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Grammar

Articles Exercise 1  
Fill in the blanks using a, an or the. If no article is required, leave the space blank.

Monsoon Tourism in Kerala

Kerala has always been___1___ leader in tourism but monsoon is usually ___2___ lean period. To overcome this ___3__ government recently launched ___4___campaign for ____5___monsoon tourism. And it is now pouring ___6___tourists in God's Own Country. 


"I like ___7___ sound of rain. I like when ___8___ rain stops and everything is very clean, very quiet. ___9___ birds are singing. It is ____10___ new day," said Malika Mostefat, tourist.


Sometimes it takes ____11___water to kindle___12____ fire, this tongue-in-cheek ad-slogan evoking ___13____ sensual side of ___14___rain, is part of ___15___ aggressive marketing campaign initiated by ___16_____ Kerala tourism department. 
___17___ idea was to appeal to ___18____ romantic in all of us and it seems to have worked. Kerala today has ____19____ highest tourism growth rate in ____20_____ country. ___21____ initiative has created some new 'monsoon tourism' products, like 'rain walks' and monsoon food festivals.

"We have seen __22___ lot of growth. Last year about this time we had ___23___    40-45 per cent occupancy. We currently have about 65-70 per cent occupancy in ___24___ same period and at much higher rates as well," said Biswajit Chakraborty, General Manager, Leela Kempinski, Kovalam.

"Obviously, ___25____ campaign in Europe has paid off and ____26___ lot of people are coming in from Germany and Switzerland." They account for nearly 70 per cent of ____27___ arrivals for Ayurveda," said Ranjit Mathew, MD, Coconut Bay Resort.

In Malayalam, ___28____ monsoon is also referred to as ___29___ oushada masam or ___30____ medicinal season. Practitioners of Ayurveda claim that ____31____ ayurvedic therapies are more effective during ___32___ monsoon months. "Kerala has magnificent rains and it is ___33____ fantastic time to visit Kerala. Traditionally this is ___34___ time when ___35____ayurvedic treatment is most effective," said EK Bharat Bhushan, Principal Secretary, Tourism.

___36___ argument has convinced tourists and they are visiting Kerala in large numbers during ___37____ monsoon. "It is so relaxing. ___38___ stress gets taken away, as if by magic," said Lord Gary Allsopp, tourist.

___39___ state government expects ___40___ revenues from ____41__ tourism sector to touch Rs 9000 crore this year as compared to last year's Rs 7,700 crore. It is literally raining ___42___tourists in Kerala. ___43___ monsoon initiative of ___44____state tourism department has begun to yield ____45___results. ___46___ cocktail of ____47___rain and __48___ayurveda has turned out to be ___49___ real money-spinner.

Articles

                                                             Noun
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                                                                  Non-count                  Count

                                   The

                                                                 No article                     Singular                                                                                               

                                                                                                              

                                                                                                        a/ an

The indefinite article: a/ an

The form a is used before a word beginning with a consonant, or a vowel which sounds like a consonant:

                a boy          a table          a university         a useful thing

The form an is used before words beginning with a vowel or words beginning with a silent h:

              an apple           an elephant              an hour           an honest man

Where to use a/ an

                               YES                                                     NO

	Sing. count noun first mentioned:

They live in a big house.

There is a salesman at the door.
	Before plural nouns



	Singular count noun used for a class:

A child needs love. (all children/ any child)   

A tree provides shade. (all trees/ any tree)
	Before non-count nouns: advice, news, information, luggage, furniture etc.

**

	Names of professions:

He is a doctor/ teacher     
	Before materials, glass, wood, iron, stone, paper, cloth, wine, coffee, tea 

	Numerical expressions:

a couple, a dozen,  a hundred, a lot of                     
	Before abstract nouns: beauty, happiness, fear, hope etc.

	Expressions of price, speed, ratio etc.:

5 rupees a kilo           100 rupees a metre       sixty kms. an hour     four times a day
	Before names of meals 

	With few and little: 
A few = a small number

A little = a small amount 

*
	


    * Few and little used without the article have the meaning of hardly any:
We had little time for amusement. (we were always busy)

Few people know this. (it is almost unknown)

**They are often preceded by some, any, a little, a lot of, a piece of, a bit of etc.

I’ll give you a piece of advice.        There isn’t any news.

Knowledge/ experience (non-count nouns)         

A knowledge of languages is useful./ He has a good knowledge of mathematics.

He had an exciting experience.
The definite article: the
                               YES                                                                NO

	Unique nouns (only one):

the earth, the sky, the sun, the North Pole  
	Names (proper nouns): James, Kajal 

Dr. / Mr. / St. / Mt.: Mr. Jones has just climbed Mt Everest.

	Noun made definite by earlier mention:

He met a boy. The boy’s name was Rohit.
	Names of streets/ cities/ towns: Church Street, Mumbai

	Noun made definite by added phrase or  clause:

the man on the bus

the boy who lives next door          

the place where I met him
	Before ‘home’

	Noun which by reason of locality can represent only one particular thing:

Preeti is in the garden/ in the kitchen. (the garden/ kitchen of this house)

They have called the doctor. (the family doctor)
	Nouns like church, college, school, hospital, court, prison, work, sea, bed are used without the when they are used for their primary purpose.

We go to church to pray/ to bed to sleep                    

But:

I went to the school to meet my nephew.

I went to the hospital to visit my aunt.

	Generic use (singular):

The horse is faster than the donkey.

Exception: man 
	Generic use (plural):

Horses are faster than donkeys.

	Superlatives and first, second etc. and only, used as adjectives:

He is the tallest boy in the class.

Take the second turn on your right.
	

	Nouns representing a class of persons:

The young are impatient.(plural verb)

The English are very polite.
	

	Federations of states: the United Kingdom and the U.S.A 

Mountain ranges/oceans/rivers/deserts: the Nilgiris, the Pacific, the Ganges, the Sahara
The is also used before names consisting of noun + of + noun:

The Rann of Kutch    The Gulf of Mexico
	Before parts of the body and articles of clothing, as these normally prefer a possessive adjective:

Raise your right hand.               

He took off his coat. 

*

	Play + musical hobby  
She is learning to play the flute.
	Before names of sports

He loves playing tennis.

	Decades: the 1950s, the 60s.
	

	The homes of the Arts: the cinema, the theatre, the opera, the ballet
	

	Most newspaper titles (not magazines): the  Hindu, the Times
	


 *But notice sentences of the type:

She seized the child’s collar. (    She seized the child by the collar.

The ball hit his face. ( The ball hit him in the face.

I patted his shoulder. ( I patted him on the shoulder. 

Articles Exercise 2

Fill in the blanks using a, an or the. Leave the space blank if no article is required.

1. He got ______ bronchitis and was taken to _______ hospital. They’ll send him home by ______ end of ______ week.

2. I am on ______ night duty. When you go to ______ bed, I go to _____ work.

3. My aunt lived on _____ ground floor of _____ old house by ______ River Thames. She was very afraid of ______ burglars and always locked up _____ house carefully before she went to _____ bed. She also took _____ precaution of looking under _____ bed to see if _____ burglar was hiding there.

4. He is _____ thoroughly selfish man. He wouldn’t lift _____ finger to help anyone.

5. There was _____ knock on _____ door. I opened it and found _____ small dark man wearing _____ overcoat  and ______ hat. He said he was ______ employee of _____ gas company and had come to read ______ meter. But I had ______ suspicion that he wasn’t speaking _____ truth because ______ meter readers usually wear _____ uniform. However, I took him to ______ meter, which was in _____ dark corner under _____ stairs. I asked him if he had ____ torch; he said he disliked torches  and always read meters by _____ light of _____ match. I remarked that if there was _____ leak in _____ gas-pipe there might be _____ explosion while he was reading _____ meter. He said, “As ______ matter of ______ fact there was ______ explosion in _____ last house I visited; and Mr. Singh, _____ owner of _____ house, was burnt in _____ face. Mr. Singh was holding _____ lighted match at ______ time of _____ explosion.” To prevent _____ possible repetition of this accident, I lent him ____ torch. He switched on _____ torch, read ______ meter and wrote ______ reading down on ______ back of _____ envelope. I said in ______ surprise that ______ meter readers usually put ______ readings down in ____ book. He said that he used to have _____ book but that it had been burnt in _____ fire at Mr. Singh’s house. By this time I had come to _____ conclusion that he wasn’t _____ genuine meter reader and ______ moment he left _____ house I rang ______ police.

Count/ Non-count nouns

Let us take the nouns Vijay, bottle, furniture and cake and see how each behaves in a sentence.   

                             (1)                              (2)                           (3)                       (4)

                          Vijay                          *bottle                   furniture                 cake

                         *The Vijay                   the bottle              the furniture           the cake

I saw                 *A Vijay                      a bottle               *a furniture              a cake

                          *Some Vijay              *some bottle          some furniture       some cake

                          *Vijays                        bottles                 *furnitures              cakes

* signifies impossible usage

· Nouns that behave like Vijay in column 1 are PROPER NOUNS.

· The nouns in column 2, 3 and 4 are all COMMON NOUNS but there are differences within this class.

· Nouns which behave like bottle in column 2 , which are individually countable are called COUNT NOUNS.

· Nouns like the one in column 3 must be seen as an undifferentiated mass or continuum: they are called NON-COUNT NOUNS.

· The nouns in column 4 combine the characteristics of count and non-count nouns (cake, paper, stone etc.). We can view stone as a non-count material: The temple is made of stone, or as a count noun: He threw a stone into the pond.   

S-V Agreement Exercise 1

Government Axe fall/ falls on AXN

Outraged by a programme on AXN, “World’s sexiest Advertisements”, the government has/ have started their moral policing and has/ have banned the channel altogether until March 15. In the past, the members of the government has/ have growled, even barked at ‘poor taste’ on TV, but no-one has/ have ever proposed a complete shut-down for any channel.

The I&B ministry, which was/ were the government’s sword arm in banning AXN, has/ have said that the programme was/ were against “good taste or decency” and was/ were adversely affecting “public morality. The ministry has/ have already ordered two TV channels to apologize for broadcasting an offensive Gandhi video.

AXN is/ are primarily an action channel and was/ were broadcasting the sexy ads programme late at night, after 11 pm. Those who has/ have watched it say/ says, “These is/ are creative ads with sexual imagery…but the models do/does not expose too much skin.” In that sense, it was/ were adult stuff because it require/ requires an adult sensibility to respond to these ads in a healthy way.

There is/ are some other channels which show/ shows bikini-clad women in their late night programmes. Many other channels show/ shows movies that contain/ contains sexual references or imagery. This raise/ raises the question whether government officials has/ have been selective in its/ their action against AXN.

Interestingly, the proposed broadcast bill recommendations allow/ allows adult programming after 11 pm. So, the axe on AXN appear/ appears to be going against the spirit of the recommendations. The I&B minister said, “ It has/ have been decided to prohibit transmission of the channel up to March 15, with immediate effect.” 

Taken aback by the action against AXN, adman Prahlad Kakkad said, “Who is/ are the politicians to preach us on morality? It is/ are the people who will decide/ decides what they wish/ wishes to watch or not to watch.” 

