verbs :

Verb Adjective
Tire tireless
Tdk tadkative

Comparison of Adjectives

To show the extent of quality we divide the Adjectivesin three degrees :
(i) Positive Degree
(i) Comparative Degree
(iii) Superlative Degree

() Positive Degree Adj ectives — They modify the Nounsto a normal extent.
As:

It was a melodious song.
Maheep has a unique collection of stamps.
Durga delivered afiry speech.

() Comparative Degree Adjectives — They modify the Nounsto the higher
extent. They are used for comparison between two Nouns. As:

The Gangesislarger than the Kos.
Reema is more intelligent than Mahesh.
His car is costlier than that of mine.
Comparative Degree Adjectives mugt take 'than' after them.

(iii)  Superlative Degree Adjectives — They qualify the Nouns to the
highest degree or extent. They are used for comparison among more
than two Nouns. As:

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.

The rules to change the Postive Degree into Comparative and
Superlative Degrees :

()

(i)

(i)

(iv)

Normally Postive Degree Adjectives take 'e' and 'est’ to form
Comparative and Superlative. As.

Bold bolder bol dest
Deep deeper deepest
Great greater greatest
Tal taller tallest
Small smaller smallest

If a pogtive 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
Big bigger biggest

Fat fatter fattest

Thin thinner thinnest
Hot hotter hottest

If a positive degree Adjective ends in '€, we just add " and 'st'. As:

Brave braver bravest
Fine finer finest
Able abler ablest
Noble nobler noblest

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 dirtier dirtiest

Adjectives and

Adjective Phrases
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(v)

(vi)

(vii)

(viii)

If 'y is preceded by a Consonant instead of a Vowel 'y' does not change
into'i'. As:

Grey greyer greyest

Gay gayer gayest

Some Positive Degree Adjectives form their compartive or superlative
inaveryirregular terms. As:

Positive Comparative Superlative

Good better best

Well better best

Bad worse worst

Evil worse worst

Il worse worst

Much more most

Many more most

Little less least

Far farther farthest

Fore further furthest

In inner innermost, inmost
Up upper upmost, uppermost

Positive Degree Adjectives of more than two syllables take 'more’ and
'most’ and not 'er' 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

There are some Comparatives which have lost their Postive and
Superlative forms. Now they are used as Postives. They end with ‘or'
instead of 'er’. As:

senior, junior, superior, inferior, exterior, interior, dterior etc.

Nouns Used As Adjectives

The use of noun as adjectivesis very common in English. As:

| met alittle college girl.

He is aways playing computer games.



Position of Adjectives:

An adjective used attributively is generdly placed immediately before the noun;

a5

King Vikram was a hearty king.
She was a strong headed girl.
The girl was arare beauty.

When an adjective is used after the link verb, it is said to be used predicatively.

Suchas:

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:

1. TheboyiS....ccovrieie e thanthegirl. (strong)

2. Motherwas.......ccccceveveeeveseeneen, than the children. (tired)

3. Shewasthe........cccccuveuveeene athleteof her school. (good)

4. Theeaglewas.........ccocveeereeennnne thenthekite. (mighty)

5. Themaninwhitesanginthe.........ccccceoviinnnenne voice. (sweset)
6. TheGangesisthe.......cccovvevevevieccecieseen, river of India. (long)
7. RUSSIAIS ...t than America (big)
8. ThePacificisthe..........ccocvveciviienene oceanintheworld. (large)
9. TOKYOIS....ocvevveeriecrieiis thanany other city. (densely populated)
10. Africahas.......ccccovvevvevruenene. forest than any other country. (much)
11. Bangdoreisthe........cccocveevvvevciecce e, city tolivein. (good)

Pick out and identify the Degrees of Comparison and write them
in the spacegiven below :

1. Saumyaisnimbler than her sster.

Adjectives and

Adjective Phrases

NOTES
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4. TheArabian seaisbigger thanthe Bay of Bengal.
NOTES

7. The high mountains of the Himaayas are spread aong the northern
frontier of India

C. Fill in the blanks with the correct degree of comparison of
Adjectives given in thebrackets:

1. Mount Everestisthe.......ccccocevvennne peak in world.  (high)

2. ThisSbOXiS...ccoevvevvernnnne. than the other one. (heavy)

3. Shyamisthe.......ccccvenenee man is my village. (rich)

4. Hisconditionis.......cccceevevveennnne than before. (bad)

5. Ashokwas.................. than most other kings of India. (great)

6. Kolkataisthe.........ccccooveuennee. city in India. (big)

7. Reetaisthe........ccoooeneene. of the three daughters.  (old)

8. The Tg is one of the .......cccceveeeeene buildings in the world.
(beautiful)

9. Someboysintheclassare........ccccceeuvnnee. than Hari. (tall)

10. ThiSWay iS ..c.ccecevreerirnnnne than the other one. (short)
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19 | Verb

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 Trangtive Verb
(@ Trangtive Verb with One Object
(b) Trangtive Verb with Two Obejcts
(c) Trangtive 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. Hegoes
2. Ram wept.

Verb

NOTES
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Personality Devel t
sonality Developmen 4. The child is deeping.

In the examples given above goes, wept, barks and deeping don't have any
NOTES objects.
Transitive Verb
€) Transitive Verb must have an object. As:
1. Hereads a book
2. You play cricket daily.

In the examples given above reads and play have been used as
Trangitive 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.

(© There are some Trangitive 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 Transtive and Intransitive verbs in the following
sentences and write the object of each Transitive verb againgt it :

Dogs bark.
Boys go to school.
The birds flew away.
He asked me a question.
She gave me a pen.
She never tells alie.
They found her asleep.
School opens at 7 am.
The teacher taught us alesson.
He washed his clothes.
She loves me.
Hari laughs
| like reading books.
She cried.
You helped me.

© © N bk~ wWwDNPRE
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Linking Verb
Linking Verbs connect subject to Complement. Such as:
1. | am a boy.
2. You are ateacher.
3. My father was old.
Note : Linking Verbs only consst of Is Am, Are, Was, Were are used as Man
Verbs.
Auxiliary Verbs
Auxilary Verbs help forming the Tense of the Main Verbs. As:
1. Rameshis 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 Auxiliaries.
Primary Auxiliaries are three in number : (1) be, (2) have, (3) do.
'Be' includes u (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) Putting 'not" after Primary Auxiliaries becomes Sentence Negative.
Suchas:
Heis not deeping.
(2) Primary Auxiliariesif put before the subject, the sentence becomes
Interrogetive.
Such as : |I's he deeping now ?
Exercise

A. Pick out the Verbs from the following sentences and put them in
therespectivecolumnsof Transtiveor Intransitive, given below :

1. Thegirl slept well.

2. She picked up theidol.

3. The cat jumped on the rat.

4. Theriver isflowing freely.

5. The man weaves a basket.

6. He made usfool.

7. People worshipped god.

8. She painted a picture.

9. Kiran appears to be cheerful.
10. Gagan looked pale and sick.

Verb

NOTES
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B. Find out whether the complements given in the sentences are
Subjective or Objective. Write SC for Subjective Complement and OC
for Objective Complement in thespacegiven :

1. Shefound himdeeping.
2. They saw her geding clothes.

10. Hegot well.
11. Thetrainisaway.
C. Framesentencesof your own from the given Verbs. Onehasbeen done

C )
« )
3. Welikethehonest to be rewarded. ( )
4. Ahorseisananimal. ( )
5. Thechildlooked afraid. ( )
6. Heappeared to havedoneit. ( )
7. Raman found Amit adeep. ( )
8. Weleft himashewas. ( )
9. Kapil remained ashe used to be. ( )
« )
C )

for you':

1. appear :  Ravi appearedtobefresh.

2. seem L e e ee e e e e e e e e re e e rre e an e e n e e e e e
3. look L ettt eeeteeaeeeeeeeeeereeaeeaaeeeaaeeateaaeeeareeaneeeneanne e
4. fed e et e bbb e b e
5. bring L e erreeeneereenteeeeeeeaeen—eaeeee—eeeearee e ee e e eteenae e
6. ga TP
7. cause PP
8. make L ettt et sr b et e
O. PrOMISE I et e e et
10. send Lttt tee e ee e ee e ee e e e et e et e e e e e e e e e e e e e e nnnens
11, SPread e e
12. ask PSSRV
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20 | The Model Auxiliaries

Words like be, have and do can be auxiliaries and main verbs. They have
grammatical functions and are used for forming tenses, questions, the passive,
etc.

Modals cannot be used like main verb and in tense formation. They are can,
could, may, might, must, ought to, shall, should, will, would and need
(need can adso be a main verb).There are certain rules regarding modal
auxiliaries.

Do not use modals for things which happen definitely (The earth moves
round the sun).

They have no -sin the 3rd person singular (She can sing beautifully).
Questions are formed without do/does/did (Can he come today?)

It followsamain verb in itsinfinitive (They must watch the movie)

There are no past forms (except could and would)(He was allowed to go for
excursion).

When you use the past participle you tell about things which did not happen
in the past (You should have donethis)

The Model Auxiliaries

NOTES

Check Your Progress

25.Define Modal

Auxiliaries.
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Usage of Modal Auxiliaries
Can — Can is used to show ability, permission and possibility. Such as:

| can speak in English. (ability)
He can win the match. (ability)
Can | sit here? (Permission)
Yes, you can. (Permission)
You can reach Delhi by 8 A.M. tomorrow. (Possihility)
She can complete the work in a week. (Possihility)

Could — Could is used to show abhility in Past Tense. It also can be used to
seek permission with greater politeness and express possibilities more strongly.
Such as

He could ride a horse in his young age. (ability)
They could work really very hard. (ability)
Could I have a cup of tea ? (permisson)
Could you alow me to accompany you? (permission)
The road could be blocked. (strong
possihility) 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 possihility)
May | go out for awalk? (permission)
May he attend the class? (permission)
Might expresses weak possibility. Such as:
It might rain today. (weak possihility)
He might come today. (weak possihility)

Shall/will — Shall is used with | and we and will is used with the rest to
express smple futurity. As:

| shall go to school tomorrow.

He will come from America next week.
We shall learn English.
John will buy a car. sefz|

Use of will with | and we expresses strong intention. As:
| will become a pilot.
We will win this match.

You, he, she, it, they and Nouns when used with shall express hidden
threat, command, instructionsetc. As:

You shall complete your homework first. (command)



They shall face the result. (threat)

The school shall re-open on Monday. (Officid Ingtruction)
Should and Would are used to seek permission with greater politeness. Such as

Should | use your phone? (permisson)

Wbuld 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)
| must become a pilot. (firmintention)
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 responsihility as well as strong advice. Such
as:

You ought to go to school. (strong advice)

We ought to be honest. (mora responsihility)

People ought to serve their motherland. (mora responsihility)
Exercise

A. Supply appropriate Auxiliary Verbs from the box given below :

daren't, needn't, must, can, may, should, can, could,
shdl, ought to, should, shall

Lol not speak in English.

2. She s pass the exams.

3. YOU oo consult a doctor.

4. Mahima.........c.ce..... win the match.

5. Theprogramme.................... be postponed.

6. TheAcademy .................. remain closed on Saturday.
7. Thestudent ................... first complete their homework.
8 We..ooeveeeen. obey our elders.

9. One.....cocuvvveen. be honest to be great.

10, e, | use your telephone, Sir?

The Model Auxiliaries

NOTES
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12. He....cccoeeenneee. work so hard to pass.

Fill in the blanks with suitable Modal Auxiliaries taken from
the brackets :

Lo, you like to go for awalk. (should, would)
2. Therich.....ccccocuveea. help the poor. (should, ought to)
3 e you paint a picture ? (can, could)
R | help you. (can, could)
5 All e be honest. (should, would)
6. We work so that we .................. enjoy. (may, can)
7. YOU..covevvveee, not go there today. (need, must)
S T you please speak truth ? (will, would)
9 e, God bless you! (may, can)
10. India.....ccccevunene win the match. (may, might)
I | rain today. (may, can)
12.We....coeveeneen. be kind to others. (should, must)
Use the following M odals in your own sentences as directed :

1. can (ability) . | can do anything in the world.

2. can (permission) D CAN ] ?
3. can (posshility) et ere e aaearen
4. may (permission) DMAY | ?
5. may (possibility) SRRSO
6. might (possibility) e et et areans
7. must (strong advice) ettt e e enen
8. darent PSS URUROURTROIN
9. ought tO (SIrONQAOVICE) & oot



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 classfied into the following categories as per
their meanings :
(i)  Adverbs of time (which show when); as :
| have heard this before.
We shall now begin to work.
He comes here daily.
That day he arrived late.

Adverb, Adverb Phrases
Comparisons and
Intensification

NOTES

Check Your Pgoress
26. Define an adverb.
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(i)

(iii)

(iv)

v)

(i)

(viii)

Adverbs of frequency (which show how often); as : | have told
you twice.

He often makes mistakes.

| 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.

| am badly prepared. The seais very stormy. | 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. | do not know
him.

Adverbs of Reason; as :
He therefore left home
He is hence unable to refuse the charge.

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. Adverbsare divided into three classes according to their use:

(i) Simple adverbs, used to modify the meaning of a verb, adjective and
an adverb; as:

| 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?
(i) Relative Adverbs which refer back to a noun as their dependent;
as.
| remember the house where | was born.
It should be noticed that :
(& A simple adverb merely modifies some words.

(b) An interrogative adverb not only modifies some words but
also introducesaquestion.

(c) A relative adverb not only notifies some words but also
refers back to some attachments.

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.

Areyou 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)

Adverb, Adverb Phrases

Comparisons and
Intensification

NOTES
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E. Adverbs ending in 'ly' form the comparative by adding
'mor € 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)

(ii)

(i)

(iv)

v)

(i)

(vii)

(viii)

(i)

Adverbs of manner are mostly formed from adjectives by adding
ly'; as:

clever - cleverly, kind - kindly, quick - quickly.

wise - wisely, foolish - foolishly

Akbar was a wise king.

He ruled wisely for many years

When the adjective ends in 'y preceded by a consonant, change 'y
into i' and add 'ly; as:

Happy, happily, ready, readily

When the adjective ends in 'le’, simply change '€ into 'y’ ; as :
single; singly ; double ; doubly

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
toanoun;as:

Afoot (= on foot); abed, asleep, ahead, aboard

Similarly there are other adverbs which are also compounds of
some preposition and anoun ; 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)

v)

(Vi)

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 thereisone; as:

It israining 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.
| 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, aways,
never, often, rarely, usually generaly) are put before the verbs.
As:

His wife never cooks.

| have often told him to write neatly.

We usually have breakfast at 9.

| quite agree with you.

If the verb is — am/are/is'was, these adverbs are placed after
theverb ; as.

| am never late for school.

He is always at home on sundays.

We are just off.

When an adverb modifies an adjective or another adverb the
adverb usually comes beforeiit; as :

Ram is arather lazy boy
The dog was quite dead.
Do not speak so fast

Adverb, Adverb Phrases

Comparisons and
Intensification

NOTES
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Communication Skills & (vii) But the adverb enough is always placed after the word which
Personality Devel opment it modifics * as -

I's the box big enough?
NOTES 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, dways, bravely,
well, when, where, how, why, once, harder, exact, a once, often.

1. Sheisrathersad..........

2. Itistrueheran.........

3. Our planelanded............. a4.

4. Hewentthere.......ccooceveveveeienen,

5. Thecontractor worked............ . to completeto buildingintime.
6. Hegoesto gymintheevening................

7. Hehadreached at hisuncle’s............. .

8. i peak thetruth.

9. Thejawanfought .................... .

10. Thisisa............ written article.

i will youcome?

12, e canyou find amatching table cloth ?

13, e areyou going to settlehisaccount ?

14. e do youwant to leave Delhi ?

15. Shewantstoknow .............. you haveplaced her L.1.C. policy.
16. Youwant to know how ................ hewill come.

17. Thededertriedtotell ............... hegot thedigributorship of L.G
18. Weknow .............. hefaled inhislast attempt.

19. I haven'tseenhim...........

20. Twork .......ccccuenee than you.

152




22 | Linking Devices

Consider this example:

| like cooking. I like eating. | don’t like washing dishes afterward.

These are 3 different sentences which can be combined into one as follows:
| like cooking and eating, but | don’t like washing dishes afterward.

Here ‘and’ and ‘but’ are linking devices linking three sentences together and
in grammar we call these as“ Conjunction”.

Conjunctions are words that link thoughts, actions, and ideas as well
aswords, phrases, or clauses together. Without conjunctions, we are forced to
take help of a series of short, simplistic sentences to express our ideas and
thoughts. Conjunctions allow us to form complex, elegant sentences and
avoid the choppiness of multiple short sentences.

Geetais clearly exhausted, yet she insists on dancing till dawn
| tried to hit the nail but hit my thumb instead.
I’d like abike for commuting to work.

While using conjunctions we have to make sure that the phrases joined by
conjunctions are parallel (i.e. they share the same structure and agree to each
other).

| work quickly and am careful (incorrect).

| work quickly and carefully (correct).

Linking Devices

NOTES
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Communication Skills & There are only a few common conjunctions, yet these words perform many
Personality Development | ¢ |\ ions: They present explanations, ideas, exceptions, consequences, and
contrasts. Commonly used conjunctions are: and, as, because, but, for, just as,

r, neither, nor, not onl wheth )
NOTES or, neither, nor, not only, so, whether, yet

() '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.’

(i) 'Baljit and Surendra are good bowlers. is a short way of saying
instead of 'Baljit is agood bowler and Surendrais a good bowler.'

So,
‘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
subordinating.

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 :

(1) 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.

(i) Adversative which expresses opposition or contrast between

154 two statements. In other words those conjunctions that join two




clauses of opposite or dissimilar idea; are caled Adversative Linking Devices
Conjunctions. Such as:

. NOTES
but, yet, still, whereas, nevertheless, only, not etc.

For example :
He is slow, but heis sure.
| was annoyed, still | kept quiet.

Conjunctions must be carefully distinguished from other linking
devices such as Relative pronouns, Relative adverbs and
Prepositions which are also connecting words.

() Thisis the house that Mohan built. (Relative pronoun)
(i)  Thisisthe place where he was killed. (Relative adverb)

(iii)  Takethis and give that (Conjunction)
In the sentence (i) :

The Relative pronoun that refers to the noun house and aso 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 linkg/joins the two parts of the
sentence.

(iii) Alternative (Disjunctive) : Those which join two clauses
express- ing a choice between two aternatives, 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 feighs madness.

(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.

(@ All precautions must have been neglected, for the cholera
spread rapidly. 155




Communication Skills & (b) Something certainly fell down, for | heard a splash.
Personality Devel opment

B. Subordinating conjunctions — These are the words that join one
indepen- dent clause with one or more dependent clauses, thus
NOTES 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.

(i) 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..... that.

(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, athough, as, however, notwith standing, that, whether

(viii) Comparison :

Those which form adverb clauses of comparison; such as :

(ixX) Manner :
Those which form adverb clauses of manner; such as:

as, according as, as if, as though.
156




(X) Apposition :

Those which form noun clauses such as that (it is preceded) by a
trangtive 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, further
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.  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.)

2. 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 afull stop has to be used.

3. 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.

Exercise

A. Join the following sentences with 'and’ or 'but'. One has been done
for you:

1. Meeraisinteligent. Manohar isintelligent.

Linking Devices

NOTES
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Communication Skills & Meeraand Manohar areintelligent.
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2. Manuishrave. Saket istimid.

NOTES | 7

B. Fillintheblankswith appropriate Conjunctions:

1. Shegotupealy................... could not reach school intime.
2. Sujeetlearnswrestling ................... heisstrong.

IC T IR my son have cometo see you.

4. Manimda................... her children hasgoneto thefair.

5. Maheshishard-working................... Sureshislazy.

6. Nanratagottheletter ................... did not giveit to me.

7. Lakhan................ Lohitisgoing to Mumbai.
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8. e, thestudents.................. their teacher wasinvited.

Pick out the Conjunctions from the given sentencesand writethem in
the spaceprovided :

1. Ram and Shyam love each other.  ................coiieee.
Ram is tall but Shyam is short. ...,
Hira or Moti could pull the cart. .....c.coociviiiniininnen.

She was punished for she was guilty. .......cc.cooceeieiinin.

I got late because it was raining heavily. ........c.......cooo.e.
When the sun shines, it is daytime. ...........c....cooeieeen

If I had seen him I must have talked to him. .......................

Though my friend is poor, he is very happy. ......ccccovvvenvenennen.

© ©® N o bk Wb

Either you or your sister will be paid for this. .......................
10. Neither the boy nor his father came to me. ............c...ceeene.
11. Subha is not only tall but she is also beautiful. ....................
12. He as well as his wife is doing this course. ..........c..c..........

Frame sentencesof your own with thegiven Conjunctions:

1. But e
2. For e
3. Because PPN
4. And TP U PRPR USRI
5. Or e
6. Either...or L e
7. Aswell as L s
8. Notonly..butaso : s
9. Neither..nor L s
10. When L s
11. Though TSP UUTUUPRURTUPRRUIR

In thefollowing sentencespick out theconjunctions:
1. Birdsfly and fishswim.

2. Heisslow but sure.

3. lwasangry, ill I kept quiet.

4. Belindasmiled andtheworld wasgay.

Linking Devices

NOTES
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tyey?
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12.
13.
14.
15.
16.
17.
18.
19.
20.

Walk quickly, else you will not overtake him.

Hurry up, otherwise you will missthetrain.

| read the paper because| wasinterested inthe news.
| don't care whether you stay or leave Delhi.

Sinceyou say 0, | will come.

. Weeat that wemay live.

| will not see imthough he comes.

A book isabook athough thereisnothinginit.
We shdl go sinceyou desireit.

| must play herefor suchismy duty.

Look beforeyou leap.

Pay while you play and work while you work.
Whileyou arein Rome, do asthe Romansdo.
Asyou sow, so shall you reap.

Heisricher than Govind.

Cachmeif you can.



23 | Subject Verb Agreement

The verb signals an action, an occurrence, or a state of being. Whether
mental, physical, or mechanical, verbs always express activity.

Physical verbs are action verbs. They describe specific physical actions. Eg.
Let’swalk to the temple and back.l hear the mobile ringing. Call me when
you are free.
In contrast, Mental verbs have meanings that are related to concepts such as
discovering, understanding, thinking, or planning. In general, a mental verb
refers to a cognitive state. EQ. | know the answer. She recognized me even
after so many years. Do not always believe what you hear.
States of Being Verbs or linking verbs describe conditions or situations that
exist. These verbs are usually complemented by adjectives. E.g. | am a
teacher.We ar e ssmple human beings. Please be quiet.
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.

(i) His knowledge of Hindi alphabetsis 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 plura
verb; as :

Gold and silver are precious metals.

Subject Verb Agreement

NOTES
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Are your brother and sister at home?
He and | were eating.

But if the nouns suggest one idea to the mind, or refer to the same person
or thing the verbis singular as :

(i)  Opportunity and time waits for no one.
(i) Riceand 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.

When the subjects joined by or, nor are of different persons, the verb agrees
with the nearer one; as,

Either he, or | am mistaken.
Either you or he is mistaken
But it is better to avoid these constructions, and to write :
He is mistaken, or else | am.
You are mistaken or else heis.

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.

The wages of sin is death.

Mathematics is a branch of study in school.



pains and means take either the singular or the plura 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
singular 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
collective unit, it must be followed by a singular verb; as :

The Panchtantra storiesis 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
asawhole, the verb is generally singular; as:

Fifteen minutesis allowed as extra time for each canditate.
Five kilometersis along walk.
Three parts of the vehicle was left to load.