S-V Agreement Exercise 1A

Plant fossils from Jurassic age found

M S University’s geologists, who is/ are conducting studies on gigantic plant fossils at Khadir Island near the Harappan civilization site at Dholavira  in Kutch, has/ have confirmed that the fossils belong/ belongs to the Jurassic age.

 The geologists has/ have been studying the samples and their preliminary investigations has/ have established that the fossils is/ are similar to those associated with the Lathi formation of Jaisalmer. They was/were waiting for site verification, which has/have now been done. It has/ have now been confirmed that the fossils belong/ belongs to the Jurassic age but they do not belong/ belongs to Kutch.

K. C. Tiwari from the geology department, who has/ have been conducting the studies, had organized a site visit on January 11 and later confirmed that the fossils that was/ were found belong/ belongs to the Jurassic age pertaining to the Aelenian-Bathonian period that date/ dates back to 187 to 176 million years ago. “We need/ needs further studies to know the exact age of the fossils,” he add/ adds.

Academicians who has/ have been studying the samples say/ says, “ There was/ were around 12 wooden logs ranging from 2 metres to 10 metres in length. We regularly receive/ receives information that there is/ are other gigantic fossils of 20 to 30 metres length at nearby sites. We cannot be certain till one of us verify/ verifies this information.”

The fossils do not necessarily come/ comes from the Kutch area as the presence of plant fossils is/ are localized rather than spread over a large area. The fossils might has/ have drifted from the eastern belt, most likely from the Aravali hills in some kind of flood. However, it is/ are a significant discovery as such gigantic fossils has/ have never been found before in that area. Such fossils has/ have only been found in Jaisalmer where the Geological Survey of India has/ have established a plant fossils park in Akal. The plant fossils is/ are fibrous in nature and geologists feel/ feels that the discovery help/ helps in understanding their evolutionary history and how other parts of western India  is/ are correlated to the area under study.

Subject-verb agreement
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There is agreement of number and person between the subject and the verb in English sentences.

I                 am happy.

You 

We              are happy

They            

He/ She/ It   is happy.                        

I                 do/ have… 


We              

You             do/have
They

He/ She/ It   does/ has

Subject-Verb Agreement: Some rules
1. When the subject of a sentence is composed of two or more nouns or pronouns connected by and, use a plural verb.



      Sheila and her friends are playing basketball.
2. When two or more singular nouns or pronouns are connected by or or nor, use a singular verb.
 


       The book or the pen is in the drawer.

3. When a compound subject contains both a singular and a plural noun or pronoun joined by or or nor, the verb should agree with the part of the subject th nearer the verb.

       The referee or the players are wrong.


       The players or the referee is wrong.

     4. Doesn't is a contraction of does not and should be used only with           

       a singular subject. Don't is a contraction of do not and should be 

       used only with a plural subject. The exception to this rule appears   

       in the case of the first person and second person pronouns I and      

       you. With these pronouns, the contraction don't should be used.

     
     Rekha doesn’t like sweets.


     They don’t like sweets.

4. Do not be misled by a phrase that comes between the subject and the verb. The verb agrees with the subject, not with a noun or pronoun in the phrase.


   One of the students is absent today.

  The books that are on the table belong to me. 


The trainer, as well as the trainees, needs a break.


The team, including all the extra members, is very fit.

5. The words each, each one, either, neither, everyone, everybody,   

    anybody, anyone, nobody, somebody, someone, and no one are  

    singular and require a singular verb.
   

    Each of these apples is ripe. 


Everybody needs a friend.


   Somebody has to take charge.


   Nobody knows the answer.

6. Nouns such as civics, mathematics, measles, and news require   

    singular verbs.


   The news today is all about the hijacking.

   Mathematics is a difficult subject.

   Note: Words for currency like dollars are a special case. When   

   talking about an amount of money, a singular verb is required, but  

   when referring to the dollars themselves, a plural verb is required.

Fifty dollars is the membership fee. 


Dollars are accepted almost everywhere in the world.

 

7. Nouns such as scissors, tweezers, trousers, and shears require 

    plural verbs. (There are two parts to these things.)


    These scissors are very sharp.


    His trousers are too tight.

8. In sentences beginning with there is or there are, the subject 

    follows the verb. Since there is not the subject, the verb agrees 

    with what follows.


    There are many flowers in the garden.


    There is a lock on the door.

 9. Collective nouns are words that imply more than one person but 

     that are considered singular and take a singular verb, such as: 

     group, team, committee, class, and family. 

     In very few cases, the plural verb is used if the individuals in the   

     group are thought of and specifically referred to.


     The committee decides by taking a vote.


     Her family lives in Patiala.


    The Indian cricket team is the best in the world.


   The police is responsible for maintaining law and order.

   (Here we are referring to the police as a body)


    The police have to be very vigilant. 

    (Here we are referring to individual members of the police) 

10. Expressions such as with, together with, including, accompanied 

     by, in addition to, or as well do not change the number of the 

     subject. If the subject is singular, the verb is too.


    The students, together with their teacher, are on an   

   educational trip.

  

    All the bags, including yours, are on the bus.   

 

S-V Agreement Exercise 2
Fill in the blanks using the appropriate option.

1. Mohit (think/ thinks) about you all the time.

2. One of those books (is/ are) mine.

3. His friends and his younger brother (is/ are) waiting for him.

4. Everyone at the party (was/ were) having a lot of fun.

5. Either the strikers or their boss (has/have) misunderstood.

6. More than a hundred residents (has/ have) signed the petition.

7. The promises of a politician (are/ is) never kept.

8. Neither he nor his wife (like/ likes) pets.

9. Nobody, not even his friends, (was/ were) there to help him.

10. The audience (was/ were) enjoying the programme. 

11. The public (is/ are) tired of demonstrations.

12. His trousers (fit/ fits) him very well. 

13. No one, except his own supporters, (agree/ agrees) with him.

14. Your problem and mine (is/ are) similar. 

15. Neither you, nor I, nor anyone else (know/ knows) the answer.

16. The government (has/ have) proposed some tax reforms.

17. The scissors (is/ are) not sharp enough.

18. Each of these players (need/ needs) more practice.

19. Not every problem (has/ have) a solution.

20. Geeta (know/ knows) all the answers.

Auxiliary as operator

Exercise 1
Change these sentences into questions and negative statements:

1. Roger wanted to learn tennis.

2. The meeting was postponed.

Put these sentences into the past tense and change them into questions and negative statements:

1. They go to church every Sunday.

2. Kane knows the way to the railway station.

Auxiliary as operator

                                                      sentence

                                                                                

                        subject                                                  predicate

                                                                

                                                        Auxiliary                                              predication

                                                              as 

                                                         operator                                   

                                                                                         

                            He                            had (not)                               given the girl an apple.  


                         Had                              he                                         given the girl an apple?

The auxiliary is the operator :

· It bears the tense (had indicates past tense in the given sentence)

· It moves before the subject to form questions (as in the sentence above).

· For forming the negative, not gets attached to the auxiliary.

If there is no auxiliary in the statement, the auxiliary ‘do’ is inserted as operator.

He played cricket

Did he play cricket?

He did not play cricket.

Note that for the negative in sentences using the simple past tense, the auxiliary ‘do’ bears the tense and the verb remains in the base form.

      Ex: The trainee didn’t know the answer.   He didn’t give me the book.

        NOT: The trainee didn’t knew the answer.  He didn’t gave me the book.

If there is more than one auxiliary verb, the first one acts as operator.

He has been playing cricket.

Has he been playing cricket?

He has not been playing cricket.

Exercise 2
Change these sentences into questions and negative statements:

1. Joseph had met Daniel when he was in Brussels.

2. Samuel has been practicing daily for the match on Saturday.

3. Fighter planes can fly at speeds faster than the speed of sound.

Put these sentences into the past tense and change them into questions and negative statements:

1. He likes vanilla ice cream with chocolate sauce.

2. Sara gets very upset if people comment on her weight.

3. She enjoys walking in the park.

Simple Present Exercise 1
Can you use the sequence of pictures to tell us how Neetu’s day begins? 

Use the present tense. 
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The Present tense

We need to distinguish three basic types of present:

i) Timeless, expressed with the simple present form:

     a) for habitual action

         I (always) work on Saturdays.   

         I (always) go to a hill station during summer.

         I usually go for a walk in the morning.

    often used with adverbs or adverb phrases such as often, usually, sometimes, never,   

    always, occasionally, on Mondays, twice a year, every week etc.

  b) for universal statements such as 

        The sun sets in the west.

        Dogs have four legs.

  c) for dramatic narrative

     describing the action of a play etc. ; often used by commentators at sports events and    

     public functions:

        When the curtain rises, we see Juliet standing by the window..

        Moore passes the ball to Carlos.

        Sachin hits the ball for a six.

        The Prime Minister arrives at the Red Fort.

ii) Limited, expressed with the present progressive:

        I am working on (this) Saturday.

        Normally she lives in Gurgaon but at present she is living with her aunt in Delhi.

        I am going to a hill station this summer.

        I am reading a book.

iii) Instantaneous, expressed with either the simple (specially in a series) or the   

    progressive form:

       First you say you like this dress, then you say you are not so sure.

       Sachin hits the ball for a sixer. (usual with sports commentary)

       Look, a duck is swimming in the pond.

 He is climbing over the fence. (in this moment) 

Present tense (simple) exercise 2
Pankaj lives in Safdarjang Enclave in South Delhi. He works for a software company in Gurgaon. He usually gets up at 6 o’clock. He takes his dog for a walk every morning. He usually starts work at 10 o’clock but on Thursdays he starts at 9 and works till 5 because he takes tennis lessons every Thursday evening at 6.

Pankaj is a software engineer and he works in the testing division for forty hours a week.

In the evenings, he watches television and listens to music. At the weekends, he goes for parties and spends time with his friends. Sometimes he goes for a movie with his wife and children.

Pankaj has many interests. In the summer he likes trekking in the hills. He also loves river rafting. In the winter, he stays at home and reads books. He enjoys cooking Italian food. On Saturdays, he cooks dinner for the family while his wife helps the children with their homework.

How about you?

Where do you live? What time do you wake up? What do you do in the morning? How do you spend your week? What are your interests? What do like to do during your holidays? How do you spend your weekends? Which is your favourite season? Why do you like it? Who is your best friend? Why do you like him? 

Present Progressive Exercise 1 


Use forms like writing, playing etc. to fill in the blanks:
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  Mike ___________ for the bus.
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    He _______________ about his problems.


He ___________ a novel.
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    He ___________.
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    He __________ the guitar
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He ___________ the dishes.
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       He _____________.
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 He ____________ at you.
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 He ____________ in a disco.
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 He ____________ at me.
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 He ____________ an omelet. 

Present Tense Exercise1a
Fill in the blanks using verb forms like work/ works/ working:

A: Hi Puja! I (want) ____________ to have a word with you. What you (do)   

     __________________ next weekend?

B: I (not do) ________________ anything, really. I (stay) ______________ at home.

A: But you usually (go) _________ to Dehradun for the weekend.

B: Yes, my parents (have) _______________ a house there. But I (not go)    

     _________________ this weekend because plumbers (repair) ___________ some     

    leaks in my bathroom.

A: Well, I (have) ________________ a party on Saturday night. Would you like to    

     come?

B: Thanks, that would be great.

The Present Progressive (Continuous)

I am working   (I’m working)        You/ They are working    (You’re/ They’re working)          

Dos

1. For present ongoing activity; action taking place as we speak

Ex: I am playing cricket. (now)

      Sheila is reading a book. (now)

2. Action happening about this time but not necessarily at the moment of speaking

Ex: Doctors are looking for a cure for the common cold.

      Rachna is learning French.

      NASA is planning a manned expedition to Mars.

3. For planned/ established future activity

Ex: I am playing tennis this evening.

      We are taking the 5 o’clock train to Amritsar. 

4. To refer to habitual/ repetitive actions, used with words like always.

Often, though not always, conveys disapproval

Ex: David is always running late.

       Rohit is always playing video games.

Don’ts

1. With verbs of the senses (involuntary actions): feel, hear, see, smell; 

(the verbs listen, look and watch are deliberate actions, under our control)

Ex: I see the point.

       I smell a rat.

NOT: I am seeing the point

           I am smelling a rat.

· When feel is followed by an adjective indicating the subject’s emotions or physical/emotional condition, it can be used in the present progressive.

                  Ex: How are you feeling?

                  I am feeling much better

                  I am feeling cold/ hungry/ excited.

2. With verbs expressing feelings and emotions: adore, appreciate, care, desire, detest, fear, hate, like, love, value, want, wish etc. 

Ex: I love my mother.

       I want to take a vacation.

NOT: I am loving my mother.

           I am wanting to take a vacation.

· With certain verbs, the progressive form can be used IF that emotion is being presently experienced.

Ex: Are you liking your new job?

      No, I’m hating it./ Yes, I’m loving it.

3. With verbs of mental activity: agree, believe, forget, know, mean, perceive, realize, recall, recognize, remember, think (= have an opinion), understand etc.

            Ex: I know the way to the museum.

                   My wife understands my reasons for leaving.             

                   I believe in God.

            NOT: I am knowing the way…

                       My wife is understanding my reasons….

                       I am believing in God.

· The verb ‘think’ is used in the progressive form when the thinking is in progress.

                        Ex: I am thinking of you.

                              Rajeev is thinking of moving to Bangalore.

4. With verbs of possession: belong, owe, own, possess, have etc.

Ex: I own a house in Delhi.

       I have a brother/ computer/ car/ pet.

NOT: I am owning a house…

           I am having a brother…

· The present progressive is used with the verb ‘have’ in the sense of consumption.

           Ex: I am having breakfast/ an apple/ a coke.

           It can also be used in certain other cases, e.g. having a baby, having a bath,       

           having a good time etc.

5. With verbs like appear (= seem), seem, consist, hold (= contain), matter, signify etc. 

Present tense Exercise 2
Fill in the blanks using verb forms like work/ works/ working:

1
My friend Chitra is a flight attendant who (work) ______________ for an international airline that (fly) _____________ all over the world. She (speak) _____________ English fluently but she (not write) _______________ it very well. She (love) _____________ learning languages and at the moment she (study) _________________ Japanese. Because of her job, Chitra (get) ___________ free flights, so next month she (go) ______________ on holiday to Japan to practice her Japanese. 

I'm meeting Oscar tomorrow at eight
2
     A: What all those people (do) ________________ in the middle of the street? And        

          why they (wear) _________________ such extraordinary clothes?

     B: They (make) ______________ a film. Most of the crowd are local people who      

         (work) ______________ as extras.

     A: It (sound) ____________ like fun. You (think) ______________ I could get a job 

         as a film extra?

     B: I (not know) ________________  but I (see) _____________ Amit over there;  

         when they (finish) ____________ this scene I’ll ask her if they still (hire) 

          ___________   extras.

     A: Ann (act) ____________ in the film?

     B: She (have) _____________ a small part. She (not act) ______________ very well. 

          I (imagine) ________________ she got the part because she (know) 

          _______________ the director.

3
Fill in the blanks using the appropriate form of the verb given in brackets:

Use forms like write/ writes/ is writing

1. Every Monday, Sally (drive) __________ her kids to football practice.

2. Jack usually (drink) ___________ coffee but today he (drink) ____________ tea.

3. Shhh! Be quiet! The baby (sleep) _____________.

4. I won’t go out now as it (rain) _____________ and I (not have) _____________ an umbrella. 

5. Ravi (come) ____________ from a large family. He (have) ____________ two brothers and three sisters.

6. I hate living in Wales because it (always rain) __________________.

7. John (try) ______________ hard to convince his wife but she (not believe) _____________________ him.

8. The teacher (know) ______________ all the answers.

9. James (currently write) _________________________ a book about his adventures in Tibet.

10. Do you want to come over for dinner tonight?

I’m sorry, I can’t. I (go)______________ to a movie with my friends.

11. It is a lovely day. The sun (shine) ____________ and the birds (sing) _____________.

12. You (recognize) ________________ that  man?

I (think) ___________ I have seen him before but I (not remember) ___________________ his name.

13. You (need) ____________ another blanket or you (feel) ________________warm   

       enough?

14.  Usually we (go) _________ for a holiday in the summer but this year I (take) 

            ______________ swimming lessons. 

15. They (build)_______________ an expressway from Delhi to Gurgaon. 

16.  I (meet)______________ Oscar tomorrow at eight.

17.  We (have)______________ lunch together next weekend

18.  Shut up! You (always make)___________________ a lot of noise.

19. I (read)_____________ an exciting book about the Roman empire.

20. My mother (always complain)___________________ about everything.

21. Silence, ssshhh..... We (listen)_______________ to the news.

22. The red bag (belong) _____________ to me.

23. Ask Susan to see me when she (come) ___________ back.

24. I usually (go) ____________by train, but this time I (take) _______________ a bus. It (take) ____________ longer but it (cost) ____________ less.

25. I (meet) ___________ my sister on Friday. We often (go) _________ for a movie together on Fridays.   

Present perfect exercise 1

Fill in the blanks using the correct form of the present tense:

1. I (never see)___________________ such a beautiful house.

2. I’m quite sure we (never meet)_______________ them before.

3. I realize now that I (take)________ a wrong turn.

4. I (just complete) _________________ my first year at college.

5. I (work) ____________ at Genpact  for four years. 

6. Ratan doesn’t want to see the film because he (already see) _______________ it.

7. You can’t watch television till you (finish) _________________ your homework.

8. It is past 9 o’clock. The children (go) __________ to bed.

9. I (taste) ___________ champagne only once in my life.

10. We (visit) ______________ him three times since he had his heart attack last month.

11. You (ever seen) the ocean? It makes you feel so small.

12. You can’t meet the manager. He (go) __________ out for lunch.

13. Sumeet can’t find his keys although he (look) ________________ everywhere.

14. I (never try) ________________ Japanese food. I wonder what it tastes like.

15. Your marks are so low. It is clear that you (not read)______________ the textbook.

16. You (not listen) _______________ to a word I (say) ____________ since you came home.

17.  We (just buy) _____________ a new house.

18. That is the best chocolate cake I (ever eat) ____________________ .

19. They (not speak) ____________________ to each other for a very long time.

20. You (not finish) _________________ your assignment yet? 

Present perfect (relation to the past) 
An action in the past may be seen 

1. as having taken place at a particular point of time; or

2. over a period; if the latter, the period of time may be seen as

a) extending up to the present, or

b) relating only to the past; if the latter it may be viewed as

i) having been completed, or as

     ii) not having been completed

                    Past                                     Present                                      Future

1.                    ×                                       ^                                        

2.                                                                   ^
3.                                                                   ^

4.                                                                   ^


1. I watched the news at 9 o’clock last night.

2. I have watched the news at 9 every night for the last two years.

3. I watched the news for half an hour.

4. I was watching the news.  

In the case of the present perfect the point of relevance is the present moment.

The present perfect

has/ have worked
Contrast:

John lived in Paris for ten years

(The period of residence has come to an end; it is possible that John is dead)

John has lived in Paris for ten years.

(John is still alive; the period of residence extends to the present – the usual interpretation - or to some unspecified date in the past.)

The choice of the perfect form is associated with time-orientation and consequently also with various time-indicators (recently, since, so far etc.) It is therefore helpful to consider these two together.

Adverbials with simple past                                     Adverbials with present perfect

(refer to a period now past)                                         (refer to a period beginning in                

                                                                                      the past and stretching up to            

                                                                                      the present)

                   yesterday evening                                                                  since last January

I worked    throughout January                                  I have worked     up to now

                   on Tuesday                                                                             already 

                                                                                                                   recently

Adverbials with either simple past or present perfect

                                        today

I     worked                     this month

      have worked            for an hour  

· The relevance of a past event to a present activity determines the use of the present perfect tense when referring to the past event. The present perfect tense connects the past to the present. It is used when an event in the past continues to influence the mind of the speaker in the present.

                               Past                                vs.                  Present Perfect

	 Past - The past event is a memory in the speaker's mind
	Present Perfect - The past event is connected to the present in the speaker's mind.

	I spilled coffee on my dress. I took it to the dry-cleaners. 
(The incident is in the past. It’s over. I'm not thinking about it anymore.)
	I have spilled coffee on my dress so I need to take it to the dry-cleaners. 
(Because the stain remains, it is on my mind.)

	He failed his exams. What a pity!



	He has failed his exams so he won’t be eligible for the job.

(His situation is on my mind.)

	I always wanted to go trekking. I’m too old for it now.

	I have always wanted to go trekking so I am planning a trekking tour this summer.
(My plan is evidence of that desire) 

	We forgot to mail the Christmas cards. 

	We have forgotten to mail the Christmas cards. Let’s do it today.
(I am concerned about the cards reaching on time.) 

	Did you buy a new pet?

	Have you bought a new puppy?
I could hear it crying last night.
(The puppy is on my mind. I’d like to know more about it.) 

	The film star made a statement about his relationship with a famous model. 

	The film star has made a statement about his relationship with a famous model. The press is hounding him for an interview.

(The news is still a matter of interest) 


Present perfect Exercise 2

Top of Form

Choose the sentence that connects the earlier event to the present and prompts the user. 

1. I have just come back from a holiday.
a) Would you like to see the pictures?                       

b) We stayed in a hotel on the beach.                                                         

2. I have read all the Harry Potter books.

a) They are being made into movies.

b) The third one was the best.                                                         

3. I have forgotten to pick up the dry cleaning.

a) I also forgot to stop at the bank. 

b) Now, I will have to find something else to wear tonight.

4. Have you finished cleaning your closet ?

a) It was really cluttered.

b) I want you to come with me to the movies                                    

5. We have completed our annual report.

a) It was a lot of hard work.

b) We'd like to show it to you.         

6. "I have lost over 45 pounds in six months."

a)  "You look great!"

b)  "You were a bit heavy."                            

7.  Former President, Clinton, has enjoyed a rise in popularity since 1999.

a) Most people have forgotten about the affair with Monica Lewinsky.

b) He did some stupid things while in office.   

8. I have asked you not to drive over the speed limit.

a) so now you have a speeding ticket.

b) or drive after drinking.