Exercise

A. Fill in the blanks with the correct forms of Verbs given in the
brackets:
1. LatikaandMohan...........c.cc....... friends. (idare)
2. GitaandAbdul ......................... donethis. (has/have)
3. Thehorseandcart .......cccceeeveeenens brought. (was/were)
4. Slowandgeady........cccccevvrvernenen. therace. (winfwins)
5. Eachbook and notebook .............cceeueeneee. beencovered.  (has/have)

Subject Verb Agreement
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6. Everyhorseandbullock ..........ccccceveveenens examined. (was/were)

7. Agangofrobbers.......c.cceeriinnnnen. caught by thepolice.  (was/were)

8. Afleetof Ship...coovrvrvreenee salling towards Chennai. (iare)

9. India........cc....... won the match. (has/have)
10. Thegroup .....cccccvceveeeerenne tryingto do this. (iare)
11. NONEWS....ccceeveeeverie e good news. (iare)
12. Thefurniture...........cccueeeee. sold to Kritika (was'were)
13. Thepeople.....ccoorvecerirrene. questionsabout it (ask/asks)
14. Thecdttle.......ccoevvrennens helpful to farmers. (prove/proves)
15. Mdaaswell asher sigers........cccevveenene. come. (has/have)
16. Not only thequeen but dso her mads.................. walking. (was/were)
Fill in the blanks with the correct forms of Verbs given in the
brackets:

10. Thegroup .....cccceeeevruenne tryingto do this. (iare)
1. SriKrishnaand Sudama.................... friends. (was'were)

2. Naendra.........ccce..... beenin Kolkatafor alongtime. (has/have)

3. TheArabianNights..........cc.c..... astory-book. (iare)

4. Eachboyandgirl.................... intelligent. (iare)

5. Netheryounorl .................... guilty, my friend. (am/are)

6. A choirof angers.........cc.c...... giving aprogramme. (was'were)

7. Audrdia........ccccueu.. scoring runs. (was/were)

8. Myluggage......ccoourunnee. lying onthefloor. (iare)

9. Thepolice.....ccuuun... arrived. (hes/have)
10. Mahegpaswell ashischildren.................... to come. (iare)
11. Not only thestudentsbut dso their teacher ................. come. (has’have)



24 | Tenses

Tenses die & fau e frfafed ol &1 SRRt g emevas ¢
(1) Tenses & fafay &9, (2) I=&& Tense &I TgdM,
(3) Tense ® Subject ® Number T& Person & 3TIER Verb &1 W& ¥,
(4) Tense % Subject, Verb 3R Object, #1fE o1 TRLM & WA HT|
R H g F fopew (Verbs) & fafay &4 &1 @&t feqwr (=) & Tense
FEAMl €| qord: Tense oFF-ToH1 &1 Wishan © f@d Subject (%) & Number
(=) & Person (q¥¥) & 19&9 fa=i-fa= &1 o fFamd (Verbs) fo=-fa= & &
I el €
g ferferer shrer@vel o wge foranetl & & 9 a1 &l 2
79 e H B Tense & fagetl W fowar @ ==f 3w, fobeg 390 ot 79 Tense @i
Time ™ Yeh1eT Sra 1 ot Teavae 2
TENSE AND TIME
Tense Verb &1 @& &9 (Form) © S Verb gR1 o 1d 31odl Tael & GHI 6l
e I
Time (THF) T QAT o TR Ik T I8 TAR S 1 AT 317 & S
Y, fie, wvar, fA, wwre, wE, o, onfs w6 § S S 1 9w fee et o
SYdl TEl 1 3 el § Uh-Ush Uol TR A @A el 999 (Time) 3 3R
TR 21
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)

Tenses
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Td: TE Tavaw © foh faaneff Present Tense TS Present Time, Past Tense T Past
Time @ Future Tense TS Future Time i wefl-Aifd Twer o1 399 S= TS &
ATt TET e 9 AfyeTad w H wga meg fueri
Tenses @t ot Wt & fawrfsa femar mm 2 -
(1) Present Tense (2) Past Tense (3) Future Tense
ST Yk Tense 1 ot WIR-=R 9l & fawifsa feen e @
1. Simplea Indefinite 2. Continuous 31 Progressive a1 Imperfect
3. Perfect 4. Perfect Continuous
TH YR g Aol 3 x 4 = 12 Tenses &1 &
1. The Present I ndefinite Tense (Simple Present)
7 Tense® Bi-ammli & sa ® '@ &', ‘@ &, ‘e €, € e ®
TH Tense &1 WA oA &0 H € aTel sh1dl =1 31&d & forg e 21 39 ol # ¥,
€, € 1 IS is, am, are &l oA, TR 3 A fowan & ofw €, woa= = fu=t fomamd
Tl %'I 39

Heplays, They play, | play.
Affirmative (TeRIeasR) aei B Third Person % Singular Subject & 191 Verb &
First Form ® s es @ & IR Plural Subject & @ Verb @1 st First Form
(forT gles) WA feran e 21

Pattern :  (a) Subject (Il Person, Singular) + V., (s/es) + ..

(b) Subject (111 Person, Plural) +V, F o
31 ul- Sheplays.  They write. Boys play.
First person 1 second person& aTRIT & 191 verb T root form (V,) T3 &Il €1
Pattern:  Subject (I/welyou) +V, + ...
31Ul | play. Youswim. Wesing. You go.
Negative meRi H Third Person, Singular Subject =1 fearfa & does not + V, W
Third Person, Plural Subject & @& do not + V, %1 WA =@ Tl TH TER
|/\welyoulthey & =191 it do not + V1 T feRamemar 21
Note: (1) | — Singular 81 Ter=q & @ Plural Verb =1 9T el €1

(2) Verb &1 First Form 93d Plural (sga=H) ¥ Bl g1 S¥—go, come

amfel

Tehae S & ¥ 3EH s A1 es e 34 €1 SiH—goes, comes 3T |
Pattern :  (a) Subject (Ill Person, Singular) +doesnot +V, + ...

(b) Subject (11l Person, Plural) ~ +donot  +V, + ...

(c) Subject (I/welyou) +donot +V, +....

31Ul (i) Sarita does not sing. (ii) Boys do not play. (iii) I/We/You/They do not
swim.



Interrogative are=i # [II Person, Singular Subject & ¥ (I & Tae) ae” & Tenses
YR ¥ Does e 99§t Subjects & T e % YR ¥ Do T WA HW € 3N
a1 H ggarEs f9E (?) W@ B

Pattern :  Does/Do + Subject +V_ +.......... ?

NOTES

3IqT1gYUT- (i) Does Sonal do her work ? (ii) Do girls play in the sun ? (iii) Do we
regard our elders?

i (Uses) : 38 Tense @ oM feferfea sreensi o &l €

1.  vwed 9 (Eterna truth 31 Universal truth) &1 19 Y&he & & fag;
9

(i) The sun rises in the east. (ii) Water boils at 100°C. (iii) The earth
moves round the sun.

2. TR (Permanent) ®1@ 1@l TUE &1 99 wH & fow

(i) We hear with our ears. (ii) The rose smells swest.
3. 7Ed (Habit) &1 9a Wehe w3 % fog; S

(i) They usually go to a movie on Sundays. (ii) Hari never goes to office
late.

(iii) He always comes to school punctually.
Note : Simple Present ® Y always, often, seldom, sometimes, rarely, usually,

regularly, =TS Adverbs &1 I TR 1 9@ Tehe o & fau e fwrar ¥ 1@
feparr ST 2|

4. Tfgeifaes adHE (Historic Present) T St4 3 de i@l 3@ g1 gAH
& faw; s9 .

(i) Now the battle of Panipat begins. (ii) The batsman takes strike
and goesfor asingle

5. & oS afaremeia wEdswal &l Jhe wE & fau e 9fas &
9T (Future time) &1 3TR Hehd 1 aTel 31 tomorrow, at 4.30 p.m.,
next Monday, next week, 1€ =T Wi &1 S| :

(i) We leave Ajmer tomorrow. (ii) The train leaves at 4.30 p.m.
(iii) Classes begin next Monday.
Tge™ : 39 Tense® ol ¥ FreAfafed Adverbials 3md & :

(i) inthemornings/ evenings...................., S

(i)  onSundays/ Mondays....................., SIE

(i) each day / night / week / month.................... 3R
(iv) everyday / night / week..................... AT

(v) always, often, sometimes, usually, generally, frequently, seldom, rarely, 167




Communication Skills & never, regularly, daily, (without past showing group of words.)
Personality Devel opment , ,
2. The Present Continuous (Progressive) Tense

e i@ Tosed o d@ g @ @R geane g2, e, g

NOTES g’ onfx M &1 I8 Tenseis, am, are + ing form of the Verb ¥ sl 81 14 :
| am playing. You are playing. Heis playing.

1. Affirmative Sentences § Singular Subject & &% is den Plural Subject &
are =1 WA 2l ®, oifehd We/You & ®1¥ are el | & ®¥ am 1 WA erl €|

S
Sheis watching TV. Renu is sitting on the stool.
We are playing. Children are weeping.

Pattern : (@) Subject (11 Person, Singular) +is+V, (ing) + .......
(b) Subject (111 Person, Plural) + are+ V, (ing) + .......
(c) WelYou + are+ V, (ing) + .......
(d) I +am+V, (ing) + .......
2. froureA® (Negative) I W not &1 is, are, am &1 &I foa & ing ¥4
(form) & == & e &
S (i) Heis not reading a book. (i) They ar e not going to market.
Pattern:  Subject + iardam + not +V_ (ing) + .......
3. HyEras ol ¥ s, am, are sl wal (Subject) ¥ TS T Bl S :

(i) Is he playing football? (i) Are they making toys?

Pattern:  ISAm/Are + subject + V_(ing) + ....... ?

TR (Uses)

1. THH WA U FE % A E 2, S oo & 5N I R S % T SR
= S
() I am writing letters. (i) The child is weeping.

2. ¥ Tense Hvll-w+l fve vfawr & o1ef H q& fauifa wrfsal &1 = &0
o e il ¢ 9feeIq et b1 e #H ol $eal (tomorrow, next week
M) 1 39 Tense & W YA il &1 S¥:

(i) My father isleaving for home tomorrow.
(i) Hari is coming here next week.

3. faepe 9fg= #1 fvan fe@m & foq going to &1 «ff =i giar €1 U6 o |
HE BT B IS A R h1 A Bl 21 S (i) She is going to lead a

new life. (ii) 1 am going to see him tomorrow.

168




UgeE : 39 Tense § Frefafed Adverbials 30 & S 8! U89 &I § e
B ®

now, still, today, tonight, these days, now-a-days, at this time, at this moment, at
present, at thisinstant, etc.

Verbsnormally not used in ‘ing’ form
et Verbs s 9@ @™ Continuous form o =&l giar €

1.

Note:

Verbs of perception (FAfsal & wal & =9 & drel fewamd)
see, hear, taste, fed, smdl, notice, prefer, please, recall.

Salglul :
(i) | am seeing a picture. (Incorrect)
| see a picture. (Correct)
(i) 1 am hearing a song. (Incorrect)
| hear a song. (Correct)

Hear & @191 ing &1 WA G & o ® =&l g e1faq e & fere gran 21 99
Hear, hear ! The judge is hearing the case.

Verbs showing fedings or state of mind (9rEsT sieran wfsh &t
SRS I A wW At fHAT) : want, wish, desire like dislike,
believe, care, hate, love, hope, imagine, refuse, forgive, 3|

Salglul :
(i)  She bdieves in God. (Correct)
Sheis believing in God. (Incorrect)
(i) 1 hate you. (Correct)
| am hating you. (Incorrect)
(i)  We wish you success. (Correct)
We are wishing you success. (Incorrect)

Verbs showing possession (T a1 3TfysR Feffd & aet fwamn):

possess, own, beong to, have.

Salglul :
()  He possesses a vast area of land. (Correct)
He is possessing a vast area of land. (Incorrect)
(i) 1 have a dozen of horses. (Correct)
| am having a dozen of horses. (Incorrect)
(i)  This horse belongs to me. (Correct)
This horse is belonging to me. (Incorrect)

Tenses

NOTES
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4.  Verbs denoting the process of thinking (foemefiarar &t fafa  stereemst
HI Zh wE el fwand): know, fed, think, suppose, remember, forget,
recollect, mind, recall, understand, mean, realise.

3TEY0T-

()  Heknows reading and writing English. (Correct)
Heis knowing reading and writing English. (Incorrect)

(i) | remember how he led his past days. (Correct)
| am remembering how he led his past days. (Incorrect)

(i)  Hethinks that you are an honest man. (Correct)
He is thinking that you are an honest man. (Incorrect)

(iv) Sheis bdieving in God. (Incorrect)
She believes in God. (Correct)

(v) Heis knowing English. (Incorrect)
He knows English. (Correct)

Note: IR{ZA & 3T, WEIST a1 ol ! =<k w1 arell /s frane #§ 5 ing
T T W SR 1 & AR S 2 S
()  The doctor is seeing the patient. (see = W= =)
(i) Heis seeing me today. (see = THer )
(i)  Thedoctor is feding the pulse of the patient. (fed =ss1 i)
3. ThePresent Perfect Tense
Ig Tensehave @ has @en fsa & Third Form & a1 81 S :

(i) I have done the work. (if) He has learnt his lesson.
IS | IS HH & AW
1. 11l Person, Singular Subject % 19 has + V@2 Third Person, Plural Subject

% WY have + V, T T F 21 |, We T2 You & @l +ff have + V, 3T
2

(1) Ram has written a letter. (2) They have gone home. (3) | have taken tea.
Pattern: (@) Subject (11l Person, Singular) + has + V, + ..............
(b) Subject (11 Person, Plural) + have+ V, + .............
(C) Subject (I/WefYou) + have + V, + ..............

2. foemcHes smel | not @1 WA havelhas 3R §&a fowen & o= # giar 21 S

(i) He has not taken food.
(i) 1 have not learnt the poem.
Pattern : Subject + hashave + not + V, + ..............



3. Wy o 9 have 9 has 1 WA Subject § e Bl € e ged T
1 WA Subject & 91 gl €1 S :
(i) Have you learnt your lesson ?
(if) Has Sita sung a song ?
Pattern : Has/Have + Sub + V, + .............. ?
TET (Uses) :
1. =@ Tense WM ¥ %M & foq g & St et vl & & WA gam
T =Rl § agHT just, recently, already ST ST Hd §1 S ;
(i) He has just gone out.
(ii) He has already explained his prablem to me.
(iii) I have recently read this nove.
2. 3@ Tense 1 WA 37 HrEl & T &am & S 9ol § R & T & W AR
T o ug H ot e 3 el se—
(i) He has cut his finger.
ST T 3Tt e ot ¥ (W 1 ff TE 9% WD)
(if) The Chetak Express has arrived.
<deh TS 31 gt 8 (IR areft off 7% wiewid W 7))

UEAT: 39 Tense & WY IGAM HIA T S¥ HIH o W&l already, just now,
recently, so far, lately, yet, this wesk/month/year, 1€ =1 ¥arT eial 81 S :
(i) He has saved 200 rupeses this week.
(if) My sister has not got up yet.
(iif) Have you seen my mother lately ?
4. The Present Perfect Continuous Tense
T e S S gR e TRy 9 % g W el SR e e o9 U Bl gk @,
Present Perfect Continuous Tense esa ¥fiel fovt S 2

1. Third Person, Singular Subject % &9l has been + V, (ing) @ ¥ |+ft Subject
% W have been + V, (ing) F TEN B T RN T AN F o W
for/since® =1E Twe a1 gan e €|

Pattern :

(a) Subject (111 Person, Singular) + has + been +V (ing) + object + for/since + time.
(b) Subject (111 Person, Plural) + have + been + V, (ing) + object + for/ since + time.
(©) Subject (I/WelYou) + have + been + V, (ing) + object + for/since + time.

3q1eYurl ¢ (i) | have been reading for two hours.

(if) He has been working since 3 O’ clock.

Tenses
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Communication Skills & (iii) They/Yow/We/l have been playing since noon.
Personality Devel opment
Y P 2. froemcrss ol o not 1 AT has/have 31 been % #&a1 2ial €1 19 :

(i) He has not been living in this house for four years.

NOTES (i) They have not been playing since morning.

Pattern : Subject + has/have + not +V, (ing) + ..........
3. Weme o | hasdel have s WA Subject (Whdl) ¥ el Bl B S

Have you been lear ning your lesson for two hours ?
Has she been teaching in this school for twelve years ?
Pattern : Has/Have + Subject + been +V_(ing) + .......... ?

TRt (Uses)

TH Tense F1 WM T¥ & & folg gia1 @ S kil § RE gal o 3R o9 off
S &1 3@ Tense ® WA: for/since (3ifarda: F&l) & o5 o o= fan g 21 afg
T =& fean e € @ ae Present Continuous Tense ® @M1 STan 21 feifafer
ol ki 2fEu:

(i) It israining. =1 &1 W §1 (Present Continuous Tense)

(ii) It has been raining for two hours. @i &1 =0¢ ¥ & W& 2|

(Present Perfect Continuous Tense)

g : 39 Tensed since 3R for &1 WM Bidl €1 since 1 Wam ff¥=a &9 (point
of time) & ferT qen for &1 %M 97 &+t 31@fy (period of time) & ot &t
%I ﬁﬁ s

(i) Hari has been playing with a ball for two hours. (period of time)
(i) Sita has been reading her books since morning.  (point of time)
5. The Past I ndefinite Tense (Simple Past)
39 Tense T AN ekl &M (actions), seAel, A= fafha €9 9 o1 9=

BN o1 T qT STEdl R e K W foRA S g1 S

(i) He broke his leg in an accident. (happening)
(if) She wrote letters to her mother. (genera action)
(iii) Abhishek always went to school in time. (habitual action)

1.  Affirmative Sentence s-M &% foTT @sft Subjects® @ Verb & | Form T
W e Srar #1 S (i) Shewept. (i) They went home. 2|

Pattern : Subject + V, + ........
2. Negative 319 Subject % @% did not + V, %1 FaRT T a1 W &1 S

(i) Shedid not weep. (ii) They did not go home.
172 Pattern : Subject + did not + Vy + .........




3. 9 % I H Subject ¥ 4 Did T 9 & 3T H AT (9% (?)
TEHY |nterogative Sentences FFTT ST Bl S (i) Did you go there ii) Did
she write any letter ?

Pattern : Did + Subject + V, + ....... ?

9 Tense® fafay wa M =1 1= forar 9 99=mn 7o 2
TR (Use) ¢

1. 39 Tense &1 YA SIdhal | BN ot Tl A1 AT &l oFdd & & fou
e S @1 99 39 Tense T YA BN € @ O H fRd v (Word) A1
YT (Phrase) & §NI dehlel & TH whi =k fohal sl €1 S

(i) He worte a nove last year. (i) India became free in 1947.
2. I YAHTA H1 AR SaH % AU Ww B 21 S

(i) Madan always sang in the morning.

(il) Whenever Hari went out at night, he carried a torch.

for9iw : used to 1 AN i Ykt H MM dqH & AU Tl €, W q@ A

R Yohe HIAM © W JAhIA | et WA Afeh adAaA § T S When
he was young, he used to play cricket.

3. (9 TonthH@, ifyeR o1 Wy 9aH & A9 Verb ‘have & Second Form
(Past Form) had =T T fea st 21 99 ¢

(i) Once my neighbour had one dozen cows.
(i) She had no money to buy vegetables.
(iii) Had he really seven horses ?

(b) Veb ‘have i 3wd® el (TEnfe/sifyer/amery) & sifaie <«
TEU A, T, 3, AR oM MK TH H WA R W € @
Negative 3 Interrogative ameRil & did =1 93T fehan Siar 21 54
(i) Shehad lunch at 1 p.m.

(i) She did not have lunch at 1 p.m.
(iii) Did shehave lunch at 1 p.m. ?

g
T THR & o | Frefafed Adverbials 1 gE TR S @

last night, last year, last month, last week, long ago, some time back, yesterday, once,
in 2001, sl

6. The Past Continuous (Progressive) Tense
T HA P I Y he Bl ¢ T Ik ¥k S e iR A T gen em

TH el & Rl § i el T ety o gea-fag T ke gen g €1 39 WhR &
o o e | T Eren’, ‘T e, ‘T Y, onfE wIs ot €1 S/ ¢ (i) He was playing.

Tenses
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(i) They were flying kites.
1. Third Person, Singular Subjects T | % 12 was + V, (ing) &1 T % €
qon I Wt YER F Subjects® T were +V, (ing) 1 WM fF S 2

Pattern :  (a) Subject (111 Person, Singular) + was + V4 (ing) + ......
(b) Subject (1) + was + V4(ing) + ......
(c) Subject (111 Person, Plural) + were+ V 4(ing) + ......
(d) Subject (You/We) + were + V 4(ing) + .....

3qlg{ U7 :
(i) She was reading. (if) We were laughing.
(i) I was sitting. (iv) They were dancing.

2. Heping Vabs-was'were @ Vb & ing Form & &9 not Y@
Negative sentences MY ST RS : (i) He was not playing. (ii) They were
not dancing. (ii) We were not laughing.

Pattern:  Subject + was/were + not + V1 (ing) + ......

3. AT gl § was 3R were I Subject & Wed T@d €1 W : (i) Was
he playing ? (ii) Were these boys washing their clothes yesterday ?

Pattern: Was/Were + Subject + V4 (ing) + ........ ?

7T (Use) ¢

1 oo T O % o R ST S S e ¥ S @ S
(i) He was lying in the sun. (i) They were playing in the fied.

2. TEH JEN W@ @ F fau off g @ S qdee ¥ |9 99 9% S @ E
R U e FiE U w1 oFf g @ 39 TR FE F fow St g Tu @
ST 2, Simple Past Tense &1 3 &< € den 779 Clause ¥ &/ Wil &1 &
3I&H Past Continuous T WM &¥d 1 S :

(i) Mahesh was reading a novel when | went in.
(i) When the war began, | was living in Kolkata.

UEAM :  IH YRR & Il Ht FiE fafre weem T g, weg 3 A | at

that time, at that moment, those days, then <& Adverbials 3T 2|

7. The Past Perfect Tense

70 Tense & o1l § T Bial € T 1 ol W@ gC ST 99 & T 21 et &
ol @ ot W g o, g 9, fern en’, fod &', enfE wissl o A B R

1. W% Subject™ ®¥ had+ V1 TR X 3T AR Bl AT SO €1 S

(i) Mahesh had done his work. (i) She had done her work in time.
Pattern:  Subject + had + V3 +......



2.

Negative aTeil & not &1 had @& Main Verb (q&a fsan) & &= & @ €l
i

The poilce had not reached before the thief ran away.

Pattern:  Subject + had + not + Vs+ .......

3.

Wearees areFl § had 1 Subject % TES TEIT i Bl S
Had the match begun before you arrived at the ground ?

Pattern: Had + subject + V3+ ....... ?
TR (Uses)

1

T Tense 1 WM T8 & & fau &1 € S ot o foredt g & o w8
T € T T i S wE Ued ® ST €, S9H Past Perfect Tense %
AN Bl B1 S o1E | g €, S99 Simple Past Tense 1 WENT Bl €1 T
3t 9l ht Sied % fau before, when, after, 3mf< Conjunctions T W& il
%ﬁ@:

()  Mahesh had written the letter before | entered his room.
“‘Mahesh had written the letter’ — @ &/ Tgel AN gaT|

‘| entered his room’' — 38 &M 91§ H g3l

(i)  The students went to school after it had rained.
(i)  When the bl rang, we had finised our work.

Note: Sfa < s Hie-@1el el @ & df S+ o Simple Past Tense s WM % 21 4:

As soon as he saw the palice, he ran away.

deTel i STehall Bl % falT 3§ Tense &1 TAN &1 &1 Wehalll

| had finished my work yesterday. (Incorrect)

| finished my work yesterday. (Correct)

79 Tense &1 F41T T8 Conditional Clauses # eiar & fomd v syashrel ® gt 7
g @

If you had reached the station in time, you would have met your friend.