 

The past tense Exercise 1
 Fill in the blanks using the past tense worked/ was working:
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Then Ajay (think) ___________ he would do the ceiling. He just (climb) ___________________ the step ladder when the doorbell (ring) ___________ again. Renu (say) _____________ she (get) _________________ tired of interruptions but (go) _____________ and (open) ______________ the door. It (be) _________  a telegarm from her aunt, saying she (come) _______________ to spend the weekend with them and (arrive) ________________ that evening at 6.30

The Past tense

An action in the past may be seen 

3. as having taken place at a particular point of time; or

4. over a period; if the latter, the period of time may be seen as

c) extending up to the present, or

d) relating only to the past; if the latter it may be viewed as

i) having been completed, or as

     ii) not having been completed

                    Past                                      Present                                      Future

1.                    ×                                       ^                                        

2.                                                                   ^
3.                                                                   ^

4.                                                                   ^


5. I watched the news at 9 o’clock last night.

6. I have watched the news at 9 every night for the last two years.

7. I watched the news for half an hour.

8. I was watching the news.  

The simple past

This tense is normally used for the relation of past events.

a) It is used for actions completed in the past at a definite time:

Time given:

          I met him yesterday.

Time asked about:

       When did you meet him?

Definite time though time is not mentioned:

       The train was ten minutes late.

        I bought this car in Bangalore.

b) It is used for an action whose time is not given but which i) occurred at a point of time in the past, or ii) occupied a period of time in the past (refer to 1 and 3 on the above timeline)

c) The simple past tense is also used for a past habit:

         He always carried an umbrella.

         They never drank wine.

d) It is used in conditional sentences:

          If I had the time, I would revise my essay.

          If I knew her number, I could call her up.

►For the negative in sentences using the simple past tense of the verb, the auxiliary ‘do’  

    bears the tense and the verb remains in the base form.

      Ex: The trainee didn’t know the answer

             He didn’t give me the book.

      NOT: The trainee didn’t knew the answer.

                 He didn’t gave me the book.

The past progressive (continuous)

The past tense of the verb to be + ‘-ing’ form of the verb: was/ were working

As with the present, the progressive when used with the past specifies the limited duration of an action:

        I was watching TV last night  but my eyes grew tired (so I stopped watching).

In consequence it is a convenient device to indicate a time span within which another event (indicated by the simple past) can be seen as taking place:

        While I was writing a letter, the phone rang.

         When I arrived, Reshma was talking on the phone.

The ability to express incomplete action with the progressive is illustrated with the contrasting pair:

        He read a book that evening (implies that he finished it)

        He was reading a book that evening ( implies that he did not finish it)

       The girl was drowning in the lake (will permit ‘but someone dived in and rescued     

       her)

       The girl drowned in the lake. (she is dead)

The past perfect

Form: had worked

The point of current relevance to which the past perfect extends is a point in the past:

                          Past                               present                                   future                              

                                                                                                                                        

                                         Relevant point

          When I met him, John had lived in Paris for ten years.    

The present perfect progressive
has/ have been working

Limited duration (or incompleteness) and current relevance can be jointly expressed with the perfect progressive. Compare:

         He has eaten my chocolates. (they are all gone)

         He was eating my chocolates (but I stopped him) 

         He has been eating my chocolates (but there are some left)

This tense is used for an action that began in the past and is still continuing                                          or has just been completed.

I have been waiting for an hour and he still hasn’t turned up. (the waiting continues)

Where have you been? I have been waiting for an hour.(the waiting is over now)

Frequently, the perfect progressive implies very recent activity, the effects of which are obvious:

         It has been raining.

An action which began in the past and is still continuing or has only just finished can, with certain verbs, be expressed with either the present perfect or the present perfect progressive. Verbs which can be used in this way include expect, hope, learn, lie, live, look, rain, sleep, sit, snow, stand, stay, study, teach, wait, want, work:

He has lived here for six weeks.

He has been living here for six weeks.

This is not of course possible with verbs that cannot be used in the progressive form:

They’ve always had a big garden.

How long have you known that?

He’s been in hospital since his accident.

Notice that the present perfect progressive can be used with or without a time phrase. In this respect, it differs from the present perfect, which can only express this type of action if a time phrase is added such as for six days, since June, never. When used without a time expression of this kind, the present perfect refers to a single completed action.

I have been waiting for you.

We have been planning a trip to Europe.

A repeated action in the present perfect can sometimes be expressed as a continuous action by the present perfect progressive.

I have written six letters since breakfast.

I have been writing letters since breakfast.

There is a difference between a single action in the present perfect and an action in the present perfect progressive:

I have put coal on the fire (this job has been done)

I have been putting coal on the fire. (this is how I’ve spent the last five minutes)

I have knitted a sweater (I’ve completed it)

I have been knitting a sweater (I haven’t yet completed it)

The past perfect progressive

had been + ‘ing’ form of the verb: had been working

It is the same for all persons.

It cannot be used with verbs which are not used in the continuous form.

The past perfect progressive bears the same relation to the past perfect that the present perfect progressive bears to the present perfect.

Past Tense Exercise 2

Fill in the blanks using forms like worked, was working, had worked, had been working

I

When he (see) ________ his wife off at the station, he return ________ home as he (not have) ________________ to be at the airport till 9.30. He (not have)_________________ to pack, for his wife _______already (do) ______ that for him and his case (be)________ ready in the hall. He (not have) _______________ to check the doors and windows either, because his wife always (do) _______that before she (leave) ________ the house. All he (have) ________ to do (be) _______ to decide whether or not to take his overcoat with him. In the end he (decide) ________ not to. At 8.30 he (pick) _______ up his case, (go) ______ out of the house and  (slam) ________ the door behind him. Then he (feel) _________ in his pockets for the key, for his wife (remind) _____________ him to double-lock the front door. When he (search) _____________ all his pockets and (find) ______________ no key he  (remember) ___________ where it (be) ________. He (leave) ____________ it in his overcoat pocket. Then he (remember) ______________ something else; his passport and tickets (be) _________ in his overcoat pocket as well.

II

When the old lady (return)___________ to her flat, she (see)______ at once that burglars (break)______________ in during her absence, because the front door (be) ________ open and everything in the flat (be) ________ upside down. The burglars themselves (be) ________ no longer there but they (probably just leave) __________________________ because a cigarette was still burning in the ashtray on the table. Probably they (hear) ______________ the lift coming up and (run) ____________ down the fire escape. They (help)_____________themselves to her whisky too but there (be) _______ a little left, so she (pour)__________ out a drink for herself. She (wonder) ____________ if they (find) _________________ her jewelry and rather (hope)___________ that they had. The jewelry (be give) ______________ to her by her husband, who (die) ______________ some years before. Since his death, she (not have) _______________ the heart to wear it, yet she (not like) ______________ the thought of selling it. Now it (seem) _________ that fate (take) _______________ the matter out of her hands; and certainly the insurance money would come in handy.

III

When I (open) ___________ the door I (see)_________ a man on his knees. He (clearly listen) _________________ to our conversation and I (wonder) ______________ how much he (hear) ______________. When I (ask) ___________ him what he (do) _______________, he (say) _________ that he (drop) _____________ a precious coin outside the door and (look) _______________ for it. I (not see) _____________ any sign of the coin, but I (find) _____________ a small notebook and pencil which he (probably drop) ___________ when the door (open) ______________ suddenly. So he (take) ___________________ notes of our conversation! The notes (be) _________ written in a foreign language, so I (turn) _____________ to the stranger and (ask) ____________ him to translate. But he (pull) _________ my hat down over my eyes and (run) ________ off down the corridor. By the time I (recover) _______________ from the shock, he (disappear)______________ round the corner. Strangely enough, when I (move) ___________ my foot I (find) _________ that I (stand) ____________ on an odd-looking coin. Perhaps he (tell) __________________ the truth after all.

The Future Tense Exercise 
Talking about future plans: continuous, ‘will’ and ‘be going to’ form
Will work, am going to work

	Question Forms
	Future times

	1. What are you doing ...
	during the break?

	2. What will you do ...
	at lunch-time?

	3. What are you going to do ...
	this evening?

	
	tonight?

	
	tomorrow evening?

	
	on Friday evening?

	
	this weekend?

	
	this Saturday?

	
	next month?


Answer using these three forms:

	I’m + continuous form
	I will/ I’ll
	I’m going to + base form

	seeing
	see
	going to see

	watching
	watch
	going to watch

	washing
	wash
	going to wash

	meeting
	meet
	going to meet

	phoning
	phone
	going to phone

	visiting
	visit
	going to visit

	playing
	play
	going to play

	painting
	paint
	going to paint

	driving
	drive
	going to drive

	cleaning
	clean
	going to clean

	studying
	study
	going to study

	writing (to)
	write (to)
	going to write (to)

	listening (to)
	listen (to)
	going to listen (to)

	talking (to)
	talk (to)
	going to talk (to)

	having a meal (with)
	have a meal (with)
	going to have a meal (with)

	having dinner (with
	have dinner (with
	going to have dinner (with)

	inviting
	invite
	going to invite

	cooking
	cook
	going to cook

	changing
	change
	going to change


The Future Tense

Simple future: will work 
The two most usual ways of expressing a future action are:

i) Will + base form of verb: I will work.

ii) be going to + base form of verb: I am going to work.

The ‘be going to’ form usually refers to fairly immediate future (‘will’ can refer to the immediate or the distant future): 

a) pre-meditated intention, often intention + plan

He is going to resign. I am going to learn French.

b) prediction (feeling of certainty) 

It’s going to rain. How pale that girl is, I’m sure she’s going to faint..

The present continuous is the most usual form for stating future plans:

Present continuous: He is leaving tonight. He is playing tennis this evening.

Future continuous : will be working
Future perfect: will have worked 

This tense is used for an action which at a given future time will be in the past or will just have finished. The point of relevance (refer to present and past perfect tense) is in the future.

We’ll go for a holiday next month. Ravi will have recovered fully by then.

I save Rs. 2000 a month. So by the end of the year I will have saved Rs. 24000.

Future perfect continuous: will have been working
By the end of the month, he will have been working here for 10 years.

· The future tense is not used in ‘if-clauses’ and time clauses beginning with ‘When’ even when the meaning is in the future.

            If I drop this glass, it will break.

           When it gets colder, the roses will begin to bloom.

Exercise 2
Write 10 sentences about yourself in the year 2017.
Prepositions Exercise 1

Give driving directions to your friend who starts at point A and needs to reach the club.
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Example:

Take National Highway 9 to Highway Intersection X. 

Go North on State Highway 22. 

Turn right at signpost S onto the Nasik Road. 

Stay on Nasik road. 

Goodtimes is 1 1/2 miles down the road on the right. 

Turn In. Have a great time at Goodtimes!
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Prepositions exercise 2

Describe these two rooms in detail OR describe the training room/ your own room giving as many details as possible.
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Preposition exercise 3 : Note how some prepositions are used in familiar contexts.

I Read and discuss the prepositions used:
Smita:  Hina, do you know Mrs. Tripathi ? She is very strange. She walked right past me      

            yesterday, as I was going up the stairs. She didn't smile at me or say hello.
 Hina:   Yes, she is very strange. The other day she was standing opposite me at the bus stop.  

            So, I couldn’t help looking at her. I said hello, but she didn’t reply.
Sumit:  Swati, You can go and meet Neha right away. That will help you tackle this problem. I 

            know Neha and she is not like that at all. There is some misunderstanding. Have you 

            seen Neha’s house?
Swati:   Actually, I have been to her house once. But I don’t remember the place very well. I think 

            it’s near the Bank of Baroda.
Sneha: No, not there. Her house is behind the bus stop, between two shops. If you want to  

            go there you have to go across the road and walk along the other side, towards the   

            Swami Narayan Temple.
Swati:  Really? Thanks for telling me. Can you come with me and help me find the house?
Sumit: Well, I’m going in that direction. I can drop you at the red light. You can walk through the 

            park to get there. 
Swati:  That would be very nice.Thank you.

II

Shyam: What a lovely day for a picnic!
Ram  :  Yes, the weather is perfect today. It’s not too hot & there isn’t a cloud in the sky.
Shyam: Let’s stop there & have lunch by the river. You can park the car under the trees.

Vina :    Anita, will you fetch the lunch basket? 
Sneha:  The carton of orange juice is on the back seat and the glasses are in the plastic bag. 
Vina:     Let me spread this rug on the ground. Heena, would you please lay out the plates and 

             glasses.
Ram:     Shall I pour the orange juice into the glasses?
Sneha:  Yes, Ram. Please do.

Now answer the questions.
What did Ram say? He said there isn’t a cloud in the sky

Where did they have lunch? (give short answers)

                       ........ the river

Where did they park the car?

What did Veena ask Heena to do?

Where were the glasses?

Where did Vina spread the rug?

What did Heena do?

What did Ram do?

III

Let’s do something different now. Let's play 'Find Someone Who'. Go round the class and find the following students.

Find Someone Who

was born in 1985    ........................... (write the name of the person who was born in 1985 here)

was born after 1985 ..........................

was born before 1985 .........................

was born in a big city .........................

born in a small town or village ..............

is below 20 years of age ..............................

is above 21 years of age .............................

Go round the class and ask questions like, 'Were you born in 1985?' If somebody says yes, write their name. If nobody fits in with the description write 'none'. Then present a report to class.

Prepositions: Spatial Relationship

	Above
	The writing is above the line.
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	Across
	The writing is across the page.
	[image: image28.png]




	Against
	She is leaning against the tree.
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	Ahead of
	The girl is ahead of the boy.
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	Along
	The lace is along the edge.
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	Among
	The boy is among the trees.
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	Around
	Draw a circle around ‘answer’.
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	Behind
	He is walking behind her.
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	below
	The writing is below the line.
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	beneath
	He is sitting beneath the tree.
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	beside
	The girl is standing beside the boy.
	[image: image37.png]'





	Between
	The girl is between the trees.
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	From
	He is coming from the house.
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	Inside
	He is inside the house.
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	Near
	The tree is near the house.
	[image: image41.png]




	Out of
	He is coming out of the house.
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	through
	She is walking through the door.
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	Towards
	She is walking towards the house.
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	Under
	He is sitting under the table.
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	Within
	The drawing is within the circle.
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Prepositions of Time














Prepositions of place


Prepositions of position 


Prepositions of direction/ movement


Others


Nouns and prepositions

Approval of

fondness for

need for

awareness of

Grasp of

participation in
belief in

hatred of

Reason for

concern for

hope for

respect for

Confusion about 
interest in

success in

desire for

Love of

understanding of
regard for

with regard to

Preference for
capacity for

taste for/ in/ of

thirst for

Adjectives and prepositions

Afraid of

fond of

proud of

angry at/ with/ about

Happy about

similar to

aware of 

interested in            

Sorry for

capable of

jealous of

sure of/ about

Tired of

careless about
married to

worried about

Familiar with

different from
eligible for

identical to

Impatient with
immune to

inspired by

oblivious of

Preferable to

relevant to

unconscious of
sensitive to/ about

	Verb
	Preposition

	account
	for

	accuse (someone)
	of

	adapt
	to

	approve
	of

	arrive
	at

	believe
	in

	confide 
	in

	conform
	to

	(dis)approve
	of

	excuse (someone)
	for

	explain (something)
	to

	have confidence
	in

	have influence
	over

	insist
	on

	invest
	in

	invite (someone) 
	to

	laugh
	at

	listen
	to

	look forward
	to

	object
	to

	prefer
	to

	prevent
	from

	provide (someone)
	with

	recover
	from

	refer
	to

	relate
	to

	search
	for

	succeed
	in

	suspect (someone)
	of


Prepositions exercise 4

Fill in the blanks using appropriate prepositions:

End of an era: Kolkata bans hand rickshaws 

Kolkata’s hand-pulled rickshaws have been part ____the city ___ as long as one can remember. 
In fact author Dominique Lapierre wove his masterpiece City of Joy ______ a hand rickshaw-puller. The novel portrayed the sufferings____ these poor people and the life they represent. 


One can’t help but wonder how such a mode ____ transport not only came _____ existence, but also thrived ______ Kolkatans _____ so long. History has it that Chinese traders ____ Kolkata introduced these rickshaws ___the late 19th century, primarily to carry goods. But _____ time, British rulers made them a cheap mode of transport, eventually turning them _____ a symbol of the city. While China banned these hand-pulled rickshaws ______ the communists came to power___ 1949, the system continued to exist _____ Kolkata.

Kolkata is probably the only place in the world where such rickshaws are used as everyday means of transport. According_____ a recent study, the number ____ hand-rickshaw pullers stands ____ 18,000 ______ more than 1,800 joining the profession every year. 

____ the light of such statistics, the announcement ____ West Bengal Chief Minister Buddhadeb Bhattacharya banning these rickshaws ____ the end of the year has caused quite a stir. “They may be environment-friendly but they are also a symbol ____ an inhuman practice. Nowhere ___ the world will you find one human being pulling another human being ____ his hands,” says Bhattacharya. 

These rickshaw pullers live ____ unhygienic conditions and often suffer _____ malnutrition and tuberculosis. 


They are also susceptible ____skin diseases, since they wade ________contaminated waters carrying people ________ the city’s old by-lanes. But all that is set to change ______ the Chief Minister’s announcement. 

______a few years ago, there were about 6,000 licensed owners____ hand-pulled rickshaws ____ the city, but their numbers shrunk ___ approximately 1,800 _____ the authorities stopped issuing new licenses. 


While announcing the decision, the Buddhadeb government has assured the rickshaw pullers that they would be provided _____ an alternative means ____livelihood.

Officials ____ Kolkata said they would look _____ replacing the hand-pulled rickshaws ______ motorized three-wheel versions or bicycle rickshaws. 

While some Kolkatans have welcomed the decision, others have objected strongly ___ the move, ____ grounds that thousands will be rendered jobless ____ the decision.

However, the apex body ____ rickshaw pullers, All Bengal Rickshaw Pullers' Union (ABRPU), has said that they are not totally averse ___ the idea as long as they have an alternative livelihood. 

Whether the ban is part ____ India’s new makeover campaign ____ improve its global image, or as the Chief Minister says, is taken ____ “humanitarian grounds”, if the rickshaw pullers are given substitute employment, then there will be no reason ____ anyone ____ protest. 

But one thing is ____ sure; the ‘City of Joy’ will never be the same _______ these rickshaws.

Exercise 4a

Fill in the blanks using appropriate prepositions:
1. He insisted _______ seeing the documents.

2. _______ the daytime the streets are crowded, but ______ night they are deserted.

3. They succeeded ________ escaping __________ the burning house.

4. The children are very fond ______ swimming.  ________ the summer holidays,

       they spend most _____ their time ________ the water.

5. He was born ___ 8:15 ___ the morning ___ June, 18th, 1928.

6. Peter lives ___ Rose Avenue, now, but he lived ___ 109, Aster Street ___ 1980.

7. During the week I get up early ___ the morning and go to bed late ___ night.

8. It never  occurred _______ me to ask him _______ proof ______ his identity.

9. I’ve heard such a lot _________ him that I’m looking forward _______ meeting him.

10. If you drive too fast, you will get _________ trouble _________ the police.

11. ‘______ accordance _______ the wishes ______ the people,’ the president said, ‘I am retiring __________ public life.’

12. What __________ taking the day _______ and spending it ______ the mall?

13. I was __________ the impression that I had paid you ______ the work you did ________ me.

14. You’ll have to stay _______ bed ______ your temperature goes down.

15. Ever ________ his accident, he’s been afraid of driving.

16. He has been missing ________ 48 hours.

17. Our train arrived ______ 6 o’clock. Geeta met us ________ the station.

18. I am interested _______ chess but I am not very good ________ it.

19. I haven’t met Madhu __________ we left school.

20. You should be ashamed ______ yourself ______ coming _______ my nice clean kitchen _________ your muddy shoes.

21. Children get presents _____ Christmas and ______ their birthdays.

22. He has not come to the office ________ three days.

23. He was ill _____ a week and _______ that week his wife never left his side.

24. He was leaning ________ the wall for support.

25. I have been living in Gurgaon _________ four years.

26. I came __________ a dress exactly like yours in a boutique.

27. A hen ran in front of my car and I’m afraid I ran _______ it.

28. A hedge runs _________ the edge of the lawn.

29. It is good to be back __________ friends again (between/ among)

30. The blue house _________ the two white ones is mine. (between/ among)

31. The waiter ran _________ the customer who left _________ paying his bill.

32. Rakesh prefers dancing ______ drinking at a party.

33. Sheila loves listening _______ music.

34. The burglar climbed ________ the wall.

35. The bullet went __________ his body and hit the wall ___________ him.

Exercise 4b

Correct the following sentences: 

1. The trainer explained me the exercises.

2. The trainer explained about the exercises.

3. We are discussing about the trip to Shimla.

4. I can’t cope up with the pressure of work.

5. The professor was stuck up in a traffic jam.

6. They will return back tomorrow.

7. He suggested me to try again.

8. The chairman requested to the delegates to make less noise.

9. The librarian recommended me to read this book.

10. Vinay requested Anita for going out with him.

11. I went back to my home.

12. She insisted to meet him.

13. I regret at the delay.

14. They enjoyed at the picnic.

15. The director emphasized on the point.

16. We searched the key everywhere.

17. I like listening music.

18. He had some business to attend.

19. I have ordered for the food.  

Phrasal Verbs

A phrasal verb (or a two-word verb) is a verb plus a preposition, which has a meaning different from the original verb. 

EXAMPLE: 
The party was called off because it was raining heavily. 

The party was cancelled …….

	Verb
	Preposition
	Meaning

	call 
	back
	return a telephone call 

	call 
	off
	cancel 

	call
	up
	make a telephone call 

	cross 
	out
	draw a line through 

	figure 
	out
	find the solution to a problem 

	fill
	in
	complete a sentence by writing in a blank 

	fill 
	out
	write information in a form (e.g. an application form) 

	fill
	up
	fill completely with gas, water, coffee, etc. 

	find
	out
	discover information 

	get 
	in
	enter a car, a taxi 

	get
	off
	leave a bus, an airplane, a train, a subway, a bicycle 

	get 
	on
	enter a bus, an airplane, a train, a subway, a bicycle 

	get
	over
	recover from something (an illness) 

	give
	back
	return something to someone 

	give
	up
	quit doing something or quit trying 

	hang
	up
	1. hang on a hanger or a hook;  

2. end a telephone call 

	keep 
	on
	continue 

	leave
	out
	omit 

	look
	up
	look for information in a reference book 

	make 
	up
	invent 

	pay
	back
	return money to someone 

	pick
	up
	lift 

	put
	away 
	put something in its usual or proper place 

	put
	back
	return something to its original place 

	put
	down
	stop holding or carrying 

	put 
	off
	postpone 

	put
	on
	put clothes on one's body 

	put 
	out
	extinguish (stop) a fire, a cigarette, a cigar 

	run
	into
	meet by chance 

	shut
	off
	stop a machine or light, turn off 

	start
	over
	start again 

	take
	off
	remove clothes from one's body 

	tear
	down
	destroy a building 

	tear
	off
	detach, tear along a dotted or perforated line 


Three-word Verbs (phrasal verb + preposition)

English also has some three-word verbs. A three-word verb is made up of a phrasal verb followed by a preposition.