I g0 I ¥ WIA €9 ™ T A % A9 i Tt e g (Afe guent
T2t foem)

Jaehte (Past Time) &1 fordlt oTq0l 3=a1 o =R & & folT 39 Tense 1 WM
wish, would sooner/rather, if only, asif, asthough = @12 gt 21 i :

() 1'wish | hadn't telephoned her ( = | am sorry | telephoned her).

(i) If only I had seen the thief ( = but couldn't seg).

(iif)  He shows/showed as though he himself had caught the thief (= but
he didn't do so).

Tenses
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Communication Skills& | 8 The Past Perfect Continuous Tense
Personality Devel opment

T Tense & a0 ¥ Yhe Bl ® foh & gk H foRdl 99 =] B 1% T
=l @1l kTl H &1 oI W@ %1 g9 S g @)

1. 9k hdl % W had been oM fwal & First Forme 310 ¥ ing @I |
Ffy=a ¥ (point of time) & AT since @en WA &1 1afy (period of time)
& AT for &1 WA # €1 SH—
(i) He had been studying for two hours last night.
(i) 1 had been walking in the park since yesterday morning.
Pattern:  Subject + had + been + V4(ing) + object + for/since + V1(ing) + time.
2. Negative Sentences H had % 1% been ¥ W&dl not = &1 A :

NOTES

It had not been raining today since morning.
Pattern:  Subject + had + not + been + V1 (ing) + object + .......
3.  WearEs 9l had FI wdl @ Ued W@ 1S9
Had your brother been buying some books for two hours yesterday ?
Pattern: Had + subject + been + V; (ing) + object + for/since + time + ....... ?
AT (uses) :
1. zH w@ W % & fAu e @ S gqasee | iy g9 9 S @l
" WY 9E: since T for 3T

2. 59 YR Present Perfect Continuous Tense &1 T&NT il &, 391 UK 9
ATl & %A & AU Past Perfect Continuous Tense &1 FaRT &l 2

9. The Future Indefinite Tense (Simple Future)

79 Tense © 3@ 21 @ T & wifass # 2 v o & e § A A A
e 31eg 31 € |

1 1@ we & W shall + V&1 T % € =1 99 A+ Subjects % w1 will
+V, W@ Affirmative Sentence ST ST &1 S :
() 1 shall go to Mumbai with you tomorrow.
(i1) You will go to market.
(iii) Hewill do it.
Pattern:  (a) Subject (I/we) + shall + V1 + .......
(b) Subject (% Tt) + will +V, +

2. Negative g ¥ will a1 shall & &g not T Main Verb &1 First Form
fore & 59 -
(i) Hewill not help you. (ii) I shall not play with you.

176 (iii) They will not come here.




Pattern:  Subject + will/shall + not + V + ........
3. wyarae o | will = shall wdl % STTER wdl % Ygdd T I 21 S
(i) Will you write aletter to your mother today ?

(i) Shall weread English tomorrow?
Pattern:  Will/Shall + Subject + V1 + ........ ?

T (Uses) :
1. wfos o foedt foeon & 819 & 70 39 Tense &1 991 &l 21 S

My son will become a doctor next year.

2. 9 T Clauses 9fasad et &1 dl &3d € @ Th ¥ Future Tense a2l &

¥ Present Tense &1 WA Bid1 21 59 Clauses ¥ &5I &1 &Yy Bia1 & 399
Present Tense 3T FiaRoTadl when, whenever, while, before, after, as
soon as, until, unless, in case s 9= Future Tense &1 WM =&l eranl 54

()  When he comes, | shall go with him to the market.
SE o8 S Al H SHE W e S|
(i) 1 shall wait for you until you come back.
e qoh g o9 el e H qrer wdten smE|
Note :
(1) f&e=i & T clauses W Future Tense &l €, 9 AUt o q@n &l el

(2) First Person (I @M we) & &1 fe=ra (determination), ST (intention), offer
T e qent Wfas (promise) @™ & ferw will 1 W@ B ?)

T WE ARY (order) T ¥HST (threat) <M & foiw Second @em Third
Persons® will & T W shall &1 T #Q &l 99

(i) We will fight against injustice. (fre=m1)
(ii) I will help you as much as | can. (gfet)
(iii) He shall clean the room. (=)
(iv) I will bring tea or coffee for you whichever you like. (g&d)

UEO: 39 Tense s a1 T SHagEs YAl tomorrow/next day/next week/next month/
next year/in afew daysinever/always, & 1 WiI: FEMT Bl 21

10. The Future Continuous Tense

39 A & G 9 T Bl © T dfosy H i e S @ SH e % ol &
I ¥ @1 e, w1 R, © B, onfe vs 31 21 37 ARl H % % AR S @
=1 G & fen B 21 9 Tense, shall be =1 will be+ ‘ing’ form of the Verb & el
21 -

Tenses

NOTES

177



Communication Skills & He will be reading his book at night.

Personality Devel opment
Y P 1. |, we @ ¥ shall be de 3% |+t watetl & W will be T g&a foham &

First Form ¥ ing Gﬁiﬁ; 23 &1 99 : You will be learning your lesson at
NOTES this time tomorrow.

Pattern :
(a) Subject (I/we) + shall be + V4 (ing) + .......
(b) Subject (% F+ft) + will be + V,(ing) + ......

2. Negative =il ® shall not be, will not be =T Fa1T %3 B 39 U9 G&A
fFe & ‘ing ®9 =i fered &1 99 : They will not be wating for you.
Pattern:  Subject + will/shall + not + be+ V; (ing) + object.
3. yTaTas il | will/shall &1 i % Tee TR H 1S
Shall | be singing a song at night?
Pattern : Will/Shall + Subject + be + V4 (ing) + object + ....... ?

7T (Uses)
1. 3@ Tense &1 WM U0 &e & forw gfar € S wifees o o1ey gt s 9o
% IR @I 9

Kailash will be waiting for me at the station.

2. 39 Tense &1 YOI W¥ %14 & fau g/ © s dfosy & fou vea 9@ ffv=a
o T = S

We shall be holding a meeting in the hall tomorrow evening.
BH %ol GEHd B § Tk 99 X ® 8|
gge- at this timetomorrow / at this moment tomorrow.
11. The Future Perfect Tense
TH el & o § YR Bl € b s wifersy o war @ e o 3 ol
o= | ‘g, e, e, enfE IS o
1. |, We & @y shall have aa He She It, They T3 Third Person & it
Subjects ¥ T il have TFTER Verb 1 Third Form Wi & 81 Sr:

(i)  She will have cooked food by 2 p.m. (ii) | shall have done this work
by noon.

Pattern :

(a) Subject (I, We) + shall have + V 3 + object + by (time)/by the end of (time).

(b) Subject (3 T+f) + will have + V3 + object + by (time)/by the end of (time).
3

2. Negative srsl & shall/ will % &TE not o €1 4 :

. He will not have reached Mumbai by two o' clock ?
178




Pattern:  Subject + will/shall + not + have + V3 + ...............

3. wyTerEes o | will = shall i Subject % e @d B SH :
Will he have reached his village before Sunday ?

Pattern : Will/Shall + subject + have + V3 + ............... ?

TanT (Uses) :

1. 79 Tense &1 ¥4I U8 &1 & fau g & s 9fas § foreht fruifiq oo @
TA B R S
He will have returned home by next month.

2. 39 Tense &1 YN WHag=e Clauses & @ i &l €1 St Clause &Hd st
# 3@ Simple Present Tense &1 WRT &l €1 S :

| shall have bought the book when you come back.
Or When you come back, | shall have bought the book.

Note: THag=r SUaT (Time clause) i oo & 3 ¥ 3R o= § I Tl R
@ T B
gerr: T 7 Al % W | A e W By + time =1 By the end of (time) e g31
B B S
(i) They will have finished their work by evening.
(if) We shall have made this building by the end of March.
Or By the end of March, we shall have made this building.
12. The Future Perfect Continuous Tense
T Tense & ol | & 1 9faeaq #et § K @A G S R den e & Wy
Trg fean < #1 9 & o ® /N, R/, /W, e, (@ A e B,
‘e, ‘@ =, (W e, (et g, ot €1 e g B w1 gHe T g 2
Note: 3@ Tense ® since =1 Wi =&l &rar 2l
1. Affirmative STl §1, We & 9 shall have been e o7 Tsft shaisti & G will
have been &R fsFa & First Form & ing & <d &1 S:
(i) He will have been walking on the road for two hours.
(i) 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 (2% Fft) + will have been + V, (ing) + Object + for + time.

2. Negative =me=i # will/shall % &€ not &md 81 SF :

Naresh will not have been reading for two hours.

Tenses

NOTES
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Communication Skills &
Personality Devel opment

NOTES

Check Your Progress

29. What must be
remembered to learn
up Tenese?
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3.

R

THATT ST § hdl % Tet Werash TR will/shall i e B
Will they have been sleeping for three hours ?
(Uses) :

TG Tense ™1 WM 9fos ¥ frd 99 o9y qe 90 & are %1 & o 2 2

MORE ABOUT VERBS

form & TE ®9 &1 YA FH & AU qOn IJ[§ T b fau Tenses & ifaieh
fefafea sl i eam o T SEvas @

1

Note:

had better, would rather der let & &1 fsan & First Form &1 9T &3 21
S

(i) You had better wash your face. (i) You had better start earlier.

(iii) I would rather stay at home. (iv) L&t me go.

foRa 1 98 €Y S Hdl T I Dl GH H T T A Hdl TG w1 & IR
¥ 9 5€d, Infinitive searal 81 T8 Verb & First Form & 94 to w1 FaNT &
%I ﬁ@:

(i) He goes there to read newspapers.

(i) He will go there to read newspapers.

(iii) He went there to read newspapers.

T Al | to read sTaftad-siiel 21 foreg i fwanetl & 9= Infinitive =1 i
o to = oft B 21 39 Towanedl @ % fward, dare, need, hear, fed, know,
make, help, let, bid, see &1 59 :

(i) Please help me lift this box. (iv) She heard me sing.
(i) You need not worry. (v) Let me read.
(iii) The Principal bade him go. (vi) Let us play now.

5@ Simple Present @1 Future & 31¢f o T &1 1 in case, unless, if, when, as
soon as & |¥ Verb &1 First Form 37l €1 7R Subject e el af fehan &
I s eswIg faan smar 21 4

(i) In case | forget, please remind me to clear your hill.

(i) Write down my name in your diary in case you forget.

(iii) Take an umbrdla with you in caseit rains.

(iv) You will not pass unless you work hard.

(v) She does not take tea unless her mother asks her.

(vi) When | finish my work, | 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 S8l dl @& % 7 i W 9
FUA © 9 39 Causatives T Y31 il g1 599 foran w1 feufd 28w et
:



(@) Sub. + get/cause + doer + Infinitive + Object.
(Active Form)
(to get/cause someone to do something)
(i) Hegot 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) | have my sister stitch my shirt.
(i) He made us laugh in the class.
(¢  Sub. +get/have+ Object + Third Formof theVerb + by (doer).
(Passive Form)
(to get/have something done)
(i) Shehad her chair repaired by a carpenter.
(i) 1 got my shoes polished by a caobbler.
(iii) You have the plants in your garden watered by the gardener.
(iv) | shall get a letter delivered by the postman.
Without, on, for, of, need, help, mind, by, instead of & @ Verb # First Form ¥
mgﬂmﬁﬁlﬁ@:
(i) He ran without stopping.
(if) 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.
It'stimes @ Verb 1 feerfq 39 webR BHl @ :
(i) 1t’'s time you went home. 781 &l &5 € <& qH TR S|

(ii) It’s time for you to go home. 3T =R SM & fou R fau a8t @&t a1
21 37 T o R SRR iR

Lest & omenist | |eft whafeti & 1% should + Verb =T First Form a1 @1 S
(i) Walk carefully lest you should stumble.

(it) Work hard lest you should fail.
(iii) You have to be careful lest you should miss the chance.

Tenses

NOTES

181



Communication Skills & 8. Asif &1 YN a1 % &4 § Bl 21 as if & 91E 3wl B A YA were
Personality Devel opment

W gl Bl S
(i) He walks as if he were drunk. 1@ifq =8 o%qa: T3 gu & €, waa
NOTES AT T T R

(i)  Sheiswalking as if she were lame.
Note: asif & &g were =1 feafa o ==&t emmm .

(i) He was trembling as if he had seen a ghost.
(i) The conductor waved his hand as if he had gone mad.

9. While (‘5@ 9% f&' =n ‘S&’) &1 WA ‘of during the time that’ @& 31ef
o Subordinate Clause ! Principal Clause ¥ Sigd @& forq gl 21 z@eh
et w1 fRan ® w: erafy w1 eref fafed g 21 while & areEr 5t fEe
TfaHH Bl §1 31q: 9% WE: continuous tense ™ Brdl €1 S :

(i) While it wasraining, | put up my umbrdla.
(i) Let us stay here, while it israining.
(iii) Do not disturb me, while | am reading.
(iv) While reading, | fel aseep.
10. Sothat (s f, @ifer) @ 21 I/ aret S9am ® will/can/may (IfR so that

% el Present Tense®) 1 WA & & IR 7R so that % 7o Past Tense
2 @ would, might, could T T 3 &1 5

(i) We eat so that we may live.
(if) My mother lighted the gas so that she could make tea.
(i1i) Heis working hard so that he can get first division.

(iv) We earn so that we may live comfortably.

11. = <1 Singular Subjects foret = o and ¥ ¥ © & 3R S & STer-3Ter
=fes A1 %] &I AT & B Al 3T @™ Verb &1 Plural Form 3 foan
ST #1 9 and ¥ 92 ¥ Singular Subjects v T & =t A1 9% & fow
Wk Bl ® § dl S W Singular Verb 1 WM et @1 S
(i) The cashier and the accountant have gone.

(i) The cashier and accountant is on leave today.

S o (i) 9 (i) 1 Th WY oA 9 ufew) o9 (i) § & wn e
cashier 3 accountant &1 3TelT-37er =afth € 3R I =t T &1 314: T WY
aga= &1 foran T T <90 A cashier @M accountant I ¥ WEd ‘the
article WIF &30 ®1 3@ foqda (i) =@ o waen A ® R cashier 3R
accountant T & AfH B oFd: U ford Uwmered i feRan e article
‘the «ff T & 9 W gom 2|
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EXERCISE 1.
Write the letter of the correct answer (A, B, C or D) in the brackets :
l. | 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) to stop (D) stopping
3. She kept on.......... clothes in her room.

(A) stitching (B) to stitch (C) titches (D) stitched

4, We heard her......... a song.
(A) tosing (B) sing (C) sings (D) sang
5. | requested himto let me.......... my home.
(A) went (B) go (C) goes (D) to go
6. Rahul and Pramod......... real brothers.
(A) are (B) is (C) was (D) will be
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 .....occvvvvvrieenne 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 sl (C) sdling (D) sdIs

EXERCISE 2

Fill in the blanks with the appropriate forms of the verbs given in the brackets :

. The train.............. (stop) before | came.

. Heo (go) out just now.

. The farmer.............. (work) all day.
He............. (come) an hour ago.
He...ooooe... (fall) asleep while reading.

| shall see himwhen he .............. (return).

. A barking dog sdldom .............. (bite).

. TheGanga. .............. (rise) in the Himalayas.

© O N O U A W N P

. Heooe (sdll) newspapers in childhood.
10. I............ (do) my homework before it was dark.

11. They were............. (swim) in the river.

(

(

~—

Tenses
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Communication Skills & EXERCISE 3.
Personality Devel opment

Fill in the blanks with the appropriate forms of the verbs given in the brackets :

1 Your friends ................ for you for over an hour.(wait)
NOTES 2. Itisnotworth ................ so much money for this concert (pay).

3. When reached the ation, thetrain ................ (leave).

4, I, theTajMahal last month. (visit).

5. Thecrimina ................ the victim with a blunt object. (attack).

6. Hiscompany isgreatly ................ after.(seek)

7. Hiscourage ................ him (forsake).

8. Theterrified people................. to the mountains. (flee).

9. Thepalice................ no stone unturned to trace the culprits. (leave).

10. Theraobber ................ him a blow on the head. (strike).

11. We...oooeenn.e. (paint) the gate last year.

12. He................ (teach) Sanskrit for along time.

13. Nextyearwe................ (live) here for ten years.

14. If Mohan getsgood marks, he................. (get) anew bike.

15. Unlessyou send an invitation, he ................ (not come)

EXERCISE 4.

Fill in the blankswith the correct tense forms of the verbsin the brackets:

1 It (rain) since last night, and it (look) as if it may rain for
the rest of the day.

2. My school (hold) a food-and-fun fair next month to raise money for
the school building-fund.

3. Look! Those bees (buzz) round the flowers. The bees not
only (collect) honey, but they (pollinate) the flowers as well.

4, Mary told him what ( happen) to his dog, so he (run) home to
see how it (be).

5. the taxi (come) yet? It (be) dready ten minutes
late. | hopeit (be) here soon.

6. We (go) shopping last weekend. There (be) a great crowd at
the shopping center. Most of the people (do) their New Year's
shopping.

7. It (be) a fine morning today. The birds (sing) in the trees,
and there (be) not acloud in the sky.

8. That child aways (ask) questions. Sometimes he
(ask) such complicated questions that | (become) puzzled, too.

9. | thought that the grass (need) cutting, but the lawnmower
(be) out of order. Therefore, | (cut) the grass with a pair of shears.

10. Your friends (wait) for you for over an hour. Where you

(be) al thistime ? You (be) out for amost four hours.
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11. She (mop) the floor when her cousin came in. She (scold)
him angrily because he (make) the floor dirty with his muddy shoes.

12.  The police (investigate) the robbery that (take) place last
week. Sofar, they (discover) nothing and (arrest) no one.

13. She (look) very worried for the past few days; but when |
(ask) what the matter was, she (say) that it (be) nothing.

14. She says that she (send) the letter a month ago; but, so far, she

(not receive) any reply. She (think) that her letter
(be) lost in the post.

15. Hewaked along the road, wondering what (happen) and where all the
people (go). The streets (be) deserted, and the dtalls
(beleave) asthey (be), with fruit and vegetables arranged in neat rows.

Answers

EXERCISE 1.

1.(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. fel, 6. returns, 7. bites,
8. rises, 9. sold, 10. had done, 11. swimming, 12. is raining.

EXERCISE 3.

1. Your friends waited for you for over an hour.

2 It is not worth paying so much money for this concert.
3 When | reached the station, the train had | eft.

4 | visited the TggMahal last month.

5.  Thecrimina attacked the victim with a blunt object.
6 His company is greatly sought after.

7 His courage for sook him

8.  Theterrified people fled to the mountains.

9.  Thepoliceleft no stone unturned to trace the culprits.
10. Therobber struck him ablow on the head.

11. Wepainted the gate last year.

12. Hehasbeen teachingSanskrit for along time.

13. Next year we shall have been living here for ten years.
14. If Mohan gets good marks, he will get anew bike.

15. Unlessyou send an invitation, he shall not come.

Tenses
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Communication Skills &
Personality Devel opment

186

NOTES

EXERCISE 4.

1.

10.

11.

12.

13.

14.

15.

It has been raining since last night, and it looks asif it may rain for the
rest of the day.

My school is holding afood-and-fun fair next month to raise money for
the school building-fund.

Look! Those bees are buzzing round the flowers. The bees are not
only collecting honey, but they are pollinating the flowers as well.

Mary told him what had happened to his dog, so he ran home to see
how it was.

Has the taxi come yet? It is already ten minutes late. | hope it will be
here soon.

We went shopping last weekend. There was a great crowd at the
shopping center. Most of the people were doing their New Year's
shopping.

It is afine morning today. The birds are singing in the trees, and there
isnot acloud in the sky.

That child is always asking questions. Sometimes he asks such
complicated questions that | become puzzled, too.

| thought that the grass needed cutting, but the lawnmower was out of
order. Therefore, | cut the grasswith a pair of shears.

Your friends have been waiting for you for over an hour. Where have
you been all thistime? Y ou wer e out for ailmost four hours.

She was mopping the floor when her cousin came in. She scolded him
angrily because he made the floor dirty with his muddy shoes.

The police are investigating the robbery that took place last week. So
far, they have discover ed nothing and have arr ested no one.

She had been looking very worried for the past few days; but when |
asked what the matter was, she said that it was nothing.

She says that she had sent the letter a month ago; but, so far, she has
not received any reply. She thinksthat her letter waslost in the post.

He walked along the road, wondering what had happened and where
all the people had gone. The streets were deserted, and the stalls were
left asthey wer e, with fruit and vegetables arranged in neat rows.



Common Errors

25 | Common Errors NOTES

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 errorsintheuseof Nounsand 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 wesether, treffic,
scenery, paper, writing material, bread. Most of these are countable in
indian languages and therefore indian students often incorrectly use
themwith & an and in the plural.

Incorrect : He gave me an advice.
Correct : He gave me some advice.

He gave me a piece of advice. 187




Communication Skills & Incorrect :  The sceneries here are very good.
Personality Devel opment

Correct : Thescenery hereisvery good.
(i) The object of averb or of a preposition when it is a pronoun, should be

NOTES in the objective form; as.

Incorrect : Between you and | affairslook dark.

Correct : Between you and me affairs look dark.

Incorrect : Let youand| do it.

Correct : Let youand medo it.

Incorrect : Hehasgiven great trouble to my father and |.

Correct : Hehasgiven great trouble to my father and me.

(iif)  The indefinite pronouns one should be thorough, if used at all
Incorrect :  One cannot be too careful about what he says.
Correct : Onecannot betoo 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.

(iv) Any should be used when more than two persons on things are
spoken of; as :

Incorrect :  Shewastaller than either of her five sisters.
Correct : Shewastaller than any of her five sisters.

(v) Each, ether and neither are distributive pronouns caling attention to
the individuals forming a collection, and must accordingly be
followed by verbsin 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.

(vi) Be careful to use who (Nominative) and whom (objective) correctly.

As:

Incorrect : Thereis Mr. Dutt, Whom they say is the best painter
in the town.

Correct : Thereis 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?

(vii) Sometimes a Pronoun is inserted where it is not required; as:

Incorrect : The applicant, being a householder, he is €ligible to

vote.
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(viii)

(ix)

()

(xi)

(xii)

(xiii)

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 :

Incorrect : Do not forget his enthusasm 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 :  Theflowers smell sweet.

In a comparison by means of a superlative, the latter term should
include the former, as:

Incorrect :  Solomon was the wisest of allother men.

Correct :  Solomon was the wisest of all men.

Incorrect : The Gangaisthe largest of allother rivers.

Correct :  The Gangaisthe 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
(&) The population of Kolkata and

Common Errors

NOTES
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Communication Skills & (b) the population of any city in France.

Personality Devel opment )
(B) Common errorsin theuseof Verbs:
()  The subject of the sentence should not be left without a verb.

NOTES Incorrect : Hewho has suffered most in the cause let him speak.
Correct : Let him, who has suffered most in the cause, speak.
OR

He who has suffered most in the cause should speak.

(i) A common blunder is to leave the participle without proper agreement
or with no agreement at al; as:

Sitting on the gate, a scorpion stung him.
Here the word 'scorpion’ to which the participle 'sitting' refers
grammatically 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.

(i) 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 enjoystoswim.

Correct : Heenjoysswimming.

Incorrect : We missed tosee the Prime Minister.
Correct :  We missed seeing the Prime Minister.
Incorrect :  Sureshtoldto me about it.

Correct :  Sureshtold me about it.

(C) 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 : | haven't got none.

Correct : | haven't got any.

Incorrect : | have not got no paper for my exercise.
Correct : | have not got any paper for my exercise.

(i) Adjectives should not be used for Adverbs. We should say, for
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(if)

(i)

(iv)

v)

(Vi)

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 : | shall not go without you do.
Correct : 1 shall not go unless you do.

The advert like is often Incorrectly used as a conjunction instead
of as

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 : Henotonly lost histicket butalso his luggage.
Correct : Helost notonly his ticket butalso 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.