	Verb
	Particle
	Preposition
	Meaning

	break
	up
	with 
	separate from

	catch 
	up
	with 
	overtake

	come
	down
	with 
	catch a disease

	come
	up
	with 
	find

	cut
	down 
	on 
	reduce

	drop
	out
	of 
	stop attending school

	get
	along
	with 
	be congenial

	get
	away
	from 
	leave

	get
	away 
	with 
	avoid punishment

	get 
	back
	from 
	return from a trip 

	get
	back
	to 
	return

	get
	down
	to 
	concentrate

	give
	in
	to 
	yield

	give
	up
	on 
	quit

	go
	in
	for 
	try

	keep
	up
	with 
	maintain the same pace as someone

	look
	down
	on 
	consider oneself superior to

	look
	up
	to 
	admire

	look
	out
	for 
	be careful

	put
	up
	with 
	endure

	run
	out
	of 
	finish the supply of something

	stand
	up
	for 
	support

	watch
	out
	for 
	be careful


Conditional sentences exercise 1

Complete the sentences. Use the correct form of the verbs in the brackets. 

1. If you _______ (eat) too much ice cream, you'll get sick. 

2. If  Sheila ______ (be) a better player, she'd win the game. 

3. Boris ________ (join) the army if he __________ (pass) the physical test. 

4. I ___________ (go) for a holiday if I lost my job. 

5. If he _____________ (invite) me for the party, I would have gone. 

6. If Andy went to the gym regularly, he ____________ (lose) a lot of weight. 

7. Leo would have spoken to Mr. Carter if he ________ (want) the job. 

8. Leo ________ (speak) to Mr. Carter if he wants the job. 

9. If the dog had been hungry, he ______________ (eat) all his food. 

10. This whole region __________ (be) dangerously dry if we don’t get some rain soon. 

Conditional sentences

I

If you go to the party, you will meet your friend.

If he runs for office, he will be a popular candidate. 

II

If you went to the party, you would meet your friend.

If he ran for office, he would be a popular candidate.

III

If you had gone for the party, you would have met your friend.

If he had run for office, he would have been a popular candidate.

I: Real conditions

Both sentences tell what will happen (result) if certain conditions are met. These are real conditions (what is likely to happen). 

Form:

	If clause: present tense
	Result clause: future tense

	If you pass the exam
	I will throw a party

	If it rains
	We will get wet


Use: We use this Conditional in offers, suggestions, warnings and threats.

II:  Unreal conditions in the present

These sentences tell what might happen (result) if some unreal conditions were met in the present. She is not likely to go to the party, he is not likely to run for office. Thus, the outcomes (results) will not materialize. 

Form:

	If clause: simple past
	Result clause: would (or could) + base form of verb

	If  I owned a car
	I would drive to work 

	If you were shorter
	you would wear high heeled shoes.



For this conditional, ‘were’ is used in the ‘if clause’ with all pronouns.

Use: We use this Conditional to express suppositions. These suppositions can be :
1. statements of unreal situations

 "If I were 18 again I would go on hiking tour of Himachal Pradesh." (I'm not 18, I'm 50)
2. about things that we don't expect to happen

 "If I won the lottery I would go on a world-tour." (I don't expect to win the lottery.)  

   

III: Unreal conditions in the past  
These sentences just speculate about the result of unreal past conditions. 

Form:

	If clause: past perfect
	Result clause: would have + past participle (or would be)

	If the team had played well
	India would have won the match

	If we had saved more money
	we would have been rich


Use: We use this conditional to talk about things in the past happening differently from the way they really happened. This sometimes means :

1. criticizing people, 2. pointing out their mistakes or 3. expressing regret about the past.
Conditional sentences exercise 2

1. If farmers in developing countries were given a good price for their produce 

a) they would be able to build a better future for their family, community and country.

b) they will be able to build a better future for their family, community and country.

2. Shilpa won't ever speak to me again if ...

a) I let her down now.

b) I would let her down now.

3. We wouldn't have gone bankrupt if ...

a) we conducted better market research.

b) we had conduced better market research.

4. Consumers would be happier if ...

a) accurate product information would be printed on the packaging.

b) accurate product information were printed on the packaging.

5. If Harry doesn't answer the phone this time I ...

a) won't call again.

b) don't call again.

6. The children would be in much better shape if they ...

a) would use their bikes to go to school.

b) used their bikes to go to school.
7. If I had a lot of money I ...

a) would buy myself a flashy sports car.

b) will buy myself a flashy sports car.

8. Geeta would never have left Karan if ...

a) he were more reasonable and understanding.

b) he had been more reasonable and understanding.

9. Helen would be very upset if ...
a) she knows about John's past.

b) she knew about John's past.

10. If you think it over ...

a) you see that I am right.

b) you will see that I am right.

11. If the hadn't given his approval without consulting his team,...
a) this would never have happened.

b) this would never happen.

12. If we had had a better marketing strategy we ...

a) would easily have conquered the Asian market.

b) will easily conquer the Asian market.

Using conditionals exercise 3

1. What will you do if it starts raining and you don’t have an umbrella?

2. What would you do if you won ten lakhs in the lottery?

3. How would life be different if people had wings?

4. If your doctor told you that you had one year to live, how would you change your life?

5. If you had been a woman/ man, how would your life have been different?

Adjectives Exercise 1
Use these adjectives to fill in the blanks below:
1.good 2. safe 3. economical 4. small 5. cheap 6. great 7. comprehensive 8. accurate 9. fast 10. comfortable 11. little 12. few 

Mishiku Motors, Satsuma, Japan.

Mr Austin Powers, 

Senior Marketing Manager,

Atlas Auto Works,

23 Manor Avenue,

Merthyr

Dear Mr Powers, 

I have just read your recent advertisement in The Times and I wish to correct your description of Japanese cars.

I am happy to tell you that Japanese cars are [1] ________ than English cars in every way.

Firstly, they are [2] ___________ than English cars. Your advertisement wrongly claimed that English cars were as [2] _________ as Japanese cars.

Secondly, our cars are more [3] ____________ than yours. They are [4] ____________ than yours and use less petrol.

Finally, our cars are [5] ____________ than yours, so our sales are much [6] __________ than yours. Also, our after-sales service is much [1] __________ than yours. Your guarantee is not as  [7] _________________ as ours.

I hope your next advertisement will be more [8] _____________ than your last one.

Yours sincerely,

Mr Fuji Yama 
(Sales Manager)
Atlas Auto Works, Merthyr, Wales

Mr Eiji Fujita, Sales Manager,

Mishiku Motors, 

Satsuma,

Japan

Dear Mr Yama,

What you say about Japanese cars is partly true, but they are not [1] _____________ English cars in every way.

Firstly, English cars are [9] ___________ Japanese ones. Also, they are [10] _________ .

Secondly, they give [11] ____________ trouble, so they do not need much after-sales service. Our customers have [12] _____________ problems __________ yours.

Finally, English cars are just [5] ________________ yours. If you don't believe me, buy the new Compact 2000 and see for yourself.

I enclose an order form and look forward to hearing from you.

Yours sincerely,

Austin Powers

( Senior Marketing Manager )
 

Adjectives

Adjectives modify nouns. They usually precede nouns they modify, but can also be used as noun complements.

She is a pretty girl.          That girl is pretty.

There are three degrees of comparison:

Positive              dark                 tall                 useful

Comparative     darker              taller              more useful   

Superlative        darkest             tallest             most useful
(Use ‘the’ before the superlative form)
One syllable adjectives form their comparative and superlative by adding –er and –est to the positive form.

Bright            brighter           brightest

New               newer              newest

Adjectives of three or more syllables form their comparative and superlative by putting more and most before the positive form.

Interesting        more interesting                 most interesting

Frightening       more frightening                most frightening

Adjectives of two syllables follow one or the other of the above rules. Those ending in ful and re usually take more and most before the positive.

doubtful            more doubtful                     most doubtful

careful              more  careful                       most  careful

obscure             more obscure                       most obscure

Those ending in er, y or ly usually add -er and –est (in the written form, final y changes to i for the comparative degree)

pretty                 prettier                             prettiest

holy                   holier                               holiest

clever                cleverer                            cleverest

We commonly find speakers using the double comparative:

Could you speak more louder? 

Her house is more bigger than mine. 

These are grammatically incorrect sentences. We need to use the comparative form by itself; adding ‘more’ to a comparative form is incorrect. We have the error of redundancy when we use a double comparative.

Adjectives Modify Nouns 

· Adjectives are placed directly before a noun: 

Examples: 

Robert is a brilliant actor. 
Joan is a beautiful girl. 

· Adjectives are also used in simple sentences with the verb 'to be'. In this case, the adjective describes the subject of the sentence: 

Examples: 

Jack is excited about his new job. 

Peter was very angry . 

· Adjectives are used with sense verbs or verbs or appearance (feel, taste, smell, sound, appear and seem) to modify the noun which comes before the verb: 

Examples: 

I felt awful. 

Paula seemed very upset. 

The flowers in the garden smelled sweet. 

Adjective Placement 

When using more than one adjective to describe a noun place the adjectives in the following order before the noun. 

NOTE: We usually use no more than three adjectives preceding a noun. 

1. Ordinal Number: the second chapter; the first time 
2. Cardinal number: the three men
3. Opinion: an interesting book, a boring lecture 

4. Dimension: a big apple, a thin wallet 

5. Age: a new car, a modern building, an ancient ruin 

6. Shape: a square box, an oval mask, a round ball 

7. Color: a pink hat, a blue book, a black coat 

8. Origin: some Italian shoes, a Canadian town, an American car 

9. Material: a wooden box, a woolen sweater, a plastic toy 

Here are some examples of nouns modified with three adjectives in the correct order based on the list above. Notice that the adjectives are not separated by commas. 