Someimportant examplesof 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 . Cattlearegrazing in thefield.
3. Incorrect :  Heatemany fishes.
Correct . Heatealot of fish.
4. Incorrect .  Hesoldal hisfurnitures.
Correct . Hesold dl hisfurniture.
5. Incorrect :  Hegavemegood advices.
Correct :  Hegave me good advice.
6. Incorrect @  Thesceneries were very attractive.
Correct :  Thescenery was very attractive.
7. Incorrect @  They were good Commander-in-Chiefs.

Common Errors

NOTES
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Communication Skills & Correct . They were good Commanders-in-Chief.
Personality Devel opment

8. Incorrect :  They won the match by an inning.
Correct : They won the match by an innings.
NOTES 9. Incorrect :  Therichishappy and the poor is gloomy.
Correct :  Therich are happy and the poor are gloomy.
10. Incorrect :  He has engaged some woman-servants.
Correct ; He has engaged some women-servants.
[Both the nouns will be plural.]
11. Incorrect :  Hegave metwo dozons of pencils.
Correct . He gave me two dozen pencils.
12. Incorrect : He has afive-rupees note.
Correct : He has a five-rupee note.
13. Incorrect Keep your words.
Correct : Keep your word.
14. Incorrect | have a spectacle.
Correct : I haveapair of spectacles.
15. Incorrect : | havealot of book.
Correct . | havealot of books.
16. Incorrect :  Heisoneof my sincerefriend.
Correct . Heisone of my sincere friends.
17. Incorrect :  Heoccupied hisquarter.
Correct : He occupied his quarters.
18. Incorrect :  Thiswall istenfoot high.
Correct . Thiswall isten feet high.
19. Incorrect :  Hehasathreefeet rod.
Correct : He has a three-foot rod.
20. Incorrect He has two brethren.
Correct . Hehastwo brothers.

COMMON ERRORSIN THE USE OF PRONOUNS

We should be careful while using pronouns in our sentences. There are some
examples of errors committed with the use of Pronouns aong with the corrections:

1. Incorrect :  Oneshould do hiswork.
Correct :  Oneshould do one's work.

2. Incorrect :  Your pencil isthe samelike hers.
Correct : Your pencil isthe same as hers.

192 3. Incorrect : If I werehim, | wouldn't do so.




10.

11.

12.

13.

14.

15.

16.

17.

Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect

Correct

Incorrect
Correct
Incorrect
Correct

Incorrect
Correct
Incorrect
Correct
Incrrect
Correct

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

Incorrect
Correct

If | were he, | 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, heisavillain.

Between you and me, heisavillain.

The two boys loved one-another.

The two boys loved each-other.

He isthe only person out of them who have
doneit.

He isthe 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.
It is one of afew books which isworth reading.

It is one of afew books which are worth
reading.

The man whom | owed money has come.
The man to whom | owed money has come.
It is him who stole my watch.

It is he who stole my watch.

Thisisthe book whom | like most.
Thisisin book which/that | like most or

Thisisthe book | like most. (Here ‘which' or
'that' is understood.)

Y ou and he should go to their village.
Y ou 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.

Common Errors

NOTES
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Communication Skills & (= subject 'it' €, z@ferT verb singular g 1)
Personality Devel opment

18. Incorrect : | don'tlike such books like these.
Correct I don't like such books as these.
NOTES 19. Incorrect :  Youarereading abook, isn'tit?
Correct : You are reading a book, aren't you?
20. Incorrect : | amgoingthere, isn'tit?
Correct .l amgoing there, aren't I?

COMMON ERRORSIN THE USE OF ADJECTIVES
Wemust pay attention to thefollowing thingswhile usng 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 withther corrections:

1. Incorrect : Thisisthe matter of uttermost importance.
Correct . Thisisthe matter of utmost importance.
2. Incorrect : Hecanwritewith either hands.
Correct :  Hecan write with either hand.
3. Incorrect : Thereisouter chaosin our college.
Correct :  Thereisutter chaosin our college.
4. Incorrect . Heismy older brother.
Correct . Heismy elder brother.
5. Incorrect : Heistheedest maninthevillage.
Correct . Heistheoldest man in the village.
6. Incorrect . Hehasonly few friends whom he believes.
Correct . Hehasonly afew friends whom he believes.
7. Incorrect . Heistheforemost boy to obtain such high
marks.
Correct . Heisthefirst boy to obtain such high marks.
8. Incorrect :  Much boys passed in the first division.
Correct . Many boys passed in the first division.
9. Incorrect : Dr Senisthefirst physician in Patna.
Correct . Dr Senisthe foremost physician in Patna.
10. Incorrect : Heismost clever of all.
Correct . Heisthecleverest of all.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

It isthe less of the two evils.

It isthe lesser of the two evils.

She had alittle 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 islesser competent than his brother.
He isless competent than his brother.
Little knowledge is a dangerous thing.

A little knowledge is a dangerous thing.

| haven't some work.

| haven't any work.

| have any books to spare.

| have some books to spare.

Have you some money on you ?

Have you any money on you ?

| will be the latest man to tolerate it.

| will be the last man to tolerate it.

COMMON ERRORSIN 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 dong withtheir corrections:

1

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

Poor as heis, so heis honest.

Poor as heis, heis honest.

Although heis poor, but he is honest.
Although he is poor, heis 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.
Hetalksasif heis mad.

Hetalksasif he were mad.

Scarcely had he come than it began to rain.
Scarcely had he come when (before) it began to

Common Errors

NOTES
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Communication Skills & rain.
Personality Devel opment
(Fre- 'Scarcely' & =g =9 'When' =1 'before’
Tl 21)
NOTES
7. Incorrect : Hardly had | reached the station than the train
started.
Correct :  Hardly had | reached the station when (before)
the train started.
8. Incorrect : Naughty asheisyet everybody likes him.
Correct : Naughty as heis, everybody likes him.
(7ef 'as @1 @1 'athough’ B1 o€ &9 Adjective
& SIS ST B qef yet', so I T S €1)
9.  Incorrect :  YOu as sow, you so reap.
Correct : Asyou sow, so will you reap.
10. Incorrect :  Notonly | went to Patna, but also to Gaya.
Correct .| went not only to Patna, but also to Gaya.
11. Incorrect . Hewasnot injured, but he was safe.
Correct : Hewasnot injured, he was safe.
12. Incorrect : Nothingissobadthanitis.
Correct . Nothingissobad asitis.
13. Incorrect : Asitishot, sol won't go out.
Correct :Asitishot, | won't go out.
14. Incorrect :  Make hay during the sun shines.
Correct : Make hay while the sun shines.
15. Incorrect :  Nobody is guilty, neither Ram nor Mohan.
Correct : Neither Ram nor Mohan is guilty.
16. Incorrect :  Neither you can read nor write.
Correct :You can neither read nor write.
17. Incorrect : Beforethat | went to Delhi, | went to Patna.
Correct . Beforel went to Delhi, | went to Patna.
18. Incorrect : Itisall the sameto me when you stay or go.
Correct :Itisall the sameto me whether you stay or go.
19. Incorrect :  For hewasnot there, | could not meet him.
Correct :  Because he was not there, | could not meet him.
20. Incorrect : Wait as| come back.
196 Correct : Wait till I come back.




COMMON ERRORSIN THE USE OF ADVERBS

For the practice of the students a few examples are given below which show what
are the mistakes committed in the use of adverbsand how they can berectified :

1

10.

11.

12.

13.

14.

15.

16.

17.

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect

| am much sorry to hear it.

| 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.
Heis enough wise to advise you.

He is wise enough to advise you.

He runsfastly.

Herunsfast.

He only passed the test and none el se.
Only he passed the test and none el se.
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.

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.

It is hopeless bad.

It is hopelessly bad.

It was decorated beautiful.

It was beautifully decorated.

It is comparatively better/finer.

It is comparatively good/fine.

Write neat and legible.

Common Errors

NOTES
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Communication Skills & Correct : Write neatly and legibly.
Personality Devel opment

18. Incorrect : Itisterriblehot.
Correct : Itisterribly hot.
NOTES 19. Incorrect : Hewassaved lucky.
Correct . Hewasluckily saved.
20. Incorrect :  Thisis much pleasing indeed.
Correct :  Thisisvery pleasing indeed.

(Past Participle takes 'much’ and Present
Participle takes 'very' before them.)

COMMON ERRORSIN THE USE OF VERBS
1. Verbsaredwaysused as per the number and person of the Subject.
2. If the principd 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.  Incorrect . Helet meto go.
Correct : Helet mego.
2. Incorrect : Itistranspired that heisavillain.
Correct . Ittrangpiresthat heisavillain.
3. Incorrect :  The picture was hanged.
Correct . The picture was hang.
4. Incorrect . Helied onthe grass.
Correct . Helay onthe grass.
5. Incorrect .  Theboy sank into the pond.
Correct :  The boy was drowned into the pond.
6. Incorrect :  Dyingis better than dishonour.
Correct :  Deathis better than dishonour.
7. Incorrect : Hehad better to go there.
Correct : Hehad better go there.
8. Incorrect : Hehad rather to take the examination.
Correct :  Hehad rather take the examination.
9. Incorrect : Hestarved rather than to beg.
Correct . Hestarved rather than beg.
10. Incorrect : Heprovedacoward.
Correct . Heproved (himself) to be acoward.
11. Incorrect . Heappearsto bevery sad.
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12.

13.

14.

15.

16.

17.

18.

19.

20.

Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

He appearsvery sad.

There gppearsamistake.

There appearsto have been amistake.

It seemsto be difficult to you but not to me.

It seemsdifficult to you but not to me.

You plucked inthe examination.

You got plucked inthe examination.

Letit do.

Let it bedone.

When he sought your help, you ought to help him.

When he sought your help, you ought to have
helped him.

Heprefersdyingto beg.
Heprefersdying to begging.
Hewaspunishedto tell alie.
Hewas punished for telling alie.
Stoptotak.

Stoptaking.

To seeisbdieving.

Seeing isbdlieving.

ERRORS IN SUBJECT-VERB AGREEMENT

Caefully have a glance at the errors committed when we try to ensure that the
Verb must agreewith the Subject. Therectificationstoo have been given:

1

Incorrect
Correct
Incorrect
Correct:
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect

The poet and scholar are dead.

The poet and scholar isdead.

Rice and curry are my favouritefood.
Riceand curryismy favouritefood.
Thelong andtheshort of thismatter arethis.
Thelong and the short of thismatter isthis.
Tenmilesarealong distance
Tenmilesisalong distance

Thehorseand carriageare waiting at thedoor.
The horseand carriageiswaiting at thedoor.
Each boy and each girl havegot aprize.
Each boy and each girl hasgot aprize.

| goto thecinemaevery five day.

Common Errors

NOTES
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Communication Skills & Correct ; | goto the cinema every five days.
Personality Devel opment ) . )
8.  Incorrect : Either he or hisbrother areguilty.
Correct : Either he or hisbrother isguilty.
NOTES 9. Incorrect  : Neither shenor her sister werethere.
Correct : Neither she nor her Sster wasthere.
10. Incorrect : No boy or girl werealowedto go.
Correct : No boy or girl wasallowedto go.
11. Incorrect : Neather Englishnor Sanskrit areto my liking.
Correct : Neather Englishnor Sanskrit isto my liking.
12.  Incorrect : He, youand | amto go there.
Correct : You, heand | areto go there.
13. Incorrect : Neither he nor hisbrother are guilty.
Correct : Neither henor hisbrother isguilty.
14. Incorrect : Either heor hisfriendshasdoneit.
Correct : Either heor hisfriendshavedoneit.
15. Incorrect : Either you or heareto go there.
Correct : Either you or heisto go there.
16. Incorrect : Heaswell as| amgoingthere.
Correct : Heaswell asl isgoingthere.
17. Incorrect : Hisfriendsaswell as he hascome.
Correct : Hisfriendsaswell ashe have come.
18. Incorrect : Therichishappy but thepoor ismiserable.
Correct : Therichare happy but thepoor are miserable.
19. Incorrect : Many aboy were punished.
Correct : Many aboy was punished.
20. Incorrect : Some boy hasdonewell.
Correct : Some boyshave donewell.
ERRORSIN THE USE OF PREPOSITIONS
Practice is the key to accuracy in the use of prepostions in sentences. Afew
examples have been given below to show the mistakes which are commited in
general, dong withther rectifications:
Nounsfollowed by Prepositions:
1.  Incorrect They have abundance with food.
Correct : They have an abundance of food.
2. Incorrect : The princes are fighting for the accession on
200 the throne.




10.

11.

12.

13.

14.

15.

16.

Correct

Incorrect
Correct

Incorrect
Correct
Incorrect

Correct

Incorrect

Correct

Incorrect
Correct
Incorrect
Correct
Incorrect

Correct

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

The princes are fighting for the accession to
the throne.

He does not work in accordance to the rule.

He does not work in accordance with the
rule.

Admission into this school is difficult.
Admission to this school is difficult.

He took the oath of alegiance for the
Constitution.

He took the oath of alegiance to the
Constitution.

He is ready to make amends to me with the
injury.

He is ready to make amends to me for the
injury.

He made an application in an enquiry.

He made an application for an enquiry.

He has no aprehension for any danger.

He has no aprehension of any danger.

The time of his arrival in this meeting is not
known.

The time of his arrival at this meeting is not
known.

The President gave assent for the hill.

The President gave assent to the hill.

He has no attachment with me.

He has no attachment to me.

His attendance in the meeting is a must.
His attendance to the meeting is a must.
He has no authority on us.

He has no authority over us.

Heisagreat authority over History.
Heisagreat authority on History. (history)
These are the causes of his anxiety.

These are the causes for his anxiety.

There was no comment over his statement.
There was no comment on his statement.

Common Errors

NOTES
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Communication Skills & 17. Incorrect There is much complicity with this crime.
Personality Devel opment ) L .

Correct : There is much complicity in this crime.

18. Incorrect He made no concession for our demand.

NOTES Correct ; He made no concession to our demand.

19. Incorrect | have no confidence on him.
Correct : | have no confidencein him.

20. Incorrect : My views are not in conformity to yours.
Correct : My views are not in conformity with yours.

Adjectives and Participles Followed by Prepositions:

1. Incorrect He was absorbed with study.
Correct : He was absorbed in study.

2. Incorrect Heis addicted 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 | was quite amazed with his behaviour.
Correct : | was quite amazed at his behaviour.

5. Incorrect Heis ashamed at his conduct.
Correct : Heis ashamed of his conduct.

6. Incorrect | was astonished on his behaviour.
Correct : | was astonished at his behaviour.

7. Incorrect : | was aware with his intentions.
Correct : | was aware of hisintentions.

8. Incorrect He took the decision based at sound

principles.
Correct : He took the decison based on sound
principles.

9. Incorrect : Heisblind of the Correct eye.
Correct : Heisblind in the Correct eye.

10. Incorrect : He isborn by rich parents.
Correct : Heisborn of rich parents.

11. Incorrect He was busy in hiswork.
Correct : He was busy with/at his work.

12. Incorrect Heis quite certain for his success.
Correct : Heis quite certain of his success.

202 13. Incorrect He was charged of theft.




14.

15.

16.

17.

18.

19.

20.

Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect

Correct

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

He was charged with theft.

Heisvery close with me.

Heisvery close to me.

The murderer was condemned of death.
The murderer was condemned to death.
| am quite confident for success.

| am quite confident of success.

There are a few persons who are congenial
for him.

There are a few persons who are congenial to
him.

| shall do nothing contrary of rule.

| shall do nothing contrary to rule.

This action on his part is creditable for him.
This action on his part is creditable to him.
Heis deaf with my entreaties.

Heis deaf to my entreaties.

Verbsfollowed by Prepositions:

1

Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct
Incorrect
Correct

He was acquitted from all charges.

He was acquitted of all charges.

It admits from no excuse.

It admits of no excuse.

Alight down thistrain.

Alight from this train.

He was appointed on the post of Principal.
He was appointed to the post of Principal.

| am apprised with the fact.

| am apprised of the fact.

He arrived on Nawadain Bihar.

He arrived at Nawadain Bihar.

He did not approve to our plan.

He did not approve of our plan.

| am ready to atone on hurting your feelings.
| am ready to atone for hurting your feelings.
Hetried to attain at perfection.

Hetried to attain to perfection.

Common Errors

NOTES
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Communication Skills & 10. Incorrect : He must attend on his work.
Personality Devel opment

Correct : He must attend to his work.
11. Incorrect He is basking under the sun.
NOTES Correct ; Heis basking in the sun.
12. Incorrect | shall bear to him.
Correct : | 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 : | cautioned him from danger.
Correct : | cautioned him against danger.
16. Incorrect | cameto ariver on the way.
Correct : | came across ariver on the way.
17. Incorrect | am communicating to him on this subject.
Correct : | am communicating with him on this subject.
18. Incorrect Compare this book to that.
Correct : Compare this book with that.
19. Incorrect | shall complete him for this prize.
Correct : | shall compete with him for this prize.
20. Incorrect | complained with the Principal against him.
Correct : | 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
congists 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, -s, -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- cess of infection thinking as the stem (compose) of root
stem think + suffix ing) we can add a negative prefix 'un’ with it
getting unthinking (as in ‘his usua 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 'nationa’ by adding al
to nation and then prefix inter to national. We can not prefix inter to nation
sincethere are no such words as internation.

Word Building

NOTES
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Communication Skills & It may be noted here that words which are not derived or compounded or
Personality Development developed from other words are called 'Primary word'. or ‘'root word'.

Compound words are formed by joining two or more simple words. e.g.

NOTES 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 beformed 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.
(v) Gerund + Noun
spelling-book, blotting paper, looking-glass.
(v) Adverb (or preposition) + Noun, bypass
(i) 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.
Check Your Progress (ii) djective + adjective e.g
Redhot, lukewarm, blue-black.

29. How can be form a
compound word? (i) Adverb + participle, e.g.
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(C) Compound verbsmay be formed from :

(i) Noun + verb e.g.
Way-lay, backbite, earmark.
(i)  Adjective + Verb e.g.
Safeguard, whitewash, fulfil.
(i) Adverb + Verb, as
Overthrow, outdo, outpass, overdo, upset.
Primary derivatives

(i) Formation of Nounsfrom Verbs and Adjectives

Verb Nouns
Advise advice
Bless bliss
Choose choice
Live life
Prove proof
Sng song

(i) Formation of Adjective from Verbs and Nouns
Verbs Adjectives
FHoat fleet
Lie law
Nouns Adjectives
Milk milch
Wit wise

(i)  Formation of Verbs from Nounsand Adjectives

Nouns Verbs
Bath bathe
Belief belive
Breath breathe
Cloth clothe
Food feed

Word Building

NOTES
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Communication Skills & Adjective Verbs
Personality Devel opment
Cool chill

Hde hedl
NOTES
[11. Secondary derivatives
English prefixes.
A — on, in; ahead, abroad, asleep.
A — out, in; arise; beside, betimes.
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 the force of a negative.

Besides there are many latin and greek prefixes that are being used
for building the words.

V. 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 : lesflet

- ling : duckling, weakling

- ock ; hillock, bullock.
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(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.
- y (with the quality of) : wealthy, healthy, dirty.
(iv) Of verbs

-en(causative,formingtransitiveverbs) : weaken, strengthen.

- se (to make) : clause, rinse.

- & (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 :

Reading:

Besides reading text books in English, one should read fiction, news

paper, magazines, essays, to enrich one's vocabulary.

Word Building

NOTES
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Communication Skills &
Personality Devel opment

NOTES

Check Your Progress

30. What must be
practise by the
students to build up

word power?

210

2. Consultingdictionary :
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 expresson. 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.




27 | Vocabulary

(1) WORDSCOMMONLY MISSPELT
it § H® TH Words €, S S=arol # U TR o fHerd-S[ord §, W 3 o1l faeene

o B €1 T Ol % WA § e Tt g SE Sl 21 e R/ Sl

iR Tt gate

1

Aid (A &T)
Add (STre)
Accident () -
Incident (&) -
Allay (&8 &TD) -
Alley (T TTeit) _
Access (TE9) -
Excess ( 3Af¥eh) -
Adapt (% 3TTER BTeHl) —

Adept (fgor)

Adopt (3T9M)
Affect (99E@ ST 1) —
Effect (9419) -
Accede (AM &4T) -
Exceed (31fy gMT)  —

He often aids me.
Add four to five
He met with an accident.

Such incidents do not perturb me.
Thismedicinewill allay your suffering.
Thisisablind aley.

| have no access to him.

The excess of everything is bad.

He could not adapt himsdf to the new
surroundings.

Sheisadept in knitting.

He adopted wrong methods.

His lecture did not affect me.

It will have no effect on you.

He acceded to our demands.

His expenditure exceeded his income.

V ocabulary

NOTES
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NOTES

10.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.
24.

25.

Advise (¥eTe =&1)  —
Advice (HeTTe) -
Artist (FeTTR) -
Artisan (FFRITR) -
Allusion (9&) -

Illuson (¥9) -

Altar (afere)) -

Alter (IISeTT) -
Boarder -
(SEEE § A 9rel)

Border (foham) -
Beside (by the side of) -
Besides ( 31fafterd) -
Berth (37T8) -
Birth (3=7) -
Born (U1 g31) -
Borne (=& §31) -
Bath (&) -
Bathe (¥ &%) -
Bread (J31) -
Braid (IcTSifgd 9@ME) -

Check (examine) -
Chegue (bank cheque) -
Corps (&R, THEr) -

Corpse (Hfd9) (@) -
Complement (&) -

Compliment (3TfHare) -

He advised me to go there.
He gave me good advice.
Heis agreat artist.

They are poor artisans.

| dislike to make any allusion to his way of
speaking.

You are under anillusion.

He sacrificed everything at the altar of the
goddess.

He often alters his opinion.

All the boarders have been asked to vacate
the hostd.

The border of this curtain is ornamental.
He was sitting beside me.

He knows English besides French.

| reserved a berth in the train.

The baby weighted five pounds at birth.
Hewas bornin 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 (AR fsHT ¥ ) - It has been raining continuously for two

Continually
(TTMAR. 9 &eh—%eh ) -

Confirm (gfte &) -
Conform (& 3Tha &FI)-
Confident (3T¥a%1) -
Confidant (fasarsft =afer) -

Considerable (much) -
Considerate (thoughtful) -

Corporal (3TIf®) -

hours.

He has been learning English continually for
years.
| was confirmed in my service.

This does not conform to rules.
Are you confident of your success?

Sheis my confidant.

He has a considerable income.
He is always considerate to ederly people.

No corporal punishment is given to children



26.
26.

27.

28.

29.

31

32.

35.

36.

37.

39.

4]1.

42.

Corporedl (for the body)-
Counsd (advice) -

Council (group of persons) -

Canon (church law) -
Cannon (d9) -
Civic (A1) -

Civil (not military) -
Cloths (o foet #u2) -

Clothes (faat faam #wug) -

Dependent (3mfyd) -

Dependant (3Af¥d =afed) -

Decease (death) -
Disease (SART) -

Draught (&aT T Sieh1) -
Drought (g@Im) -
Dual (53) -
Dud (\eeigs) -
Die (H7%1) -
Dye (T -
Dissent (3T&thid) -
Decent (=) -
Descent (S3157) -
Discreet (careful) -
Discrete (discontinuous) -
Deceased (dead) -
Diseased (sHR) -
Dear (™M) -
Deer (M) -
Eligible (fit to be chosen) -
[llegible (3799%) -

Emigrant (faser o Sime-
@ 9T

Immigrant (fsqer & -
3 & are)

Elicit (9= &A1) -
Illicit (R ) -

Eminent (renowned) -
Imminent (STaIgaRTet) -

Except (37eTm@T) -
Accept (TR &) -
Efficacious (gHTaemeit) -

NOW.
His corporeal needs are not fulfilled.