· The first two chapters (ordinal – cardinal)

· A wonderful old Italian clock. (opinion - age - origin) 

· A big square blue box. (dimension - shape - color) 

· A disgusting pink plastic ornament. (opinion - color - material) 

· Some slim new French trousers. (dimension - age - origin) 

Adjectives Exercise 2

1. These are (beautiful)_______________ paintings I have ever seen.

2. This box is heavy but that one is (heavy)____________ .

3. These students are (intelligent)_______________than the students in my last batch.

4. Asha is (pretty)_____________girl in her class.

5. Giraffes are (tall)______________ land animals.

6. The book I was reading was really good. I must admit though, that the one you recommended was_____________.

7. Making a cake is not as (easy) ___________ as I thought.

8. You have to drive (fast)_____________. We are getting late.

9. Mount Everest is (high)_____________ mountain in the world.

10. It was a(hot)_________ day yesterday; it is (hot)__________ today.

11. Prem is (bright)__________ of the two brothers.

12. Can you speak (loud)___________? I can’t hear you.

13. Vijay didn’t pass the exam. He has to try much (hard)____________ if he wants to pass this year.

14. It is getting (warm)___________ every day as summer approaches.

15. They knew they would not find a/an (honest)____________ man than Ram.

16. Which do you like (good) __________, fish or meat?

17. I feel a little (good) _________ today than yesterday.

18. There is nothing (exciting)___________ than taking trips.

19. She is (careful ___________ than John.

20. Which is (big) ___________, an elephant or a dog?

21. Nothing is (important) ___________ than health.

22. I speak English (well) __________ than my brother.

23. The (soon) ___________ you get there, the better seat you will get.

24. He has (many) ___________ friends than his sister does.

25. June is (hot) ____________ month of the year.

26. This book is (difficult) _____________ the one you are reading.

27. I think the cow is (useful) ___________ of all the animals.

28. I think geography is much (easy) ___________ than science.

29. He has twice as (many) _________ books as his sister.

30. This morning I got up (early) ____________ than usual.

31. She is (beautiful) _________________ than any other woman in the room.

32. His uncle is (rich) ___________________ man in the city.

33. I think English is not as (difficult) _______________as Chinese.

34. Gold is (valuable)_______________ than silver.

35. Nagoya is one of (large)_______________ cities in Japan.

36. This is (beautiful) ______________________scenery I have ever seen.

37. Is Mt. Fuji (high)_________________ mountain in Japan?

38. Summer is (hot) ___________________season of the year. 

39. This book is the (good)________________ of the two.

40. This is one of (useful)__________________ books that I have.

Adverbs Exercise 1

Choose the correct word from the choices given in brackets:

1. The answers sounded (correctly, correct) to him. When he checked he realized that he had answered all the questions (correct, correctly).

2. She (quickly, quick) glanced through the questions. Her response was very (quick, quickly).

3. The (exact, exactly) figures were not available. 

4. The carpenter needed (perfectly, perfect) (exact, exactly) measurements.

5. The road in the mountains was (dangerously, dangerous) (steeply/ steep).

6. The empty theatre was (awfully, awful) quiet.

7. Old songs sound (beautifully, beautiful).

8. The music in the restaurant played (softly, soft).

9. The lab assistant worked (careful, carefully) with the dangerous chemicals. He was a very (careful, carefully) worker.

10. The grapes tasted (well, good). The foreman said that his work was (good, well) done.

Adverbs

Adverbs modify verbs. They tell you How something is done. 

Example: How does she sing? - She sings beautifully. 

Form: Adverbs are often formed by adding ‘ly’ to an adjective. 

Example: clear - clearly, brave - bravely 

· Some adjectives don't change in the adverb form. The most important of these are: fast - fast, hard - hard 

He is a fast learner. (used as an adjective modifying the noun ‘learner’)

He learns fast. (used as an adverb modifying the verb ‘learns’) 
Good is probably the most important exception. The adverb form of 'good' is 'well'. Unfortunately, this is a common mistake! NOT: He plays tennis good. 

Main types:

Adverbs of time, answering the question ‘when?’:

I will met them tomorrow. I visit the library every day.
Adverbs of frequency, answering the question ‘how often?’:

I have met him once. I rarely visit museums.

Adverbs of place, answering the question ‘where?’:

Please move back. We need you here.

Adverbs of manner, answering the question ‘how’?:

The soldiers fought bravely. She writes neatly.

Adverbs of degree, answering the question ‘how much, in what degree’?:

I am quite happy. The weather is very good.

Function:

Adverbs Modify Verbs, Adjectives and Other Adverbs
Modifying a verb:

The bank robbery was carefully planned.

Modifying an adjective:

She is extremely talented. I felt absolutely certain. He works very hard.

Modifying an adverb: 

You are smoking rather heavily these days. I visit my grandparents fairly often. 

Positions:

Adverbials are mobile and can occur in three positions: front, mid and end.
Front position is before the subject:

Fortunately I had all the papers with me.

Mid position is immediately before the main verb, if no auxiliaries (helping verbs) are present:

She never watches late night movies. She always agrees with him.

If there is an auxiliary, the adverbial is placed after the auxiliary. If there are two or more auxiliaries, the adverbial is placed after the first one (called the operator).

She has never tasted Japanese food. People will sometimes try to cheat you.

This idea has never been tried.

Do not place adverbs like ‘always’, ‘really’, ‘just’, ‘even’ etc. at the beginning of the sentence. They must come before the main verb or after the first auxiliary.

End position is a) after the verb 

She studies at a British university.

b) after an object or complement if one is present.

She reached the airport after the plane had left.
Long adverbials normally occur in end position.

Place adverbials: end position.

The meeting will be in room 205.

If there are two place adverbials, the smaller location is placed before the larger one.

Many people eat [in Chinese restaurants] [ in Delhi].
The larger locational unit can be moved to front position.

[In Delhi] many people eat [in Chinese restaurants]

Time adverbials: 

1. End position

a) Those denoting a point of time or period of time
My father retired in September.

The strike will end at 9 o’clock tonight.

(The more precise unit comes first…[at 5 o’clock] [in the morning].)  

b) Those denoting duration 

I haven’t met her since last April.

The party lasted all night long.
c) Those denoting definite frequency
Bonuses are paid out annually.

We get thousands of applications every week.

2. Mid position

    Those denoting indefinite frequency: always, ever, never, frequently, generally,   

    normally, occasionally, rarely, regularly, sometimes, seldom, usually, often etc.

He is often late for class. 

Do you always eat in a restaurant? 

They don't usually travel on Fridays. 

He is never sad.
Degree adverbials: mid position

Heightening effect: definitely, really, very much, thoroughly, entirely
Lowering effect: nearly, hardly, barely, scarcely etc.

This doesn’t really matter to me.

I nearly missed my bus.

Exception: For emphasis, degree adverbs can occur before the operator.

I really don’t know how she can tolerate that man.

I just can’t understand why you are doing this.

If different classes of adverbials are used, the sequence is manner/ means/ instrument + place + time: He stored the meat [quickly] [in the refrigerator] [before it went bad].

· Note: DO NOT use adverbs of frequency expressing infrequency in the negative or question form. 

       Does she rarely eat fish? X
       They don't seldom go to the cinema. X 

       You don’t hardly visit us these days. X
Adverbs exercise 2

In the following sentences, cross out the incorrect words and write in the correct form in the blanks. If the sentence is correct as it is, write "correct" in the blank.

1. Harvey plays basketball as well as Brian._______________

2. The performance hadn't hardly begun before there was a power failure.____________

3. My parents would sure understand why I was unable to visit them for Christmas. ______________

4. Kate behaves more pleasant than Sara.________________

5. When you are a parent, you will think different about children.___________

6. The procedure is painless. You won’t hardly feel a thing._____________

7. Whether you win is not near as important as how you play._____________

8. Mike always speaks too slow.________________

9. Does Sharon play well enough to enter the contest?_________________

10. The city was safely enough to go out at night alone._________________

11. You will seldom see such a fine example of modern architecture. ________________

12. We deal on a strict cash basis.______________

13. Preparing the Italian dish was not as easy as she had thought it would be._________

14. I felt badly about not having done good in my interview._____________

15. You have not been regular with your piano lessons. ________________
Vocabulary

Vocabulary

(Exercises 1, 2 and 3 will be conducted by the trainer)

4. Different meanings/ uses of familiar vocabulary:
e.g. toll 

(Driving on a highway) There's a toll gate ahead. You need to pay 50 rupees.

The death toll due to road accidents would go down considerably if people  observed the traffic rules.

The bell in the old clock tower tolled four o'clock.

 (Exercises 5, 6, and 7 will be conducted by the trainer)

8. Words in context

a) Cause & effect: label the sentence C & E, then make a guess. 

Because we lingered too long at the restaurant, we missed the beginning of the movie.

The door was ajar, so the dog got out of the house.

The story was incredible; so very few people believed it.

The situation was aggravated because of the brutal behaviour of the police.

The disease was contagious; so the patient was kept alone in a room away from other people.

b) Opposite/contrast: underline the two words or phrases in contrast to one another, then make a guess.
a) Even though I studied for hours, I flunked the test.

b) My last apartment was really small, but my new one is quite spacious.

c) The government remained apathetic, despite the fact that there were public protests throughout the whole country against the new tax policy.

c) Synonyms or paraphrases (found elsewhere in the sentence)
a) Samuel was an introvert and found it difficult to make friends.
b) Swati was a pessimist; it was hard for her to believe that anything good could happen to her.

9. Using meaning to learn vocabulary:

Correct the mistakes by replacing inappropriate words with suitable ones.

1. Abhishek felt motivated when he didn’t get the promotion he deserved. 

2. He felt that the company valued him after his boss criticized his efforts.

3. An ability to communicate effectively is a drawback in any field.

4. Nandini was exhausted after a restful weekend.

5. His application for leave was accepted because he had already taken all the leave he was entitled to.

10. Parts of speech: moving from the familiar to the unfamiliar

Change the words into the required form and use the new word in a sentence of your own:

Noun to adjective: advantage, trauma, illusion, challenge, ancestor, apology, ceremony, circle, circumstance, compulsion, confidence, delight, discrimination, energy, face, fascination, force, gene, habit, hazard, history, honour, humour, hypocrisy, idiot,  illusion, instinct, legend, mystery, virtue

Verb to adjective: advise, agree, appreciate, balance, benefit, fear, continue, correct, harmony, divide, discipline, emphasis, enormity, explain, forget, fury, hide, imagine, interfere, repeat  

Verb to noun: amplify, assure, assume, authorize, betray, claim, coincide, compare, occur, guide, divert, disobey, devalue, endorse, expose, forgive, include, refine, refer, resist, 

Noun to verb: applause, dignity, implication, energy, equipment, excess, grief, idol, perception, retention, revelation, saturation, security, choice, stimulus   

Adjective to verb: captive, equal, global, ideal, influential, informative, injurious, significant, optimal, perishable, repressive, managerial, rhyming, ridiculous, torturous, 

Adjective to noun: civil, clear, similar, direct, determined, dense, eligible, extinct, extreme, familiar, ferocious, fluid, gracious, hostile, precise, impure, curious, indignant, stable, malicious, obscure, peculiar, requisite, scarce, visible 

11. Collocation: a co-occurrence of words, as correct with mistake.

Complete the phrases:

1. to confirm          

a) a proposal 

2. to recommend   

b) a goal

3. to reveal            

c) an idea

4. to rectify            

d) a demand 

5. to organize         

e) a desire

6. to express          

f) an error

7. to grasp             

g) a candidate 

8. to reject             

h) a secret

9. to draft              

i) an order

10. to achieve  

            j) a campaign 

11. to perform                               k) a crime

12. to commit                                l) an operation  
12. Odd one out:

Cross out the word that doesn't belong with the others in the group.