He gave me good counsd on my problems.
Heis a member of the Legidlative 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.

| have to support a number of dependants.
His decease shocked us all.

Cancer is a serious disease.

Be away from the draught wind.

Bihar isfacing drought.

They sit on dual desks.

Ramwas killed in a dud.

Heis 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 diseasad man is my servant.
Heis my dear friend.

| saw a number of deer there.
Heis not digiblefor this post.
His signaturewasillegible.

They are emigrants to Sri Lanka.

Heis an immigrant from Pakistan.

He dicited this information from me.

Hedealsinillicit 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.

V ocabulary
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Communication Skills & Efficient () - Mr Acharya is an efficient teacher.
Personality Devel opment

45. Farther (31fter ) - Ram went far, his brother went farther.
Further (3T) - He further said that he was sick.
NOTES 46. Fare (91S1) - Wheat is the fare to Bombay ?
Fair (4et) - | visited the villagefair.
Fair (31=3T1) - Hiswritingisfair.
47. Foul (fr=m faeg) - He plays foul.
Fowl (bird for food) - He keeps fowl.
48, Fatal (causing death) - The accident was fatal.
Fateful (sfas s aret) - 15th August. 1947 was afateful day for us.
49. Fate (917) - His fate was doomed.
Fete (3799) - | attended the fete of the villagers.
50. Furnish (supply) - They furnished him books.
Furnace (9Z2l) - This houseis like a furnace.
51. Graceful (=) - Hema was a graceful girl.
Gracious (3a1q) - Mr. Atul is a gracious man.
52. Gate (%) - Who is standing at the gate?
Gait (=meT) - Her gait is very strange.
53.  Hare (T9T) - The hare runs fast.
Hair (=et) - His hair is grey.
54.  Heir (STfeR) - Heis my heir.
Air (7dT) - The air was cool.
55. Hit (¥|rE) - He hit me on the head.
Heat (7T &) - Heat the iron before striking it.
56. Imaginary (kTedfieh) - This story isimaginary.
Imaginative
(showing imagination) - Sheis an imaginative writer.
57.  Industrial (3f=ifiER) - Jamshedpur is an industrial city.
Industrious (qfRset) - Heis very industrious.
58. Informer (H@IfeR) - They killed the police informer.

Informant (one who informs)- My informant told me that the meeting
would be postponed.

59. Imperial (VERIEET) - England had an imperial design.
Imperious (commanding)- He spoke in an imperious tone.
60. Interminable (too long) - Thisstory isinterminable.
Intermittent - He suffers from intermittent fever. (with
some intervals)
61. Ingenious (showing skill - His ingenious statement surprised all.
at inventing things)
Ingenuous (frank) - Everybody knows that he is an ingenous
person.
62. Inappropriate (9T ) - Thisis an inappropriate word here.
Misappropriate - He misappropriated the public money.
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65.

66.

67.

68.

69.

70.

71.

72.

73.

74.

75.

76.

77.

78.

79.

Jealous (§=1d])
Zedlous (3TET)

Judicial (T Harelt)
Judicious (BIf¥ER)

Labd (RS 3TIfE 1 Thal) -

Levd (surface)

Luxuriant (Sgd g+ aTet) -
Luxurious (Tgl 3T ¥ )-

Later (915 )
Latter (fusemn)

Loose (@tet-gret)
Lose (&)

Lair (=)

Layer (9Xd)

Lightning (3mem™ o fersteft) -
Lightening (Y=RTiITd &A1) -

Momentary ( &furer)

Momentous (significant) -

Metal (4q)
Mettle (9189)
Minor (FTaferT)

Miner (T | &M &3 9Tet)-

Main (q&)

Mane (351 =1 =€ i
T % W)

Morn (gs%)

Mourn (foama &%)
Might (FT)

Mite (St wH)
Mare (¥Et)

Mayor (HIR)
Musician (T/er=IT)
Magician (STgR)

Negligent (3T91a)
Negligible (Few@i)
Notable (remarkable)

Heisjealous of my prosperity.
Heis a very zealous worker.
Heisajudicia magistrate.
That boy is very judicious.

Price label may be seen before buying an

article.
This place is 4000 metres from the sea-level.

Thisplant has a luxuriant gowth.
Hislifeisluxurious.

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?
Thetiger 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.
Ironis a useful metal.

He showed his mettle in the battle.
Sheisaminor girl.

Thejob of aminer isrisky.
Discuss the main points.

Thislion has a big mane.

| saw a beggar in the morn.

She is mourning the death of her husband.
He might have done it.
Contribute your miteto this fund.

| bought a fine mare.

Heis the Mayor of the Patna Corporation.
He s a renowned musician.

Mr. P.C. Sarkar was a magician, who
showed his magic at several places.
Heis negligent of his duties.

She mistakes are negligible.
His speech was really notable.

V ocabulary

NOTES
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Communication Skills & Notorious (&) - Hisis a notorious thief.
Personality Devel opment

81 Ordinance (T&ARIT) - The president issued an ordinance to ban
some patries.
NOTES Ordhance (qg@m) - Thqre IS no ordnance in the private sector.
82. Ordina - He is the second son of his parents Here
(number showing order) 'second' is the ordinal number.
Ordinary (HT&mRoT) - It isan ordinary pen.
83.  Peace (¥mf) - There is no peace anywhere.
Piece (Z®31) - | want a piece of paper.
84. Persecute (TR T - They must not be persecuted.
Prosecute (&< &A1) - Have you ever been prosecuted?
85.  Popular () - Heis a popular leader.
Populous (St eTrems! are)-  Caleuttais very populous.
86. Pitiable (3ta) - His conditionispitiable.
Pitiful (31 & qof) - He was redlly a pitiful man.
87.  Pray (WiefH &%) - We pray to God.
Prey (ferR) - He fell a prey to the disease.

83.  Prescrible (Fam® 3T)
proscrible (Sfsd 1)

89.  Precede (Y8& M)
Proceed (3111 91g1)

90. President (31e7187)

He prescribed this medicine.
This book has been proscribed by the Govt.
January precedes February.

| tell you not to proceed.
Who was the president of the meeting ?

Precedent (33@X0T) - He failed to cite any precedent.

91 Principal (3r=me) - Mr. Arun is the Principal of our college.
Principle (fagr=) - He has no principle.

92. Plaintiff (Fg5) - Hewho suesin court of law is a plaintiff.
Paintive (sorrowful) - It was really aplaintive note, so | burst into

tears.

93. Practical (sA1@®IH) - He has no practical knowledge.
Practicable (TaeR § - Such propositionis not practicable.
CIECIPED)

94. Plain (F3) - Such crops grow in the Gangetic plain.
Plane (3915 SeTS1) - He often travels by plane.

Plan (ZsrT) - What is your next plan ?

95. Pain (trouble) - This medicine will lessen your pain.
Pane (¥frem) - He broke my window pane.

9.  Pours (sfqgfte g ) - It never rains but pours.

Pores (TH-1) - Clean your pores by rubbing.

97.  Postage (STh-Traret) - Have you bought the postage stamps?

Postal (STehTa) - The postal services are far from satisfactory
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98.

9.

100.

101.

102.

103.

104.

105.

106.

107.

108.

109.

10.

Poor (Ta) -
Poorly (S&i-#) -
Partisan (T&dat®T) -
Partition (fa+rsm) -

Purist (3151 T 3oh -
AT HE 9Tl

Puritan ( personwho -

isstrict inmorals)
Quite (faeegat) -

Quiet (3M=T) -
Quack (fegen E) -
Quick (¥Trsr) -
Query (question) -
Quarry (STeT ¥ weR -
i Frenrel S )

Rain (st &) -
Ren (&) -
Reign (3m& ) -

Roll (&) -
Role (¥f#=T) -
Rest (fagm) -
Wrest (SeR& BHAT) -
Respectfully (3T_X |) -

Respectively (FATIER) -

Root (S€) -
Route (%) -
Rout (¥HaT % &{AT) -
Reward (3M™) -
Reword (W =& -
T Tq: hedl)

Reveal (make known) -
Revd (make merry) -
Stationary (f&er) -
Stationery (fareH-ved -
T HMEH)

Soul (3TTcHT) -

The poor man needs our help.

The meeting was poorly organised.

He took a partisan attitude.

Who is responsible for the partition of the

country?
My teacher is a purist about grammar.

He is a puritan in the true sense of the term.

That boy is quite innocent.

Keep quiet while | sleep.

Villagers are often treated by quacks.
Be quick about it.

| query whether heis a rdiable person.
Many workers work in this quarry.

It was raining, so | did not go out to play.
Catch hold of the rein of the horse.

People were happy during the reign of

Ashoka.
A rolling stone gathers no moss.

He played a very bad rolein this incident.
Heis taking a rest there.

He wrested the wrist watch from me.

| respectfully wished him good morning.
January and February are respectively first

and second months of the year.
He cut the root of the tree.

Which is the route to the park ?

The enemies were routed.

He got nothing in reward.

Reword this passage in order shorten it.

He did not reveal the secret.

Children were revdling.
The earth is not stationary.

He has a stationery shop.

May his soul rest in peace !

V ocabulary
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Communication Skills & Sole (I T Telm) - Mend the soles of my shoes.
Personality Devel opment

113.  Sight (339) - Itwasabeautiful sight.
Site (¥IeT) - Thisisthesitefor a hospital.
NOTES 114.  Sensible (9H=IRR) - Thisboy isnot sensible.
Sensitive (easily offended) -  Sheis sensitive to blame.
115.  Social (HmHIfSeR) - Manisasocial animal.
Sociable (friendly) - Ther action is sociable.
116.  Sore(painful) - Hehasasoreleg.
Soar (I 3I31) - Prices are soaring these days.
117.  Solder (easily melted metal) - Join them with solder.
Shoulder (4T) - Whowill shoulder thisresponsibility ?
Soldier (faurEh) - Many soldiers were killed in the battle.
118. Session (W) - Thecollege session beginsin July.

Cession (SHIF S™EE 391) - China demands the cession of some area
of our country.

119.  Seem (look) - Heseams to be foalish.
Seam (SiIg &1 =) - Itisaseamless table.
120. Sale (farsrt) - Thishouseisfor sale.
Sail (@ &) - They set sail in the morning.
Sdl (=) - Hewill sdl his house,
121.  Spacious (having much space) -  Thisroomis spacious.
Specious (seeming true) - The specious argument did not convince me.
122, Sted (3¥1d) - Thisglassis made of sted.
Steal (FTAT) - Someone may steal your watch.

123. Siege (FR1) - They laid asiege round the fort.
Seize (S h¥)
124.  Statue (Ffd)

His property was seized.
This statue is made of marble.

Statute (1) - The statute will soon come into force.
125. Stare (dTeI) - They stared in amazement.

Steer (direct the course) -  He steered his boat.
126. Straight (¥ftem) - Draw astraight line.

Strait (STsHEHET) - Have you seen the Strait of Panama ?
127. Through (8/&%) - Hewas passing through the forest.

Thorough (absolute) - Hehas thorough knowledge of English.
128. Track (T&) - Follow this cart-track.

Tract (area) - Thisisabarren tract of land.
129. Tread (e, W @ AsM) - The elephant trod the crops.

Trade (FAMIR) - Hedid not succeed in his trade.
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130.

131.

132.

133.

134.

135.

136.

137.

138.

130.

140.

141

142.

143.

144.

145.

Umpire (Totirer)

Empire (9M9T) -
Union (F=) -
Unity (Tad) -

Underline (draw a line under) -

Underlie (giverise to) -
Urban (of atown) -

Urbane (polite)
Utter (total) -
Outer (aTEd)

Use (benefit) -

Usage (way of using)
Verbal (¥ifsgeh) -
Verbose (¥/&1 § o)
Vacant (@)

Vacate (@Ieft &A1) -
Vary (change) -

Very (much) -
Vane -

Vain (=3¢f) -
Vein (79) -
Vest (TSt @f) -
West (qfe=m) -
Vine (TR &t @dl) -
Wine (309) -
Vacation (3Ta&TT) -

Vocation (profession)

Voluble (talking quickly)

Valuable () -
Vulnerable (FHSiR, weak) -

Venerable (respectable) -

Vegetarian (3MHERT) -
Vegtation (plants of all kinds) —

Mr David Shepherd is the umpire of
this cricket match.

Britain has no empire now.

They have formed a union.

There is no unity among the students.
The teacher asked us to underline the

sentence.

Such action will underlie many misgivings.
They were unaware of the urban way of
living.

His urbane behaviour pleased everybody.
There was an utter failure.

The outer wall collapsed.

What is the use of learning so many
languages ?

It isaguideto usagein English.

| have given him a verbal order.

| dislike verbose writing.

| found the room vacant.

He vacated the house.

It varies from time to time.

| am very glad to see you.

The vane on the building turns when the
wind blows.
Hetriedinvaintodo it.

Blood flows along our veins.

He is wearing a fine vest.

His house faces west.

He has a vineyard.

He often drinks wine.

| shall goto Mumbai in the coming vacation.

Teaching is a vocation.

She is voluble and therefore | do not follow
her.
Thisbook is very valuable.

His arguments are vulnerable.

Our venerable English teacher retired last
month.
My family is vegetarian.

This areais famous for its vegetation.
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146. Vogue (in use) Thisfashion is not in vogue now.
Vague (&) His statement is vague.
147.  Variant (f9=1) His colour is variant from that.
Various (F%) Various kinds of flowers arein his garden.
148.  Veracity (99) The veracity of his statements will be
questioned.
Voracity (drer) Heisdidiked for his voracity.
149.  Wave (T=Y) He is watching the seawaves.
Waive (rTT) | waived my claim to that house.
150.  We (HeT) We are students.
Wee (Jgd Br1) It is a wee drop in the ocean.
151.  Waist (™) He wears a bet around his waist.
Waste (S@ig &) Don't waste your time.
152. Ware (article) He deals in earthen wares.
Were () They were my friends.
153.  Weather (&™) The weather is foul today.
Wither (=) This flower withers soon.
154.  Weigh (derr) The grocer was weighing sugar.
Way (T%) Which is the way to the Post Office?
155.  Wed (marry) Hewill soon wed that girl.
Wade (It § =er) The giant was wading in the river.
156. Wea (welbeing) Weal and woe are the two wheds of life
Wil Who will answer my question?
157.  Warden (authority) The warden of our hostel ordered him to
vacate the hostd.
Warder (guard) He acts as a warder in thisjail.
158.  Wring (faga Wring your wet clothes.
EIEIRECAGEID)
Ring (S=IT) Ring the bell.
159.  Younder (T&l) Yonder is the moon.
Under (=) Thereis a cat under you cot.
160.  Zest (Fei) He joined us with great zest.
Jest (HSTTh) Hesaid soinjest.
EXERCISE
Distinguish by means of sentences between the words in each of the follow-
ing pairs:

verbal, verbose persecute, prosecute prescribe, proscribe dicit, illicit; confirm,
onform; beside, besides; adapt, adept; accede, exceed; continual, continuous; jest, zest;
zealous, jealous; momentary, momentous.



(i) WORD FORMATION BY PREFIX AND SUFFIX

Word Formation =1 d@rcad 8- 318 & f=1-fa=1 &9 a=m s o 316 YR & Wi
1 WA TR ST B1 39 S8 WehR & YISl %1 SIS sAehl § Parts of Speech @1
S €1 Noun (®),Pronoun (®e-m™), Verb (fan) Adjective (fawmon), Adverb
(fshamu fawiooT), Preposition (¥wrg-dige 37@@), Conjunction (FaSh )
Ten Interjection (foremafeaiyss ¥eR)— 37 Wl &1 ITANT STATTRATAR TR |
foran wmar €1 St W ww € ¥k (word) I Noun (EaT) 3tel Adjective 3tere
Verb steren Adverb (fsran-faeremn) enifs fafs= &9 & wfEfda & den 3 o=
Yl 1 et T 1% oM 1 I5-3=1 (Word Formation) F&d &1

Root/base and affix (W&t qem U= a1 weT )

STt ¥ word-formation & fafr= alsi ! ¥9e@ ¥ & Root, base @ affix &t
SIIROT ol TSI G Bidl €1 Root ¥sX 1 98 91T Bidl 8, Sl 9k & §er a7
FI e w21 Affix @€ Bl ©, St root word % S o WS SIST Sl 8 Sid-
diglike, # like root word 2, @ dis-affix &, i 38 root word like® 3 Sier T
2l

THH T S e @
(a) disobey — dis+ obey (affix + root)
(b) unkind — un+kind (affix + root)

(©) irregular — ir +regular (affix + root)
(d) actor — act+or (root + affix)
(e illegdly — il+legal +ly (affix + root + affix)

Had root 1 T € el Tk Ik b &Y H fHaA S Hehell ®, T affix 1 STAN
TR root & &l fepan < Wehan B

Affixes

Affix 1 TR & B © ¢ () Prefix (i) Infix  (iii) Suffix

() Prefix : ¥ a affix e € 1 root word ® WEA TEd Bl S
: impure, misuse, indiscipline.

(2) Infix : st o infix & 9@ S )

(3) Suffix : & & affix B &, St root word & 310 ¥ wie S &1 S¥- lovey,
cardess, dangerous.

Prefixes (Suat): Q=@ prefixes T Wk & o1ef § /@ uRedq o 34 21 &l
W AU % HD wHferd prefixes = K& 51 @ €

(A) serrTEes prfixes (3uwt) :

dis — didlike, disagree, disappear un — unable, unfortunete, unhappy
in — incorrect, indirect, incomplete mis — mislead. misguide, misuse
ir — irregular, irrational, irrdevant il — illegd,illegible illiterate.

im — impure, imperfect, impossible

(B) o s aret prefixes

inter (= ®)—intercity, international, intermarry.

intra (F/4 s 37<X)— intrangt, intracircle, intranational
mid (&= ®)— midsession, midway, midday.
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Communication Skills & fore (WA 1 A1 AT &1)— forehead, foreegs, foretdl, sub (F=)— substandard,
Personality Devel opment
subway, subnormal

(C) degree o size st 1fse ¥ Jater Sprefixes.
mini (Bfe1) — miniskirt, minicab, minibus

arch (§&9) — archbishop, archangle, archenemy

super (¥ 31fea) — supernatural, supermarket, superfast.
(D) ®® 3= wg@yui prefixes.

ante (98d) — antemeridiem, antenatal, anteroom.

NOTES

anti (fereT®) —antidote, antiquity, antiseptic

auto (¥9d:) — automatic, autobiography, autoriksha

bi (=) — bicycle, bilingule, bilateral

co (WY, 98) — co-operation, co-education, co-incident

cyber (3=T, FFIXR) — cyber-crime, cyber-cafe, cyber-culture.
de (fawdia fsham) — de-cese, de-forest, de-generate.

e (SARIHH, geT2) — e-mail, ecommerce, e-book

eco (TatawuiE) — eco-friendly, eco-tourism eco-logy.

ex (Jd) — ex-husband, ex-minister, ex-primeminister

geo (=) — geo-logy, geo-physics.

il (& T °) —ill-fed, ill-will, ill-advised.

kilo (8STR) —kilo- byte, kilo-metre, kilo-gram.

micro (§&H) — micro-biology, micro-meter

mono (T&) — mono-cycle, mono-oxide, mono-poaly.

multi (3% a1g) — multi-storey, multi-plication, multi-national.
over (3TafY) — overthrow, overeat, over confidence.
omni (F+T) — Omnipresent, omnipotent, omniscent.
poly (37 ) — polyester, polygamy, polygon.

semi (3T1em) — semicircle, semicivilized, semicolon.

tele (S¥) — telephone, television, telescope.

tri () —tri-angle, tri-cycle, trioxide.

ultra (431) — uttrasonic, ultrasound, ultramodern

under (=, %) — underfed, underline, underpay

uni () —unicycle, uniform, unilateral.

vice (39-W8M™®) — vice-president, vice- chancellor.
Suffix (g==)

Suffix g 9K & B & : (1) Inflectional (2) Derivational.
(i) Inflectional — 3 w1 & Part of speach & =i ufedd =&l & &1 SW—play -

plays, playing, box - boxes.
St o el iRt 9 inflectional, suffixesid € :

(i) -s31 -es (Fga=A oM & forw)
222 (i) -'s¥1 -s (possessive I M & W) S — Hari's, boys.




(i)

(i) -s A -es (verb 1 singular M & AT present indefinite ® third person
singular subject & @1e)

(iv) -d =1 -ed (sl & forw) S9 — talked, untalked.

(v) -da1 -ed (past participle® few)

(Vi) -er (comparative® ferw) S® — smaller, bigger.

(vii)-est, (superlative® fa@) @ — biggest, fastest.

Derivational — 3 3% & part of speech & Ufed™ &% <0 &1 781 | %8 Heayol

suffixes & =1 @ €:

(A) Suffixes St nouns s 21 Abstract nouns A= el suffixes =t @ -

(a) verb+ing— building, copying.

(b) Adjective + ness — kindness, meanness, happiness.

(c) Adjective + ty — electricity, falsity, density.

(d) -ent ¥ THE B ol adjectives Fi -ence § W= oA, S present —
presence, absent — absence, idependent, — independence.

(6) Verb & |¥ -ence W -ance & SigH{ &+ e, W@ : performance,
acceptance, preference.

(f) -d/-t ¥ T e STt verbs ® |9 38 T W -sion 1 STgehl s Tsg, Sl
permit - prmission, dicide — decision, admit - admission

(g) verb & @1 -ion / tion / ition / -ation g = WX, @ : presentation,
correction, starvation.

(h) verbs T -ment SiIgsHT s W1s5, S : punishment, agresment, commitment

Hfgadl ¥ T nouns I are suffixes:

(a
(b)
(©)
(d)
(e)
()

Verb & E191 -er [ or SigeY, ¥ : actor, teacher, driver, operator.
Noun/verb/adjective s ®el, Si¥ : -ist Sirgsh bicyclist, tourist, motorist.
verb & H¥ -ant/-ent SiigehT, SI¥ : Student, applicat, participant.

T ® WY -an/-ian ST, S : musicion, republican.

verb & ®Y -ee WIS, S : payee, employee, addressee

noun = 1Y -ess SIEehY, S : lioness, waitress, actress,.

(B) Verbs s aret suffixes :

(a)
(b)

T & WY -ate SEHY, SW : cholorinate.
fagiooT = @Y -ize SigHT, SIW : popularize, computerize, summarize. F&l -ize

% M W -ise ™ WA ff G 7E1 S 2
Adjective® ¥ -enshT ¥IIT ¥, S : sharpen, ripen, deafen, frighten.
(C) Adjectivessmm st suffixes:

(a)
(b)
(©)
(d)
(e)
()
(9

T % WY -al g, S : national, cultural,

Tl & WY -ic SMgHT, S : heroic, energetic

verb T nouns T -ive SISeHY, SIW : attractive, active, introspective.

T % WY -ful S WA L, S : beautiful, harmful, helpful, mouthful.
T % WY -0US T WA T, SW : careless, homeless, painless, helpless.
Tl % WY - ous s FA I, SIW : ambitious, dangerous, famous.

T H WY -y H WA HH, S8 : sandy, greasy, salty.
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Communication Skills & (h) =1 & @Y - lyShes, S : friendly, fatherly, monthly.
Personality Devel opment _ _ . :

(i) verb® =¥ -iblegablesiesT, SI¥ : responsible, reasonable, suitable/
(D) Adverbssam =@ suffixes:

NOTES A W adverbs, adjectives ® @19 - ly 41 - ward (S) TH ¥ € & €1 S9-
slowly, quickly, afterward.

EXERCISE 1

Fill in the blanks with the correct forms of the words given in the brackets :

1 The. s of the city were very alert. (inhabit)
2. He behaved.........c.cccoevevnennee. in the party. (foalish)
3. The enemies attacked the ..........cccoeevveennne people. (sleep)
4. Shouts of joy could be ... from every where. (hear)
5. They could see nothing inthe ..., (dark)
6. The ball hit thewall and came .........c...ccceeeeens (back)
7. There was a mark of wound ...................... his right eyebrow. (nearness)
8. Hecame.....coooviieviinnnnns a 8 p.m. (exact)
9. My brother is doing some course in........ccccceeeveeevnennne. (manage)
10. Pranjali became a ..........ccceecveevvenen. doctor. (fame)
1. In big cities, roads are.............ccceeceerneenne (crowd)
12. HEIS coeveeeeeeeeee, of his look. (care)
13. Pranjali's eyes Were .......ccccoceeeveeeinenn. with tears. (fill)
14. Indiaisthelargest .....cccccocoveevvieenen. of tea in the world. (produce)
15. lread @n coooeeceeeeee story. (interest)
16. Exercises Keep one .......ccccceevveeveneennnn. (health)
17. AN was signed between them. (agree)
18. | received your letter with @ .......ccoceevviiieen news (wonder)
19. My headmaster was a .........ccccceeeeveeeennen. (discipline)
20. Nehais a ....cccocevceevieeeviieene, agirl. (beauty)
21. He sent the boy to work..........ccccoeeeeene (independent)
22. The fox was really........c..ccceeveevenenee (help)
23. Children were busy in different...........ccceeeevvennnns (active)
24. Dhyan Chand was a devotee of .........ccceeveeiceenene (excdlent)
25. Piyush Was ......ccccovviveieeeniens with the birds. (friend)

EXERCISE 2

Fill in the blanks with the correct forms of the words given in the brackets :

1. Piyush Sat......ccccoveecveeiiene, against the wall. (lean)
2. He thought that hewas ..........cccccceeveenee. for his people. (use)
3. Shweta was a New .......c.ccceeeceeerveennne. in the class. (come)
4. We should not spdll the words ..........cccccceeeveenneee. (wrong)
B e is very complicated. (Machine)
6. The stick isreally.......cccoceveeinnnnnn. (magic)
T e water never stinks. (run)
8. Sujata was full of .......ccoeviiriniee (excite)
9. Some wild animals are.............ccceeeeveennne. (danger)
10. A man stumbled over the stoneinthe ........cccccoveeveeinens (dark)
1. There was @ ...coovveevevecveecveeenen, behind the mosque. (grave)
12. Hegave aclear ....cccoocveviveierennenne of the incident. (describe)
13. They passsed through the .........ccccceiiienees country side. (love)

204 14. Holi iS@ o, festival. (colour)




15. Ballooning is an
16. The plane
17. He will come back from the city
18. Dhyan Chand was a
19. She ropped in the school and became
20. A man should be
21. His ......
22. Thereis no
23. Your teacher can give you al the
24. Chittorgarh is famous for its
25. This place isfull of

............. sport.
... took off.

(i11) SYNONYM SANDANTONYMS

Synonyms i fe= ® TafgaT=t =1 TAETed v Fel S ¢ 37 vl & o1 T ¥ e
B T TR WA A1 % 9 % SHOR & BRA ST @ Antonyms i e o faam
&5 A faudianelss 913 el S © T8l |/ Y@ IS % Synonyms @ Antonyms &

'WI%%:
Abase
Abhor
Absent
Absolute
Absurd
Accede
Access
Achieve
Acquire
Acute
Adjourn
Adversity
Affirm
Ailing
Alliance
Allure
Amiable
Array
Assault
August
Avarice
Awe
Baffle
Barbarous
Beautiful

(3TTH)
(/T )
(eTgufeer)
(qof)
(FHEIR)
(HeAfd)
(TET)

(qui =TT
(9T )
()

(FAfITd HET)
(gt)
(&R =)
(=)
(JTS)
EiEarticasi))
(&)
(FAIS)
(SITRHTT HTAT)
(¥1=3)
(areT)

(BT
(31 89)

(=0

humiliate
hate
inattentive
entire
ridiculous
consent
approach
accomplish
obtail
sharp
postpone
misfortune
assert
unmell
union
attract
loving
order
attack
majestic
greed
fear
defeat
savage
elegant

in the village.

honour
love
present
incomplete
sensible
dissent
departure
fal

lose

blunt
continue
prosperity
deny
healthy
enmity
deter
hateful
disorder
defend
mean
extravagance
familiarity
hep
civilized
udy

three days.

you need.

(adventure)
(gradual)
(with)
(magic)

in the village. (fame)

(health)
(national)
(employ)

(inform)

(history)

(nature)

(|qH)
(¥T%)
(Sufeerd)
(31qol)
(HHERR)
(3TEEH(d)
(Tart)
(TEHA BIAT)
(@)
(®fcd, wier)
(ST 1@
(HFg=e)

(3TATHR HET)

(%)
QECL)
(ST STet)
(gfore)
(STeFafEerd)
(& L)
(T=9)

(fehsperer=i)
CIEERCERD)

GHERIETSI))
(F%1)
(9

V ocabulary

NOTES

225



Communication Skills &
Personality Devel opment

226

NOTES

Bitter
Blank
Blend
Blithe
Blunder
Bounty
Breed
Brisk
Brittle

Bulk
Cqgjole
Candid
Caprice
Cede
Charity
Chastity
Clamour
Cloak
Coalleague
Combat
Commence
Comprehend
Conceal
Congregate
Conspiracy
Consume
Convulse
Countenance
Crest
Crude
Date
Deceit
Defer
Deter
Devour
Ddigence
Distinct
Drowsy
Due

(shed)
(@)
(fason)
(TE=fer)
(TTeAT)
(TR
(S =)
(F=)
(T
(seT)
(TR
(HA/Hq=)
(HTR)
(T
(=)
QIEEN
(STA)
(@h)
(wedl)
(feorien)
(Y& hTM)
(|H=)
QEEIEI)
(3he3 BN
(eF)
(SYAT )
(3T kT
(HETId )
(forer)
()
(qea)
(&)

(8 &)
(EdrcaTfed L)
(frerm)
(&)
(W)
()
(3f=)

harsh
empty
mix
merry
mistake
generosity
beget
active
fragile
size
flatter
fair
whim
quit
kindness
purity
noise
cover
fellow
oppose
initiate
coinceive
hide
gather
plot
utilize
agitate
support
summit
ran
facts
guile
dday
discourage
swallow
attention
obvious
dozy
proper

sweet
filled
separate
dejected
accuracy
miserliness
eradicate
inactive
said
particle
chide
unfair
reason
hold
harshness
immorality
silence
exposure
oppenent
hdp
conclude
mistake
expose
disperse
legidation
reject
soothe
oppose
bottom
refined
assumption
sincerity
haten
persuade
vomit
negligence
obscure
vigilant

improper

(+tarn)
(1)
(3=hR)
(3:h)
(&)

(R TET)
(= hT)
(fAfsm)
(3t)
(BT ZheT)
(FHRTT)
(3TH=Z)

(Ths)
€SCIREY)

( 3rifereRan)
(gedt)
(3=
(ferieft)
(W=R)
(FHTE R
(TTerdt )
(et
(farerem)
(=TT

(T hT)
CUIESID)
(fatrg &%)

(5)
(heT )
(3T
(TS =EAT)
(3R
(3 )
(I )
(3TH=2)
(FTH)
(i)
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Dwell
Eclipse
Elastic
Eliminate
Elude
Emit
Endue
Enthusiasm
Epitome
Erect
Even
Execute
Expedient
Familiar
Fasten
Fertile
Festal
Fend
Fiodity
Fiery
Finite
Flattery
Flicker
Forget
Formidable
Found
Free
Futile
Gallant
Gibe
Gigantic
Glide

Go
Gorgeous
Grind
Hall

Halt
Handy
Harbor

(&)
(Bh)
(T=ite)
(%1 3
(CERBEIED)
(ST
(33T L)
(1)
(Emen)
(@rET hT)
(FE)

(9T L)
(STTHI)
(ufifem)
(ater)
(STeTS:)
(i)
()
(3AFEY)
()
(i)
(TRTHR)
QENIER))
(o)
(fashe)
(Tfyd shET)
(FIa)
(T=)
(SRTY)
(3T=eT)

( feremet)
(T
(ST

(579)
(Jarn)
(TN HEAT)
(%)
(gfaurse)
(YROT 3AM)

abide
overcast
flexible
gect
shun
exhale
store
ordor
summary
raise
uniform
fulfill

fit
intimate
tie
Prductive
gay
enmity
honesty
hot
limited
caolery
glimmer
overlook
horrible
establish
liberal
trivial
bad
mock
vast
dide
proceed
superb
oppress
salute
rest
convenient
shelter

roam
revel

rigd
welcome
encounter
inhale
spall
coldness
expansion
destroy
rough
dorp

unfit
stranger
urtie
barren
ascetic
reconcilation
infiddity
icy
enternal
rebuke
shine
recollect
trivia
demolish
llliberal
useful
timid
approve
diminutive
hop

come
mean

hep

avoid
advance
inconvenient
expd

(#ZH)
(The hTN)
(F3R)
(FENTd = {T)
(| R T)
(frerm)
(frmrem)
(F@M)
(98R)

(= L)
(ER)
(BfE =)
(SATHIH)
EERED)
(et
(FR)
()
(geTe)
CELIED!
(3UsT)
(i)
(HZhN)
GLED)

(I HTT)
(T=)

(= T
(T)
(3wr)
(ST)
(Bten)
(Ttehe)
(|REh )
(3T
(T=)

(WS =¥
(3 HEAT)
(& =)
(3rgfaurss)
(TrRE)
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Havoc
Heed
Hew
Homely
Illusion
Immune
Impose

I mpudent
Incite
Indifference
Ingress
Insane
Inter
Jade
Juicy
Kindle
Lank
Lascivious
Latent
Lax
Lessen
linger
Listless
L ofty
Lull
Lusty
Malady
Malicious
Mania
Mar
Meditate
Méelow
Mind
Mischief
Misty
Mock
Muse
Nasty
Nerve

(fermsT)
(& 3)
(=1
(HgET)
(9#)

(% HT)
(&)
(ErEHt)
(ShdEr)
(ATIRETET )
(o)
(9T )
(THAFT)
(T F3)
(TEH)
(ShdEr)
(gFam)
(%RTHh)
(few gam)
(ATIETE)
(RH T
(8 &)
(g=h)
(¥)
(3m=)
(HSTe[d)
(siter)
(%)
(NI )
(fermresm)
(HT hT)
(THT F3)
(& 3)
(Sie 9g=m)
(geret)
(fereett sgrm)
(|r=m)
(=)
(|rEw)

destruction
notice
chop
ugy
deception
imprison
put
bad
provoke
carelessness
entrance
mad
bury
weary
Spongy
excite
thin
lugtful
secret
loose
diminish
loiter
careless
exalted
calm
strong
disease
wicked
lunacy
ruin
think
ripe
heed
hurt
dim
ridicule
think
filthy

courage

conservation
ignore
form
beautiful
reality
release
remove
polite
discourge
interest
exit
sane
disinter
refresh
parched
surpass
plump
chaste
vishle
strict
extend
hasten
active
undignified
excitement
weak
healthy
kind
sanity
make
execute
unripe
ignore
benefit
clear
admire
act
nice
timidity

(H&on)
(Y& L)
(g
(=0
(CESIEEXID)
(BrE)
(B
(form®)

(Bdicafed )

(=f)
(ferre)
(TUEER)
(SITE)
GRS
(g@m)
(&)
(Re)
(ufer)
(T=2)
(F2R)
(S@r)
(TS =EAT)
(=)
(TR )
(IS
(HHSIT)
(FTE)
(7a1q)
(THFERT)
(CEED)
(=T
(=)
(39 HT)
(T I
(T=2)
(IRTET HT)
(T )
(3T=31)
(SRTIAT)



Nocturnal
Nove
Obese
Obstacle
Occult
Offspring
Onerous
Oppress
Ordinance
Overthrow
Passion
Peerless
Penetrate
Perceive
Petition
Pick

Pile
Plague
Pluck
Plunge
Ponderous
Precede
Predict
Prelude
priggish
Primitive
Probity
Procure
Profound
Proposal
Pry
Provide
Pueride
Putrefy
Quake
Rack

Rall
Rapture
Rational

(&)
EIRIEED)
Gic)
(aIEm)
(fe ga)
(s=d)
()
(ZaT)
(3TEATRTN)
(= =¥
(¥%)
(eAfgea)
(=)
(=)
@IRED)
(g
(%)
(TR T
(dreH)
(ga )
(o)
(gt g )

(afsamt 3 )

(AT
(Tferd RE)
(9=
(fran)
(I
()
(T )
(@)
(31)
(SFhT)
("e)
(RTT)
(AT 3
(HHTAT)
(A=)
(HHERR)

dark
modern

fat
barrier
hidden
children
heavy
overtask
regulation
demolish
affection
unique
pierce
discern
prayger
select
heap
annoy
courage
snk
weighty
herald
prophesy
preface
affected
ancient
integrity
get
deep
offer
peep
supply
childish
rot
tremble
torture
scold
delight
sensible

brilliant
ancient
Slender
hep
open
ancestry
light
assist
custom
construct
frigidity
ordinary
withdraw
overlook
protest
reject
scatter
amuse
cowardice
emerge
light
follow
recall
conclusion
unaffected
modern
rascality
lose
shallow
order
overlook
retain
manly
preserve
rest
console
flatter
agony
mad

GLEISH)
(9=
(Zare)

(W=R)

(ge)

(F5)

(BehT)

(A= T
(Hfa-fam)
(AT
(F@MT)
(FmH=I)
(feprerm)
(e HT)
(rafe)

(3T HR )
(ferer)
(RS )
(STTh)
(Jhe BI)
(ZeehT)
(fio-da 31
(T L)
(freel)

( STYHTISIE )
(YY)
(geedn)

(@)
(fase)
(3TRw)
(SRS )
(=)
(gesiife)
(EfEra )
(STRH HT)
(e )
(TR )
(frerem)
Q)]
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Raze
Rear
Recline
Reel
Reflect
Refute
Reterate
Reliance
Rend
Resemblance
Respond
Retain
Revenge
Revive
Rigid
Sdary
Scholar
Seque
slock
sociable
Sordid
Spontaneous
Squander
Starved
Strive
Supine
Tdly
Thaw
Tinge
Trammd
Tranquil
Trivia
Tyro
Uniform
Usurp
Vile
Whet
Wholesome
Wizard

(T2 &) destroy
(AT -91A R T breed
(g ) lean
(ST U <) stagger
(fe=m =T) muse
(e fag s falsify
(JreT) repeat
(fergemsr) confidence
(=) tear
(gErFa) similarity
(I 30) answer
(T @) restrain
(S=em) vengeance
GEEIRED refresh
(F3N) stern
(FsTEdh) wages
(fere) disciple
(F=) close
(@re) loose
QESERIY friendy
(Ser=t) greedy
(T:) willing
(YA FTT)  consume
(@) illfed
CRICICAEI) endeavor
(g=i) lazy
(frer) agree
(farererm) melt
() dye
(sfer) bond
(zier) quiet
(T=3) frivolous
(Ffafermn) learner
(FHM) dike
(sform <) sadize
(T=) sordid
(¥R 95 %) gharpen
(ST healthy
(STETR) magician

erect

kill

stand

run
overlook
confirm
reverse
diffidence
patch
difference
overlook
giveup
pardon
exhaust
flexible
gift
master
opening
tight
bashful
prodigal
compulsory
save
well-fed
yied
diligent
differ
freeze
erase
liberation
agitated
important
expert
unlike
surrender
noble
blunt
unhealthy
dupe

(TrET &)
(HrE)

(T B
(AT
(e HT)
(gt =zm)
GIEE R
(efergars)
(AT hT)
(3THHTT)
(39&T HT)
(Bl 30)
(&)
QEEID)
(HaraH)
(3TRN)
(%)
(Y&A)
(F=0)
(Tte)
(forserer)
(srfarda:)
CEIRID)

(=3 We uifta)

(FHYOT )
(1)
(fa=1 =)
(ST
(faerm)
€ELER)
(Safsa)
(T
(3a1)
()
(e ST 3)
(93)

( HierT )
(TR )
GRS



Yearn (=) desire loathe (T®I = TT)
EXERCISE 3.

Fill in theblankswith the antonyms of the words given in the brackets

L RAVE IS ettt ettt nee (tall)
2. GOd KEEPS BVEIYONE.....ceeie e (dead)
3. Hesgt out ON @ ..ccooovveeveecieece e journey. (short)
Ao, al thetimeis not good. (working)
5.Ramuisa .....ccocveeeneenne boy. (kind)
6. We are very ......cccceveeneen. today. (unhappy)
7. The cages 100KE..........ccoceiciiieieeiei s (fud)
8. Work hard and you Will..........ccccooiiiiiiiie e (fail)
9. ltwas............ for him to do. (differcult)
10. They went beyond the reach of their..........cccccovevieeeeeinens (friends)
11. OursisS NOt & VEY......coecveeeveeeieneeenn schoal. (big)
12. Don't be.oeieieeie e of your mistakes. (careful)
13, Wrting iS @ eeeveeveeieeiesieeeen invention. (useless)
14. 1t was a beautiful...........ccccovreenee (evening)
15. The ocean is very......ccccccovcvveeeeneen. (shallow)
16. Reshma always WOre a ......ccccceeevveeeeeennnn dress. (clean)
17. The next morning Reshma's face was..........cccceveeeviiens (dirty)
18. The forests in Assam are Very.........ccceveeeeceeeenen. (thin)
19. The servants carried a .........ccoceeeeee. dress. (clean)
20. The silk merchant was a ..........ccceeveeeevvnennee. man. (fearful)
21. Mount Everest isthe................... mountain peak in the world (lowest)
22. The people gave .......cccccceveveernenne opinions. (same)
23. My father isa ....cccoovvvviienicnine man. (short)
24. HEiS @ .ooovvveeeeveeeee (witch)
25. Dhyan Chand isa .....ccccocceeeevcvneennnen. for excdlence. (antonym)
26. All children are ........ccccccvvvevineennee (unequal)
27. MY e is a housawife, (father)
28. Children should be treated............cccevvenenne. (crudly)
29. You can think about..............ccccceeeeeene. occupations. (modern)
30. Thefort stood ........cceeeeeevveennenne on a steep hill. (low)
EXERCISE 4

Fill in the blanks with appropriate synomyms given in the brackets

1. Weshouldbe............. of our duties. (aware)
2. Banwir wasa............. man. (wicked)
3. My father ............. me to work hard for examinations (compel)
4. Hedidnaot ............. to my advice. (mind)
5. Everybody ............. criminals. (didike)
6. Aeagehas........... eyes. (sharp)
7. My friend ............. me during examinations. (misled)
8. Nobody liked his.............. (opinion)
9. During interview ............. questions are asked. (oral)
10. Himalayaisthe.............. of the Ganga. (source)
11. Theteacher did not ............. us go home. (alow)
12. Words worth did not like ............. beauty. (physical)
13. The prisoner filed a writ............. in the High Court. (prayer)
14. Theshopis............. a present on every purchase. (giving)
15. He............ my idea of going home. (refused)

V ocabulary

NOTES

231



Communication Skills &
Personality Devel opment

232

NOTES

16. We should not ............. at the poor. (ridicule)

17 e, mangoes taste swedt. (mdlow)

18. The naughty monkey used to.............. people and children. (hurt)

19. Anun............ in convent. (inhabit)

20. Thecar is ............. smoke. (giving out)
ANSWERS

EXERCISE 1:

EXERCISE 2:

EXERCISE 3:

EXERCISE 4:

1. inhabitants, 2. foolishly, 3. degping, 4. heard, 5. darkness, 6.
back- ward, 7. near, 8. exactly, 9. management, 10. famous, 11.
crowded, 12. cardess, 13. filled, 14. producer, 15. interesting,
16. hedlthy, 17. agreement, 18. wonderful, 19. disciplinarian,
20. beautiful, 21. independently, 22. hdpless, 23. activities, 24.
excdlence, 25. friendly.

1. leaning, 2. usdess, 3. comer, 4. wrong, 5. Machinery, 6.
magical, 7. Running, 8. excitement, 9. dangerous, 10. darkness, 11.
graveyard, 12. description, 13. lovdy, 14.colourful, 15. adventurous,
16. gradually, 17. within, 18. magician, 19. famous, 20. healthy,
21. nationality, 22. employment, 23. information, 24. historical, 25.
natural.

1. short, 2. dive 3. long. 4. playing. 5. unkind. 6. happy. 7. empty,
8.suc- ceed, 9. easy, 10. enemies, 11. small, 12. cardess, 13. useful,
14. morning, 15. deep, 16. dirty, 17. clean, 18. think, 19. heavy,
20. fearless, 21. highest, 22. different, 23. tal, 24. wizard, 25.
synonym, 26. equal, 27. mother, 28. kindly, 29. traditional, 30. high.

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

Synonyms

A word or phrase that means exactly or nearly the same as another word or
phrase in the same language are called synonyms, for example shut is a
synonym of close. Words that are synonyms are referred to as being
synonymous, and the state of being a synonym is called synonymy

Antonyms

Words which have an opposite meaning are called antonyms. It comes from
the Greek words “anti” for opposite and “onym” for name. Fast is an antonym
of slow.

Homophones, Homographs and Homonyms

Homophones are words that sound aike. Homophones have the same sound
but different meaning, and they are often spelled differently. For example,
consider the word “plate” and “plait.” A plateisadish for eating, but aplaitis
aspecial knot or twist, usually indicating something braided, like hair or rope.

Homogr aphs are words that are spelled the same. Homographs have the same
spelling but different meanings. For example, the words “tear” and “tear.”
Tear can mean drops of water from the eyes; on the other hand, it can mean to
rip paper into pieces.

Homonyms have characteristics of both homophones and homographs. Aswe
mentioned, they are words that are spelled aike (like homographs) and sound
alike (like homophones). Homonyms are a specia case, and they are best
thought of as the center portion of a Venn diagram that shows the overlap
between homophones in one half and homographs in the other. Examples:

Synonyms, Antonyms

and Homonyms
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Communication Skills & «  bear (an animal)/bear (to withstand or hold up)

Personality Development e can(ameta container)/can (ableto)

Some mor e examples:

NOTES Synonyms:

« Come — advance, approach, arrive, near, reach

e GO — depart, disappear, fade, move, proceed, recede, travel

e Hurry — rush, run, speed, race, hasten, urge, accelerate, bustle

o Hide— concea, cover, mask, cloak, camouflage, screen, shroud, vell
e Begin— start, open, launch, initiate, commence, inaugurate, originate

e Big— large, enormous, huge, immense, gigantic, vast, colossa,
gargantuan, sizable, grand, great, tal, substantial, mammoth,
astronomical, ample, broad, expansive, spacious, stout, tremendous,
titanic, mountainous

o New — fresh, unique, original, unusual, novel, modern, current, recent
Antonyms

Fat and skinny, young and old, happy and sad, hard and soft, last and first,
foolish and wise, fast and slow, warm and cool, wide and narrow, abundant
and scarce, joy and grief, dark and light, dangerous and safe, clever and
foolish, early and late, empty and full, smart and dumb, risky and safe

Homonyms

e Address (to speak to)/address (location)

e Air (oxygen)/air (alilting tune)

e Band (amusica group)/band (aring)

o Bark (atree'sout layer)/bark (the sound a dog makes)

e  Current (up to date)/current (flow of water)

o Die(to cease living)/die (a cube marked with numbers one through six)

e Fair (equitable)/fair (beautiful)

e Kind (type)/kind (caring)

e Lie(torecline)/lie (to tell afalsehood)

e Match (to pair like items)/match (a stick for making a flame)

e Mean (average)/mean (not nice)

o Pole (a person from poland)/pole (a piece of metal that holds a flag)/pole
(two different ends).

e Pound (unit of weight)/pound (to beat)/pound (currency)

e Rose (to have gotten up)/rose (a flower)

e gpring (aseason)/spring (coiled metal)

o tender (gentle)/tender (to pay money)

o tire(to grow fatigued)/tire (part of awheel)

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
234 British and American origin. As for example redlisation (= realization),




organisation (= organization).

(i)

(if)

(iii)

(vi)

(vii)

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
In British English the consonant 'I' 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 Il, the second | is dropped :

skill + ful = skilful,
will + ful = wilful

Words ending in silent e drop the e before a suffix beginning with a
vowel :

live + ing = living
move + ed = moved
hope + ing = hoping
drive + er = driver
The e 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

Notice the special case of words ending in ce and ge which keeps
the e when adding able and ous :

notice + able = noticeable

Synonyms, Antonyms

and Homonyms
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(viii)

(ix)

(x)

(xi)

(xii)

change + able = changeable

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)
Words ending in ee do not drop an e before a suffix :
see + ing = seeing
agree + ment = agreement
Words ending in ie change the ie to y when ing is added :

die — dying,
tie — tying,
lie— lying

A final y following a consonant changes to i before a suffix
except ing :
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
Note a few exceptions :

pay + ed = paid
day + ly = daily
lay + ed = laid

say + ed = said.

When ie or & is pronounced like ee ie 'jeep' i comes before e except
afterc. :

Believe receive.
Achieve deceive
field conceit
Some exceptions:
seize protein counterfeit
weird plabeian
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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
guestions, 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.

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.

Making a Technical

Report

NOTES
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7. Evaluate : Examine the various sides of a question and try to
reach a judgment.

NOTES 8. Examine critically : Act as ajudge or critic, appraise.
[llustrate: Give an example, explain, draw afigure.
10. Prove: Demonstrate or show by logical argument.
11. Summarize : Examine the main points briefly.
Limiting The Problem
Spend a few hoursright 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 M aterial

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- Place 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.
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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 Qutline

The format / layout of the reports varies as per the institution. Follow the
required format for the outline. Here a generd 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:

Ddineate the aspects which would be taken into account for the
present research.

M ethodology :

The technicd report writing takes the help of various instruments,
mathematical 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 meaningful background. This should provide the readers
with all nec- essary information for what is to follow. 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
al 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
generalize here, but the main features would include :

Making a Technical

Report
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A clear statement of the argument and the grounds for it.
Statement Of Assumptions:

NOTES . . .
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
Acknowledgement 1
Preface 2
List of tables 3
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List of Figures 4
Chapter
1. Introduction 6
2. Socio-political movementsinthearea........................ 11
Religiousorientation ...............ccceviiei i iiecieviiennn. 15
Cultural background ... 20
Educational orientation ...............cooiiiiiiin i 28
Economic background ..., 35
111 Thebeginningof unrest ............ccocevveviiiii e 42
Geographic uncertainty  ...........ooooieiinin i, 56
Economic CONSLraintS — ....c.vveiinieiieeiee e e 64
Political Intervention .............oooiiiiii s e 72
1V Organized Movement ...............ccoeeiveivenvnnvnnnnn... 80
Youth ... .. 8D
Elderly oo . 90
WOmMEN .. 94
V  Post Movement Scenario ................coeevieinennnnn. 110
V1 ConCluSioNn........cccovveviiiiin i ieiieie e e e een e 120
Bibliography ... 124
ApPPENdIXES ..ot e e e 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

Making a Technical

Report
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Prepare a project on the following topics and submit it to your teacher:

NOTES 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 participationin Indian politics today.

5. Morality and its erosion from Indian values.
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2 | E-Mails and Text Messages
Composing

Letter writing is a skill which we should acquire as it is a means of
communication and one which in spite of being old is still used widely. Now
it has taken the form of Electronic mail or E mail but it is a need of formal
communication. Letter writing in English requires knowledge about its rules,
formats, examples, and the ability to put your feelings, ideas and thoughts in
your words.

There are severa kinds of letters but mainly they can be categorized as (i)
Informal letters, aso known as personal or social letters which are written to
relatives or friends, (ii) Business letters which are used in business and are
used by traders, companies and firms and (iii) Officia letters which include
applications, letter to government officials and communication from one
department to another and letter to newspapers.

In al kinds of letters the following points needs to be taken care of:
a. HEADING: Includes the address and the date.

b. GREETING OR SALUTATION: The greeting usualy starts with
'Dear' and is followed by the person’'s name and then a comma.

c. BODY: the body of the letter is the main text of letter. It is the
communication or message.

d. CLOSING: The closing includes a short capitalized expression such
as'Sincerely' or 'Love' and is followed by a comma.

e. SIGNATURE: You sign your name beginning directly below the
closing.

f. Sometimes you may add a POSTSCRIPT at the end of your letter.
You write P.S., add a note and then end it with your initials.

E-Mailsand Text
Message Composing

NOTES

Check Your Progress

33.What are the six
points of form in all
kind of letter to be
taken care of? What
are they?
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Communication Skills & In case of emails there is provision for giving the email id of the main
Personality Development | o ient and of the recipients to whom the copy of the letter has to be sent.
There is aso a provision for providing the subject. Date and time are
generated automatically. The mail starts with salutation.

() TheHeading:

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 isfor reference, as
it gives him the date on which you wrote.

NOTES

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:

XY Z Publications
Industrial Area
Mandideep — 462046
Date: 12 May 2018

The date may be written in any of the following ways:

12" May 2018 12-05-2018
May 12, 2018 12.05.2018
12 May 2018 12/05/2018

The British date format is DD/MM/YYYY and we generaly follow it.
However Americans use the format MM/DD/YYYY.

(i) Salutation or Greeting:

The form of Greeting will depend upon the relation in which you stand
to the person to whom you are writing.

(@ 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.
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(iif) 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 :

(@)

(b)

(©)

(d)

(e)

(f)

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- ties on the use of good English, quotes a passage from
Milton's “Paradise lost” in which 52 out of 56 words have only
one syllable. He also quotes a passage from Tennyson's 'ldyll 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 pointsin some logical order.

Write neatly.

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
genera. 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 al the
enemies and do not leave them alive” while the actual meaning as

E-Mailsand Text

Message Composing

NOTES
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Communication Skills & deciphered from the correct punctuation is “Do not kill them (the
Personality Development enemies), leave them (let them live)”.

(iv) Thesubscription or courteous leave taking

NOTES 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
subscription. ‘Thusyourssincerely.

(R.K. Dhawan)

(vi) The address on the envelope (or post card) should be written
neatly such as

AIRMAIL
Postage
Stamp

Seagull Publications

| washington Square Village
Apt U, New York, NY 10012
USA

An Example
121-c, sector 19

Rohini Delhi-110085 2nd January, 2008

Dear sirr,

| shall be much obliged if you send me as soon as possible the books
which | 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.

4. 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.
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3 | Letter Writing

Letters are excdlent means of communication, but writing them demands a lot
of practice patience and hard work. It is an art which needs to be perfected
before applied.

We write letters on dl occasons. 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 cdled
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 dmost 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 modd 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 gticking to the top-left
space. How- ever in informal letters you ill
may opt for the top-right sopt.

It'swritten as:

178, Raman Streset,
Saket Vihar
New Ddhi,

L etter Writing

NOTES
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Communication Skills & Your address should be short, clear and enough so that the receiver may have an
Personality Development idea 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.

2. Addres of the Adressee : Just below your own address, leaving some

NOTES space, you should write the Address of the Addressee.

Mr. Satish Chandra
72, Purnendu Nagar,
Mitramandal colony,
Patna-2,

3. Date : Bdow 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.

4. Salutations: Sdutations vary a hit 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 avery senior authority, just write.

Sir/Madam
If the person you are writing to is one among your friends and family, you

may choose a wide range of expressons- My dear Avi, Dear Sushma,
My dear MonvDad/Unle/Aunt, Dear Anil, Dear Shashank.

While writing to one’s girl friend/boy friend/wife/husband or somebody we
are emotiondly attached to, you may write Dearest, My heart’s darling, My
love, etc.

5. The Body of the Letter : This part is very important ast it carries your
message to the person you are communicating with. 1t should be as short
as possible, smple, crisp and straigtforward. It consists of four parts:

Introducing thetopic:

e | came to know that your final exams are at hand and you are still
not seriousto your studies.

e | amwriting to complain about...../ | amwriting to remind you of.........

e | want to arest the attention of the concerned authorities to
.................. through your reputed newspaper,

Describing thetopic :

e Being a seasona 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 ill in the
guarantee period..........

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 | hope you will heed to my suggestions and study as per a regular and
250 well- planned schedue.




e | hope the company will take necesary actions to replace or repair Letter Writing
the laptop o that.....

e | hope the concerned authorities will see to it that a proper garbage
disposa plan is brought to redlity and.................. NOTES

Closing:
e Awaiting your postive reply.
e | look forward to the meeting.......

6. Courteous Leave-taking : In this part you say good bye with some
polite phrases. like.

Yours truly, Yours sncerely, Fathfully yours Affectionady yours, Yours
lovingly, With love, With regards etc.

7. Your Signature : If you are writing to a person who has been known to
you for long, you may sign in short, but if the person is a stranger or a
person you are writing to first time, you must signin full.

Example:

Signature in Short —

Signaturein Full = Avi Bhutt, Shashark, Krishna
Now let uslook at format in a box :

Now let uslook at format in a box :

B-74, Dwarka

DadaBhai Road | « Your Address

Madurai-3,

Kavi Prakash,

Avant, Strect, « Address of the Addressee
Ambaa

10-08-2011 « Date

Dear kavi <« Proper Salutations

Body of the
letter

Yourssincerdy | <« Courteousleave taking

Aditya Rgj <« Your Signature
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Communication Skills & There are a few things that you should keep in mind before you venture on
Personality Devel opment . : .
writing a letter. Ask youself a few questions:

e What isthe purpose of writing this letter ? — It may be just you want

NOTES to know the whereabouts of your friends, family members or acquaintances.
You migth be offering a suggestion to your friend, younger brother or sster.
There may arise need to complain about a problem to some one or
request for leave. You may be writing to highlight some socid issue in a
newspaper by a letter to its editor. You must be very clear why you have
picked up a pen to write to somebody. Once the purpose is clear it gets
eader to plan aletter.

e Who are you writing to ? — Answering this question helps you st the
tone of your letter. If you are writing to your Principd or your boss the
language you use is quite different from the one you write while
communicating with your near and dear ones.

e The First Draft — After determining your purpose and your
audience prepare the first draft trying to put in it dl that you want to
convey. Never think that in should be perfect from all angles, for it is
just the first draft.

e 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 Findly, read and re-read it to find out if there has been any error
related to structure or spdling.

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 :

e Usestandard English words which are forma and appropriate.
e Avoid dangsor informal expressons.

e Avoid writing contracted froms like (I'm, I'll, havent, won't etc.) Don't
use abbreviations (ad-advertisement).

e Don't write very long or complex sentences which are difficult to
under- stand.

e Be polite and courtcous.

e Avoid being emotiond.

e End your letterswith.

Sincerdly yours, Yourstrully, Yours fathfully, Regards etc.
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Business Letters :

Let us see a letter of complaint to see the layout, the language, the tone, the
manner we should use.

Rg has travelled in the AC compartment of animportant Superfast Express
Train. While travelling he had to undrgo severd inconveniences. He is writing a
letter to the Rallway Authorities, asking for compensation for the tough time he
hed to face.

The Manager

Customer Grievance Cdll,

Indian Railways,

Rall Bhawan,

New Delhi Sept 2, 2010.

Derar Sir/Madam,

My wife and | were travelling by Ta Heritage Express on ticket
NO...uveiieriesieeeeeeens and.......coeevennn on 18 Aug 2010 from Agra to Amritsar. |

am writing this letter to complain about various incoveniences we had to suffer
from during the journey.

First, just within haf an hour after the train left the station, some unauthorised
persons boarded the Ac-Il compartment we were in and occupied dl the sedts.
What to tak of proper tickets they did not have any tickets at dl. They started
cutting vulgar jokes. the toilet glass was broken and the airconditioning was
switched off for aconsderable period of time. We had to pass a harrowing time as
not asngle officid or guard was there to take charge of the stuation and ded 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 | pay a hefty sum to buy the journey tickets | must be provided the security
and comfort | have been promised. | therefore expect some compensation for
your failure to ensure those facilities.

Yourssineedy
Ra Roy

A Letter to an Editor

A letter written to an editor isaformal letter. It isfor the public. You attract the
attention of people to an issue of public importance or project an
administrative problem to arest the atention of concerned government
authorities.

A letter 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 :

L etter Writing
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Communication Skills & (i) Inthesautation, wewrite'Sir’, instead of writing Dear Sir or Dear Madam.
Personality Devel opment
(i) A titleissuppliedto attract the readers attention.

(ii) Inthe courteorsleave taking we write ‘yourstruly’ and nothing else.

NOTES 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 whilein
the fourth paragraph we try to provide a solution or apped to the authoritiesto 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 scenesin Cinema on children.

The Editor
Times of India New
dehi

The effect of violence scenesin cinemaon children

Sr,

Through your esteemed newspaper | would like to

draw the attention of parents and guardians to the \ Para 1
negative influence of violence scenes in the movies } introducing

today on children. It has polluted the young minds the topic
meaking them prone to aggresive behaviour.

Today the films are full of bloodshed and killing scenes, and
project violence as only way to solve al the problem. Most of \ Para 2 giving
the movies are knit around a superhero who can beat or kill ?the main points
a least fifty people a a time. Children take pleasure in | [ withreasum
watching dl this. It develops in them a sadistic tendenciesand |/
they become insengtive.

We, everyday, read about severa news items in which the
teenagers are reported to be involved in robbery casses. In | | Supportingthe
America, frequent shootouts by students in schools and | p reasonswith
colleges have worried the parents as well as the entire | | S@TPIes
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.

Providing
olution.

Yourstruly
Thomeas Joe

A Letter of Application :

254 A few changes will mark thiskind of letter.



e Thesalutation is Sir/Madam and not ‘Dear Sir’ or ‘Dear Madany .
e Inthefirst paragraph write about the reasom of seeking leave.
e Inthe second paragraph request for sanctioning the leave.

e In the third paragraph, express your thankfuless for the expected favour
done by him.

e Inthe courteousleave taking you may write.

e Sincerdy yours, yoursfathfully etc.

Let uslook at aletter of application for three day’s leave.
Sir,

My brother’'s marriage is going to be solemnised on

June 20, 2010. My father has written to me to reach
hometill 15th of Juneto assist himin preparations.

The first paragraph
stating the reason of
) leave

| 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.

Y The second paragraph
reguesting for sanctio-
J ning the leave

Wr Expressing thanks.

Yoursfaithfully
AdityaRgj
Accountant

Writing Informal Letters:

Informal letters grant us more freedom when it comes to style and language.
Infor- ma letters are mostly written to those who are known to you. You aso
express your emotions and feglings 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 judicioudly. 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 origina message.

Let us see a few Informa letters written to different people in different
situations.

1. A letter to a friend inviting him to spend the summer vacations
together.

Dear Kamd,

L etter Writing
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33. Write down a

Check Your Progress

specimen of a letter to
a friend inviting him
to spend the summer

vacations together,
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Communication Skills & | hope you are in good spirit. | received your letter yesterday and came to
Personality Development know that your examinations were over.

| believe summer vactions have legun in your college and you must be
NOTES getting ready to say good-bye to the hostel for two months and return
home. | have aso come back from Pune yesterday. This time | 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, | 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
gation in Gadhwal range.

Think and write about your opinion on my proposd. How are Unde and
Auntie. Convey my regards to them.

Affectionately yours
Aditya Gupta

2. A father’sletter to a daughter staying in a hostel, advising 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 Neerga

| hope you are well. Two days ago, | received a letter from one of your
teachers. She wrote that for a few weeks you have not been serious to
gudies. She dso wrote that it is telling upon your result in the monthly
tests.

At times my dear, one might fed distracted and on€'s course book might
not seem to be interesting to one, but it never means we should dlow
ourselves to neglect our duty. Right now, your duty is to work hard in your
studies. If you fed a particular subgect not interesting you may seek help
from the concerned teachers. Remember, great are not the people who
involve themsedlves 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. 1 hope you get my
points.

Here everybody in the family is Ok. Mama sends you love,

Yours affectionately,

S.L Sen.
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3. A letter to a friend congratulating him on his success in L etter Writing
Engineering Exams.

Dear Som, NOTES

It has been long since | heard from you, but | believe you are hal and
hearty. | saw your name and roll number in the list of successful candidates
for the [T 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 thisfeat of yours.

I 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.

| hope you are coming soon. We'll have a big get-together to celebrate
this occasion.

Convey my regardsto your parents. Awaiting your reply eagerly,

Sincerely yours
Renjeet Singh

Letters of Invitation

Letters of invitation are of two types formd and informa. Formd notes of
invitation are sent to those whom you know formaly but are not so intimate with
or closeto. Formd 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 persona letters and follow the same pattern. A few
examples of invitation notes of both forma and informal type have been given
below for you to observe, learn and practice.

(i) Formal notesof invitation :

A. Mr. and Mrs. Brgesh Sharma request the presence of Mr. and Mrs.
Bharati Junga on the occason of ther 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.
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Communication Skills & their daughter’s wedding on June 24, 2010, & the community hall of their
Personality Development resdentid colony:.

Mr. and Mrs. Jungja 11.30 AM. 16 June 2010

NOTES 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, a their newly
built resdence at 8.00 PM. Their esteemed presence will be eagerly
awaited.

Mr. Pradeep Bokaria 3 July 2010
C-6 Rose Avenue, Vastu Vihar.

(ili) Reply to this note:

Mr. and Mrs. R.C dhillon has pleasure to accept Mr. Pradeep Bokriaas
invitation to the house-warming ceremory a this newly constructed
resdence a& 8 PM on 19 July 2010. Mr. and Mrs. Dhillon thank Mr.
Bokaria for this kind invitation.

Mr. and Mrs. R.C. Dhillon 6 July 2010
House No. 76,
Sector C, Chandigarh

Informal Lettersof I nvitation:

As we have earler discussed, Informal Letters/Notes of Invitaion are amost
like persona letters. They are written to those we are close with. Still we have
to be short, crigp. 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

(2) Let me tell you that my brother’s engagement falls on........................
(3) It'smy pleasure to informyou that ............ccccevvvvennenne

(4) 1 am writing to infromyou that.............cccceveeeivirnenne
(5) Thisletter isto inform you that my son’'s birthday falson.......................

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

258 can also make a request to them in some cases to arrive too three days




C.

earlier to help in the preparation. Some model sentences have been given
below :

(1) Though printed invitation cards have been sent to you. | 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 | 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 persondly enclosng a note with this letter with specid
requests to you to be present in his birthday party.

In the third part we generaly 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 fed 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 iswritten :

(1)

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. | fed that a close friend like you must be written
to persondly. We request you to come at least two days ahead of the
function as I'd find mysdf quite helpess without your hep and precious
guidance in the preparation.

We are in no position to take any ‘no’ from you.

Eagerly awaiting your arrivd,

Your’s affectionately
Kumar Amitosh

L etter Writing
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NOTES

(1
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, | 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.

| can't take 'no’ from you atleast. Just give us a cdl the moment you get off
thetrain. I'll send my car to receive you.

Yours affectionately
Kripa

()
Dear Sujata,

| 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. | 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. Especidly if for any reason, you find yoursdf 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.

(@ Tell them that you got ther 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 atend the function. See some mode
expressons:

(1) Got your note of invitation just yesterday and was very happy to
know about this auspicious occasion.



(0)

©

(2) Found your invitation note in my mail box today itsdf and my joy knew
no boundsto hear this happy news.

(3) I am dfraid, inspite of my strongest wishes to be among you at this
happy occasion. | find mysdf unableto come.........

(4) I'msorry | can’'t come on that particular day as.........

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 a the sation/airport if possible.

(2) Don't sorry about the preparations as | will turn up two days ago
and extend a helping hand in everything required.

(3) I know you yourself are a good manager so, | don't sorry at all about
the preparations. However, I'll be there at least one day before the
date of wedding.

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) 1 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 personaly. See you there two
days before the wedding caremony.

(3) 1 am again sorry for my inability to come to the function but 1 send my
good wishesfor the success of the function.

(4) 1 am sorry for not coming but my best wishes to the bride and the
groom for their happly conjugd life.

Now see some examples:

Q)

Dare Karunesh,

Got the note of invitation sent by you in my mail box. | was really happy
to receive this news. | 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 preparation as we two will be enough to see that every thing
goes well. If possible, please send somebody at the railway station as I'd
be reaching there by the afternoon train.

L etter Writing
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Communication Skills & Now. | am ending this note with a promise to see you there at your place
Personality Development at the decided date.

Affectionatdy Yours
NOTES Nedesh
Dear Khanna,

Recived your invitation note and was redly overjoyed to know that your
sgers wedding has been fixed on...... . Though | can't say how much |
wish to be there, | am afraid | can’t attend the function as | haveto go on a
four day tour for company’s business. I'll visit you after | come back.

| am really sorry for not coming this time but my best wishes to the bride
and the groom for their happy conjugd life.

Yourssincerdy
Avinagh,
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4 | Paragraph Writing

Oxford Dictionary defines Paragraph as a distinct section of a piece of
writing, usualy dealing with a single theme and indicated by a new line,
indentation, or numbering.

A paragraph is a series of sentences that are structured and coherent, and are
al related to a single topic. A paragraph could contain a sequence of brief
examples or a single long illustration of a common point. It might describe a
place, character, or process; report a series of events; compare or contrast two
or more things; categorize items; or elucidate causes and effects. Regardless
of the kind of information they contain, all paragraphs share certain
characteristics. One of the most important of these is a topic sentence which is
asingle controlling idea expressed in a sentence.

Most paragraphs have a three-part structure—introduction, body, and
conclusion. Each part of the paragraph plays an important role in
communicating the intended meaning to the reader.

1. Introduction: the first section of a paragraph should include the topic
sentence and any other sentences at the beginning of the paragraph
that give background information or provide a transition. It may be a
famous quote or aline from a poem.

2. Body: follows the introduction; discusses the controlling idea, using
facts, arguments, analysis, examples, and other information. The
sentences should be simple, straightforward and crisp. The most
important thing is maintaining alogical sequence. It should not appear
that sentences have been extracted from here and there and have been
just put at one place to make the body. Each sentence should be
logically and coherently linked to another.

Paragraph Writing

NOTES
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Communication Skills & Conclusion: the final section.It is the most important part of the paragraph
Personality Development after the topic sentence as it summarizes the connections between the
information discussed in the body of the paragraph and the paragraph’s
controlling idea. It should be in unison with the key sentence. No matter how
well the body has been written, if the topic sentence and the conclusion are
not good, the paragraph is not worth reading.

NOTES

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

| love reading classic novels. | have been reading novels since | was in school.
It's a very good pasttime. It teachers you alot of things about life. A good nove
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, thar practices, their
customs, rituads and a lot more. It dso reveds how the people of that period
found solution to their problems. Thus a novel doesn’t only narrate a story but it is
aso the history of that period. The second most important thing a novel does to
us it tha is refines and beautifies our language. Therefore reading novels can be
termed a good habit and informing too.

2. India

From the Himalayas in the north to the Indian Ocean in the south from the
Arabian seain the west to the Bay of Bengd in the east lies an ancient land. It is
cdled India. Indiais avast country of more than one billion people who consider
it their home. It is like a mother to those people who spesk different languages,
practice different rituads, customs, adopt various life styles and yet unite
themsdves in one nation we cdl 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 a generation can pass on to the next
generaion. 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 run and maintained by government bodies or socid
organisations. They are big in size. The private libraries are arranged, collected
and managed by a particular person mostly in his house. They are relatively
smdler 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 visting a library even
once a week will be enlightned, informed and will evolve a good personality.
264 Therefore, let’s sart alibrary culture in our society.




4. Your ldeas of a Happy Life

Alexander Pope has written, ‘Happy the man whose wish and care few
paternal acres bund’. | agree to this idea that contentrnent and self-control are
two strong pillars of happiness. A person’sfirst misson in life should be to control
his mind. It's easer 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 helps the mind to be cam and thus be happy. If we sarted
finding happiness within, we wouldn’t run after worldly gains and joy and peace
will be our personal nature. | never say don't be the master of infinite but warn
people not to be its dave. Have plenty but be happy with little. This is called
contentment. There fore, these two things-sdf-control and contentment lay the
foundation of happiness.

5. Mahatma Gandhi

Once Eingtein 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
person was Mahatma Gandhi. From an ordinary man laden with weaknesses he had
turned himself into the incarnation of truth and non-violence. Born on 2 octoper
1869 at Porbunder in Gujrat this man had tirred the entire world with a new way
to fight for one'srights, * Satyagrahd . he influenced great leaders of many genera
tions. Martin Luther King Junior and Nelson Mandela practised his priniciplesin
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 Ahimsathat 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 Ahimsain life.

6. Mother

Great things have been sad 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 womb for nine months and even after his birth feeds and
rears him till he becomes a sdlf-reliant person. A mother has a greet 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. Ngpolean used to say’, Give me good mothers and | will give you a great
nation’. She builds the character of her child. 1t's why mothers have been given a
higher position in children’s life than their fathers.

Paragraph Writing

NOTES
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35. Write a  modal
paragraph about

your Aim in Life.
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7. Your Aim in Life

An aimless is life is worthless. Therefore, everybody should have a just and
good am in his life. Everybody has an am. 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 ams and the ability within them to achieve it. God has a masterplan
for everybody who has been sent on this earth. That is his mission on earth.
Now the quegtion is ‘how a person should know what mission he has to
accomplish in his life'. The answer to it is Smple. Everybody is born with an
innate abitity to do something so well that no body can do it like him. Just
because of this ability he feels attracted to certain fields, certan tasks. Now
yours is to identify what you fed interested in. What's there that when you do
you fed happy and fulfilled. That very area or task can be your am. Whatever
your am 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 aworthy aim and strive to achieveit..

8. The Winter Season

Winter is one of the four seasons that we experience in India. It's a beautiful
season. It garts in November and lagts till February. The days are short and the
nights are long. The sin's rays fal dantingly 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 fed stronger. We don't
feel exhausted as we do in the summer heat. We can work harder and still not
feel tired. Sitting around fire in the evening and deeping in the quilt is very
pleasant. On top of that it is dso a season of festivals. Dussehra, Diwadi, Vasant
Panchmi, Makar Sankranti al give us enough space to enjoy life during winter.
Thus we can say that winter is a beautiful season.



E-mail Writing

5 | E-mail Writing

NOTES

Emalls have come up as unique, innovative useful and the fastest means of
written communication. In atrice, our letters travel to the person sitting on the
other side of the globe. | believe, it has saved written communication from fading
into oblivion. Now the question is how to write emails. There are certain format
to be followed and a few rules to be adhered to. The things that we should
pay attention to are as follows.

e We should know who our reader is because again like letters our
language and tone have to be set as per the kind of reader we have.

e The email should be curt or polite. Generally, emails, whether formal
or informa are written to accomplish some purpose, therhfore it should
not be long enough to digtract the reader. Formality and politeness are
two watch- words. They can guide usto write an effective e-mail.

e No matter whether an emall is formd or informd it still shouldbe polite
and friendly.

e Wemust avoid using slangs even in personal emails.
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NOTES

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 there may be a grammatical or spelling error that you can
rectify on time.

Business emails should be short, smple and straightfor ward.

Contractions like-I'll, won't, can't, he's - are permitted to be used in

emals. But avoid incomplete sentences.

See an example of a business email :

To: | richasharma@heromindmine.com |
Cc: | rsharma@rediffmail.com |
Subject : LAn enquiry about language training program |

Dear Madam,

| am a commerce graduate and working with a domestic
call centre. | want to join an international BPO, but for that
| need to improve my English. I've heard about the Here
Mind mine traning centres and your Language Training
Programmes. | am interested to know in detail aout them
so that | may decide to join one suitable for my needs.
Could you please send me some more information
regarding the courses, the time duration required for each of
them and the fee structure too. It would help me alot to take
apositive decision regarding it.

Looking forward to your reply

With regards
Arpana Sen

Arpana Sen
238, Centra Avenue
M.G Road

>  Clear
subject line

Introducing your

self and talling

about why you

are writing this
) email.

Talking about
your

reguirements

— Signature

} Your address
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A Polite

yet friendly reply to the email received.

To:

Cc:

Thank

herewit

You ar

Richa

Subject :

programmes. As per your enquiry al the detaled
infromation is being given below. Please find attached

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.

want to know anything more.

Regards

Richa Sharma
Hero Mindmine
Gurgeaon

gparnal000@gmail.com

Re : An enquiry about language Training Program|

you for showing interest in our language training

h a PDF containg the fee detalls and the duration of

e welcome to contact me through emails if you

|
}
}

Thanking for writing
then saying what
has been done and
what kind of
attachment  have
been sent.

Invitation ~extended
making her feel the
requirement of it.

Promising help in
future.

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: | aditirgj@yahoo.co.in
Cc: adirg@gmail.com
Subject : | Enquiring whereabouts
Dear Aditi,

It has been long since | saw you. Yesterday my husband and |
were taking about you and | thought of enquiring where you are

and what you are doing.

E-mail Writing

NOTES
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NOTES

Last Monday | saw Keya. She has come back from Australia and
is planning to setup, a health-care centre in this city. She has
grown dimmer and more beautiful.

How is your hushand doing? Did he start the business project he
had been talking about when we met last. What about you?
Working some where or just stting at home. Send a picture of
your little son.

| hope to see you soon when | visit Dehi. Rest is ok.
Affectionately yours

Kamya

Kamya Priya

E-38, Vasant Kunj
Madl Road
Massoorie

Check Your Progress

36.Write down a modal

of the informal e-mail.
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6 | Writing Resume

Y our resume (sometimes called your "CV") is an advertisement, and you are
the product. Your goa is to get the hiring managers call you for an interview.
It is your marketing tool and your trusty belt buckle of tricks when applying
for a job. Without it you are powerless. It doesn't matter how qualified you
are, or how much experience you have - if your resume is badly written,
you're going to have trouble getting the job you want - or even an interview.

Your resume needs to demonstrate that you are employable, you have the
right qualifications, experience and skills and right level of professionalism
for the job.

Y our resume needs to be tailored for every job application to show how your
work experience specificaly meets the needs of the job you're applying for.
Ways that you can tailor your resume include:

e Linking your experience and education to the organization and the
requirements of the job
e Listing your most relevant key skills first

Writing Resume

NOTES
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Communication Skills & « Including list of achievements that meet the advertised requirements

Personality Devel opment of thejob
e Including specifically relevant key words and phrases throughout your
resume
NOTES

You should use al tools like capitals, boldtype, spacing etc. to make your
resume attractive.

RATAN RAJ <— Now your name
is the title of the
Resule

C-36, Nehru Enclave email : ratan_raj@yahoo.com

Kamran Nagar mob : 09347312349
Indaur, M.P. Ph. : 0--2346142
Data of birth © 2nd July 1990 e Peope: 1ot
. . . necessary to
Natl Onal |ty I ndl an Supp|y persona|
detail

Marital Status . Single e
Objective . To find work as centre co-

ordinator in a Traning

Institution that will help me

to go ahead in the same

field.
Profile . A hardworking innovative it helps the

and creative graduate in interviewer know

; : what sort of person
Engh;h with a work Jou are.
experience of 6 months.

Education

2006-2009 . Graduation in  English
(Hons.), Delhi, University.

2004-2006 . Higher Secondary (Physics,
Maths, Chemistriy)

2004 . xth CcBSE, s Johns
school. Indore,

Experience

June 2009-May 2010 : Language Trainer cum
centre  manager  Elixir
Institute of  Training,
Indare.
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Languages Known

Interests

References

Hindi, English and Marathi,

Writing poetry, meeting new
people, travelling new
places.

Available on demand

Now lookat a CV British style :

Name

Address

Mobile
Phone
email

Objective

Profile

Educational Qualification
2009

2006-2009

2004-2006

Ravi Parkash

Katya House, B.D. Colony,
Jabalpur.

09325732180

0---2345621
rprakash_10@sify.com

To find arole in TV or Film
Produc- tion company so
that | can propel my career

to a new height in the same
field.

An innovative and outgoing
graduate with work
experence of 1 year with a
reputed Advertising Agency.

MA in Media studies and
Film Produ ction, Mahatma
Gandhi Universty, Pune

Graduate in Media Studies,
Mahatma Gandhi University,
Pune.

St. Mary School, Jabalpur.
xth (949%), CBSE Board.

Your interests
should prove you
are a creative
person.

Writing Resume

NOTES
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NOTES

Work Experience
June 2007-July 2009

April 2006-March 2007

Skills:
Languages

Interests

References

Worked with Hind
Advertisng a  reputed
Advertisng Agency as a
copy writer and assistant in
making Ad- Films.

Taught English to small
and large groups with a
Language Training Institule
and worked as a Centre
Manager as well.

Hindi, English, Spainish,
near native speaker of
English, Good knowledge of
Microsaft office,
comfortable working on
photoshop also.

Acting in theatres, writing
stories, Debating, Editing
Ad films, etc.

Enclosed with the CV.

Check Your Progress

37. Furnish a specimen

of a British style C.V.
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experience in the
field you are looking
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Writing a Cover Letter

7 | Writing a Cover Letter

NOTES

Cover letters are one page documents that you send with your resume when
applying for ajob. It is meant to provide additional information on your skills
and experience. The letter provides detailed information on why you are
qualified for the job you are applying for, and therefore, the strong points to
match employer’ s job requirements needs mention in the cover |etter.

It plays a big role amid attaining a job interview or having your resume
overlooked, so it makes good sense to dedicate the necessary time and effort
to writing effective cover letters.

Each cover letter you write should be customized to include:
« Which job you're applying for (include the job title in your opening
paragraph)
e How you learned about the job.

e« What are the relevant responsibilities that make you suitable for the
job.

e What you have to offer to the employer, and why you want to work at
this specific company (match your skills and experiences with the
skills and experiences required by the job).Fill in places your resume
cannot describe.

e Thank you for being considered for the job. 275




Communication Skills & A good C.V is incomplete without a good cover letter if you are applying for a
Personality Devel opment : - ; .

job. It is a formal letter. It advocates your candidature for the post you applied
for. It should be neatly written or typed on asingle Page.

NOTES A few thingsto take care of

e In the first Paragraph write the purpose of writing, which job you
are 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 responsihilities, making it relevant to the post you are applying for.

e How your sdection can benefit the company should be the subject
meatter of the third Paragraph.

e Say when you are available for the Interview in the fourth Paragraph.

The Format :

«Addressyours

« Address of « Date
the addressee

« Solution

Body of the Cover letter

<« Courteours leave taking

<« Your Signaturein full

<« Your Name
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Mr. K. Ambasth
Human Resouce M anager,
Juari Seeds

201, Residential Block
Amrapdi Apartment
M.G Road

Banglore

Tel : ----2347518

11 April 2010

5, K-Block, Kolkata..........

Dear Mr. Ambasth,

While scanning the Wednesday Times of India (7 April 2010) | 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 | am working with a Private Management college as a
senior ac- countant. I, here, look after dl the financia planning and
transaction with rea- sonable success. | have got letters of appreciation for
this job from the presdent of the trust which runs and manages the
college.

If given a chance. | believe, | can work with the same zeal and care for
your company and prove my worth. | can succesfully ded with clients and
customers of dl temperament.

| an avalable for the interviewas for the next 4 weeks as summer
holidays are on in the indtitution.

| am looking forward to hearing from you.

Yoursfathfully

Raj Rastogi

Raj Rastogi

Note: C.V isenclosed with the letter for your kind perusal.

Writing a Cover Letter

NOTES

Check Your Progress

38.Furnish a specimen of
a Cover-letter for

applying a job.
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Communication Skills& | Angwer of Check Your Progress :

Personality Devel opment
1. The first period of English, from 400 to 1150 is called old English or

Anglo- Saxon.

NOTES 2. Theart of printing wasintroduced in English by 1476.

3. The prerequisite to listening is attention and concentration. Unless the
student pays attention to the speakers speech, dl that is spoken will not be
assmilated by hismental faculties and will be wasted.

4. The exact sound produced from one voca chord depends upon the way
in which thethroat, mouth and nasd cavitiesare adjusted.

5.  This difficulty arises because the alphabetic symbol used in writing and
their sound in speechis different. The letter “U” sounds different in the words
—'use, 'but' and 'put".

The reason for thisis that in written English we have only 26 aphabets. While
in spoken English we have as many as 44 sounds whichincrease a times.

6. Inadictionary first the word is given , followed by its pronunciation, next
the part of speechit belongsto and then its meaning. Besidesthisthe dictionary

aso givesthe abbreviations, foreign words and phrases and metric conversion
table. If astudent truly befriends adictionary hewill dways bethe gainer.

7. The Americans recommended the set of 12 words may be spelled as follows
in theyear 1898.

8. The five features regarding writing right are writing neet, smple, cohe
couristent and legible.

9.  Following necessary rulesmust befollowed in producing very positive writing:

* Avoiding Languages »  Unnecessary words limiting.
* limiting pleonasms * Limiting wordswhich haveno sanse
* Avoiding long sentences * Jargon & doublenegatives

* mixing metaphors
10. Punctuation is a very important aspect of writing , without it, the words

would follow each other in a endless sream and the meaning of the
sentence will be lost. Puntuation makesthe meaning clear.

11. Devoleping ability of questions and answers means adding questions tag
very ganful art of learning good english.

12. Body language comprises of gestures and movements of the body or body
parts inresponseto confrontation with another individual.

13. A group discussion can be categoricdly divided into three different phases :
(1) Initiation/Introduction.

(2 Body of thegroup discussion.
(3) Summarisation/Conclusion.
14. C.V. meansCurriculam Vitaemeans“Courseof Life".

278 15. Countable Nouns or countables are the names of objects, people etc. that




16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

can be counted. As for example book, pen, apple, boy, sister, doctor,
horse etc. Countable Nouns have plura forms such as books, pens, boys,
fathersetc.

Uncountable Nouns or uncountables are the names of things that we
cannot count. As for example, oil, sugar, gold, beauty etc. The
uncountable Nouns mainly denote substances, matter and abstract things.
Uncountable Nouns do not have plural forms. Asfar example we do not say
‘sugars’, ‘golds’, ‘milks' etc.

Interrogative pronouns are used for asking questions. For example:

. Whoisthere?Who areyou ?

Article are divided into two classes. They are indifinite (A & An) and

definite (The).

Therearefour gendersof Nouns. They are:

. Masculine, * Femining,

. Common * Neuter.
Therearethree degree of Adjectives. They are:

. Postive *  Compadive

. Superlaive

Following arethekindsof theverb :

() IntrangtiveVerb (i) Trangtive Verb
(i) Phrasd Verb (iv) LinkingVerb

(v) Auxiliary Verb
The Conjuctionsare of two kinds. They are:
(A) Coordinating:

(1) Comulative (i) Alternative
(i) Adversative (iv) Ilative.

(B) Subordinating:
i) Time (i) Causeor Reason
(i) Result or Consequence (iv) Condition
(v) Comparison (vi) Concession

A collection of words which makes sense, but not complete sense is
cdled a phrases.

A group of words which forms part of a sentence and contains a subject
and a predicateiscalled aclause.

Modal Auxiliaries can't be used like a main verb. Neither do they help in
Tense formation.

Moda Auxiliaries expressthe attitude of the speaker.

Can, could, may, might, shall, should, will, would, need, dare, must, ought
to etc. areModa Auxiliary Verbs.

Writing a Cover Letter

NOTES
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Communication Skills & 26. A word that modifiesthe wearing of averb, an adjective on another adverb
Persondlity Development is caled an adverb. The words quickly, very and quite are there for
adverbs.

27.  Linking devices are therse devices wich join together sentences and after
make more compact they are:

() Co-ordinaing
(i)  Subordinating &
(i)  Coordinating Conjunctions.

28. A verb must be in agreement with its subject in number and person. Often,
the verb is made to agree in number with anoun near it instead of with its
proper subject.

29. Onemust remember thefollowing to learnup Tenses:

(i) Verians formsof Tenses

(i) Recognition of Tenses

(i) Correct use of the verb of Number and Person of the Subject in a
Tenses.

(iv) Correct placing of the subject, object and verbinaTense.

30. A Compound word formed by using two or more smplewords:

It is aso formed by making some change in the body of the simple word.
This dso formed with the help of prefix and suffix etc.

31. To build up word power the sudents must practise the following habits to

enlargether vocabulary :

1. Reading:
Besides reading text books in English, one should read fiction, news
paper, magazines, essays, to enrich onésvocabulary.

2. Consulting dictionary :
To strengthen one's group on correct usage of words and spelling.

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 precisdly.

32. Editing means the final Draft should be checked and rechecked sincerely.
It should be ensured that thetext istrue from spalling and grametical errors
be- sides heading, subheading quotation, footnotes, tables figures and
references and appendixes and checkeds are checked and rechecked.

33. Indlkindof lettersthereare six pointsof formto betaken careof. Theseare
() Theheading conssting of (@) writer’'saddressand (b) thedate.

(i) Thecourteousgreetingsor sautation.

280 (iii) Thecommunication or message—thebody of letter.
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34.

35.

36.

(iv) Thesubscription, or courteousleave-taking or conclusion.
(v) Thedgnature

(M) Thesuperscription ontheenvelope (if sent by surface mail)
Dear Kamd,

| hope you are in good spirit. | received your letter yesterday and came to
know that your examinations were over.

| believe summer vactions have legun in your college and you must be
getting ready to say good-bye to the hostd for two months and return home. |
have dso come back from Pune yesterday. Thistime | 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 onefriend with me, Sincethen, | have beenthinking 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
gation in Gadhwal range.

Think and write about your opinion on my proposd. How are Uncle and
Auntie. Convey my regardsto them.

Affectionatdy yours

AdityaGupta

An aimless is life is worthless. Therefore, everybody should have a just
and good am in his life. Everybody has an am. dmost every body tries to
achieve it, but only few succeed. Why? It's because there are very few
people who have fath in their ams and the ability within them to achieveit.
God has amasterplan for everybody who has been sent on this earth. That
is hismission on earth. Now the questionis*how aperson should know what
mission he has to accom- plish in his life’. The answer to it is simple.
Everybody is born with an innate abitity to do something so 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 areaor task can be your am. Whatever your aim init should have
enough seopeto express your cregtive ability. It should aso be in the welfare
of the society, the nation and the world. Therefore we should decide a
worthy am and striveto achieveit.

To: | aditirg@yahoo.co.in |
Cc: |adirg@gmail.com |
Subject : [Enquiring wheresbouits|

Dear Aditi,

It hasbeenlong sincel saw you. Yesterday my husband and | weretaking
about you and | thought of enquiring where you are and what you are doing.

Writing a Cover Letter
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Communication Skills & Last Monday | saw Keya She has come back from Austrdia and is
Personality Development planning to setup, a health-care centrein thiscity. She has grown slimmer
and more beautiful.

How is your husband doing? Did he start the business project he had
been taking about when we met last. What about you? Working some
whereor just Sitting a home. Send apicture of your little son.

| hopeto seeyou soonwhen | visit Delhi. Rest isok.

NOTES

Affectionatdy yours
Kamya
KamyaPriya
E-38, Vasant Kun
Mall Road
Massoorie
37. 201, Resdential Block
Amrapdi Apartment
M.G Road Banglore
Tel : ----2347518
11 April 2010
Mr. K. Ambasth
Human Resouce Manager,
Juari Seeds
5, K-Block,
Kolkaa..........

Dear Mr. Ambasth,

While scanning the Wednesday Times of India (7 April 2010) | came
across your advertissment 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 | am working with a Private Management college as a senior
accoun tant. |, here, look after al the financial planning and transaction with
reasonable success. | have got letters of appreciation for this job from the
president of the trust which runsand managesthe college.

If given a chance. | believe, | can work with the same zeal and care for
your company and prove my worth. | can succesfully ded with clients and
customers of dl temperament.

| am availablefor theinterviewas for the next 4 weeks as summer holidays
are onintheindtitution.

| amlooking forward to hearing fromyou. Yoursfathfully
Rg Rastogi

Rg Rastogi
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SAMPLE TEST PAPER

Which of the following kinds of communication are students most of the time
engaged in:

A. Listening B. Speaking  C. Reading. D. Writing

Which of the following behaviorsis part of active listening?

A. Maintain eye contact B. Nodding and making eye contact.

C. Asking for clarification D. All

We need an air stream mechanism for the

A. Production of Speech B. Digestion process

C. Blood circulation process D. De-oxidation Process
Thetotal number of soundsin English languageis
A.12 B.8 C.20 D.44

This mountain is high. Theword 'mountain’ is what type of noun?

A. Proper Noun B. Collective Noun  C. Abstract noun D. Common
Noun

Proper nouns are nouns that refer to entities.

A. Specific B. Common  C. Unspecific D. None

Y ou look very confused by the homework, Clive | help you?
A. Will B. Can C. Must D. None
When he was young, he swim very well. He won medals and
championships!

A. Hadto B. Can C. Could D. None

If | ask him, he refuse.

A. Ought to B. May C. Can D. None

| don't think | doit.

A.May B. Could C. Should D. None

Make it correct: A modal auxiliary is a verb that is used with another __ to
express amood or tense.

A.Veb B. Noun C. Adjective D.All
He usually cuts my hair
A. Quick B. Quickly C. More quickly D. None

The introductory section of aresearch report should aim to:
A. Identifythe specific focus of the study

B. Provide arationale for the dissertation, or article

C. Grab the reader's attention

D. All

The main point is written in which part of aformal letter?
A. Post script B. Closing C. Opening D. Body
What would you say in the opening part of aformal letter?
A. Inform the recipient why you are writing the letter.

B. Tak about how good the weather isin your city.

C. Ask therecipient if heishale and hearty.

D. Ask how good the weather isin the recipient's city
Applications can be

A. Online B. Paper C. Mailed or emailed to you D. All

Writing a Cover Letter

NOTES
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Communication Skills & 17. A good cover letter will

Personality Development A. Make agood first impression.

B. Answer the question "Why should | hire you?"
C. Bedirect and to the point.

NOTES D. All

18. You plan to create two different resumes, one chronological and one skills
based, to apply for jobs in different industries. What information should
appear on each resume?

A. Career objective B. List of references

C. Contact information D. A link to your personal homepage
19. Erikson's Theory isatheory of —

A. Personality  B. Redlity C. Charge D. Grammar
20. Identify the odd, related to personality.

A. Sigmund Freud's Psychoanalytic Theory B. Erikson's Theory

C. Charge Theory D. Sheldon's Physiognomy Theory
21. Motivated employees are more quality

A. Oriented B. Un-oriented C. Disoriented D. None
22.  Theword personality is derived from a word.

A. Greek B. Swedish C. Indian D. Latin

23. Color of aperson'seyeisapart of -
A. Inherited Characteristics
B. Learned Characteristics
C. Inherited Characteristics and Learned Characteristics both

D. None

24. Attitudeisapart of -
A. Inherited Characteristics B. Learned Characteristics
C. Inherited Characteristics and Learned Characteristics both
D. None

25. Building a schedule includes
A. Prioritizing goals
B. Attending classes
C. Setting weekly and daily goals
D. Setting weekly and daily goals and prioritizing them.

ANSWER SHEET
1 A 7 B 13 D 19 A 25 D
2 D 8 C 14 D 20 C
3 A 9 A 15 A 21 A
4 D 10 A 16 D 22 A
5 D 11 A 17 D 23 A
6 A 12 B 18 C 24 B
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