1. uncle / father / aunt / brother 

2. GMT / pm / PhD / BC 
3. meadow / river / yard / field 

4. sunflower/ carrot/ tulip/ marigold 
5. psychology/ paediatrics/ botany/ orthopaedics  

6. singer/ comedian/ acrobat/ editor 
7. telephone/ telescope/ telegram/ telepathy 
8. abnormal/ strange/ imaginary/ extraordinary 
9. potter/ philosopher/ carpenter/ sculptor 
10. categorize/ classify/ analyze/ organize 
11. mortgage/ account/ installation/ interest 

13. Word sets – distinguishing shades of meaning:

a) Which word in each pair is stronger, more forceful, or more intense?
1. surprise / shock

2. boil / simmer

3. smash / break

4. urgent / important

5. weary/ exhausted

6. pretty/ beautiful

7. brilliant/ intelligent

8. arrogance / pride

9. funny / hilarious

10. frightened/ terrified

b) Arrange the words on a scale.

1. throw – toss – hurl

2. obese - plump – fat 

3. warm- cold - hot - cool - lukewarm

4. dislike - loathe - hate - love – adore – like 

5. furious - annoyed – angry

6. fascination - interest – obsession

7. cheating – betrayal – treason

8. injury – trauma – shock

9. setback – misfortune – disaster

10. huge – mammoth – large

11. odd – weird - peculiar

12. disagreeable - pleasant – nasty - enjoyable – delightful

13. revolting – ugly – unattractive

14. well-known – notorious – famous – obscure 

c) Which word has a more positive connotation? 
or Which word would be more polite when talking about a person?

1. thin / skinny 

2. fat / overweight 

3. frugal / miserly

4. resolute/ stubborn

5. reserved/ unfriendly

6. dreamer/ visionary

7. pushy/ assertive

8. professional/ impersonal 

9. aggressive/ assertive

d) Use the right word.
All these words have similar meanings. However, there is a difference in connotation. Use the appropriate word to fill in the blanks. One word must be used only once.

a) thin b) skinny c) slender d) lean e) slim 

1. The chances of success are ________.

2. The model was tall,_________ and graceful.

3. Preeti was so ________ that the doctors recommended a weight gain programme for her.

4. It was so cold that there was a ________ layer of ice on the lake.

5. ______ meat is meat that has a low fat content.

e) Which word can be used in all these sentences? Use the appropriate form of the verb for tense and agreement with the subject.

1. Extend, increase, expand, inflate,

a) We are going to _________ the kitchen by ten feet this year.

b) We have to _________ our working hours because of the new deadline.

c) The tiger’s territory ___________ beyond the river to the foot of the hills.

d) The governor ___________ an invitation to the visiting delegates.

e) The company has decided to ___________ its range of products.

2. Fracture, shatter, smash, break

a) The bone in his arm was completely ________ in the accident.

b) The burglar threw a stone which ____________ the window pane.

c) Kareena was emotionally ___________ when her husband filed for a divorce.

d) The mirror was ____________ when it fell down.

3. Contract, catch, compress, decrease 

a) The astronaut ____________ a strange disease due to exposure to an unknown virus.

b) Metal ___________ when it is cooled.

c) The terms of the __________ were very clear.

d) You need to ___________ ‘can not’ to ‘can’t’ in informal English.

4. Far, distant, remote, unknown 

a) It is a/ an __________ possibility that the company will be taken over.

b) The film was shot at a/ an __________ location in Ladakh.

c) Technology has enabled the ___________ monitoring of space satellites. 

d) I didn’t even have a/ an __________ idea about the topic for the lecture.

5. Different, dissimilar, distinct 

a) The destruction of the ozone layer is a __________ possibility.

b) In spite of the similarities, these animals belong to two __________ species.

c) I have a ___________ memory of certain events in my childhood.

d) His education and upbringing make him __________.

14. Word Kinship:

a) Analogy

Choose the option that parallels the relationship between the given pair of words.

1. physician: patient                                  

a) nurse: hospital

b) guard: wagon

c) informer: agent

d) accountant: client

2. abyss: ditch

a) inferno: campfire

b) velocity: acceleration

c) umbrella: rain

d) square: rectangle

3. nod: agreement

a) smirk: deceit

b) clasp: greed

c) sneeze: allergy

d) shrug: indifference

4. decision: judge

a) evidence: jury

b) verdict: defendant

c) diagnosis: doctor

d) election: candidate

5. defector: cause

a) critic: book

b) deserter: army

c) advertiser: sale

d) intruder: meeting

6. garrulous: talk

a) extravagant: spend

b) ruthless: sympathise

c) antagonistic: retreat

d) copious: cheat

7. digress: speech

a) disguise: truth

b) meander: travel

c) narrate: climax

d) deter: progress

8. census: population

a) election: government

b) criterion: judgement

c) inventory: stock

d) drought: thirst

9. habit: customary

a) response: stimulated

b) impulse: corrective

c) reflex: involuntary

d) concern: commendable

10. antidote: poison

a) fertilizer: irrigation

b) fuel: combustion

c) radar: frequency

d) lubricant: friction

11. marathon: endurance

a) race: athlete

b) sprint: speed

c) hike: navigation

d) line: length

12. anarchy: order

a) ignorance: enlightenment

b) skepticism: science

c) hierarchy: status

d) autocracy: leader

13. desolate: inhabitants

a) spacious: expanse

b) shallow: hazards

c) barren: vegetation

d) residential: homes

14. vertex: pyramid

a) strand: hair

b) rectangle: box

c) rung: ladder

d) summit: mountain

15. aspirant: ambition

a) mentor: malice

b) renegade: faith

c) rebel: defiance

d) bungler: skill

b) Synonyms:

Choose the alternative which is the closest in meaning to the given word:

1. Fabricate

a) stretch

b) concoct

c) indulge

d) stitch

2. Arrears

a) locations

b) qualifications

c) unpaid dues

d) patterns

3. Hazardous

a) unintentional

b) unprotected

c) doubtful

d) risky

4. Procure

a) heal

b) obtain

c) induce

d) ban

5. Attribute 

a) praise

b) study

c) assign or ascribe to

d) give proof of

6. Aperture

a) highest point

b) opening

c) arch

d) tangent

7. Eccentric

a) changeable

b) insane

c) unconventional

d) particular

8. Contingency

a) expectation

b) adjacency

c) continuation

d) possible occurrence

9. Integral

a) essential

b) complicated

c) honest

d) courageous

10. Intangible

a) non-existent

b) having a religious meaning

c) without physical substance

d) irregular

11. Transitory

a) short-lived

b) thoughtful

c) superficial

d) mechanical

12. Speculation

a) keen eyesight

b) risky investment

c) eye examination

d) deceleration

13. Inequity

a) impartiality

b) quality of being less or more than

c) disability

d) unfairness

14. Improvise

a) prepare hastily

b) to make perfect

c) to plan

d) to give better advice

15. Gratuitous

a) with gratitude

b) done without reason

c) slow

d) deliberate

c) Antonyms:

Choose the option which most nearly means the opposite of the given word.

1. Conviction

a) simplicity

b) freedom

c) doubt

d) instability

2. Erratic

a) consistent

b) compact

c) correct

d) unclear

3. Restraint

a) accuracy

b) secrecy

c) efficiency

d) freedom

4. Warranted

a) uninsured

b) unjustified

c) innocent

d) unbelievable

5. Peripheral

a) essential

b) practical

c) unimportant

d) irrelevant

6. Rigor

a) sickness

b) laxity

c) immensity

d) informality

7. Consequential

a) significant

b) not in sequence

c) reversible

d) trivial

8. Polarization

a) immunization

b) eradication

c) consolidation

d) regeneration

9. Conjecture

a) verified statement

b) irreverent remark

c) amicable action

d) failed attempt

10. Inadvertent

a) fortunate

b) temporary

c) well-published

d) deliberate

11. Dexterous

a) solid

b) clumsy

c) central

d) diverse

12. Prevalent

a) before valuation

b) priceless

c) uncommon

d) inconvenient

13. Unobtrusive

e) agile

f) unhindered

g) indiscreet

h) external

14. Magnanimous

a) with minority support

b) very small

c) decreased

d) unforgiving

15. Diligent

a) vigilant

b) germ-free

c) negligent

d) stupid

15. Phrasal verbs:

a) Guess the meaning of the verbs and write it next to the sentence:

1. It’s a difficult exam but I think I’ll get through. 

2. This handwriting is so bad that I can’t make out what it says.

3. You should look up a word in a dictionary if you don’t know the meaning.

4. It’s probably true. No one would make up such a silly story.

5. I didn’t really understand the lesson, so could we go over it again? 

6. The effect of the anesthesia wore off slowly after the surgery was over.

7. He was late again for his class, but the teacher let him off with a warning.

8. He stands out in any crowd because he is so tall. 

9. I can’t decide now. I’ll talk it over with my colleagues and let you know later. 

10. The plan is ready but we need to work out the details.

b) Replace the underlined words in the sentences with suitable phrasal verbs chosen from the given list:

a) take after b) look into c) run out of d) call off e) turn up f) hold up g) go off h) get over i) get back at j) go in for k) try out l) do away with m) come up with

1. The trouble with her is that she never arrives on time for meetings. 

2. Jayant, I’d like you to examine this complaint we received this morning. 

3. The bomb exploded with a loud bang which could be heard all over the town.

4. You will regret insulting that man. He will do something really mean to take revenge on you.

5. You can’t have a sandwich, I’m afraid. We have used up our supply of bread.

6. Due to the heavy downpour, the proposed open air concert has to be cancelled.

7. Jake’s son is very good at maths. He is just like his father in this respect.

8. I am tired of paying rent every month. I think I will buy my own flat.

9. Let us drop the fancy decorations. Otherwise, the party will cost too much.

10. The budget will not allow us to get experts from outside. We must think of a low cost option for training our people.

Comprehension

I: Logical Cohesion in Written English

Logical cohesion in Written English

Connectors
Join the two sentences to make one sentence using the following: 

AND, SO, BECAUSE, BUT, OR

1. I didn't talk to him. He hadn’t answered my letter. 
2. Afzal did not take his work seriously. He did not get a promotion. 
3. I love animals. I don't like snakes.

4. There were some very rare animals in the zoo. I learnt a lot about them. 
5. Carol borrowed a book from the library. The book isn't very interesting.

6. Do you want some coffee? Would you like to have tea? 
7. I did not want to go to the party. I was very tired. 
8. My friends wanted to go to the party. They went without me.

9. You can come with us for the college trip to Goa. You can spend the holiday with your family in Amritsar. 
10. There are too many cars on the road. This adds to the air pollution. 
Fill in the blanks using the same connectors:

1.Vivek could not go for the meeting __________ he had some family commitments; ________ the manager nominated Tanya instead. Tanya was very happy to be nominated  __________ the meeting would give her a chance to network with senior colleagues.

2. Sheila took her daughter, Tanya out for an ice-cream __________ the dentist had taken out Tanya’s tooth. 
Her son Jason was angry _____________ he had missed the treat. 
"Do you love me _______ do you love Tanya more?" he asked her. 
"I love both you _______ Tanya," Sheila answered. 
"No" said Jason. "Either you love me more ______ you love Tanya more. 

You can't love both me ________ Tanya equally."

"Why not?" I answered.

"___________ you can’t have two favourites."

Sheila asked Jason if he wanted to go out with her for an ice-cream too ________ he refused saying that he would go with his father __________ he didn't want to talk to her ________ she didn't really love him. (but, and, because)

Match the sentence halves.

Top of Form

1. Women read a lot of romance novels,                                          

2. If I leave now, I’ll avoid the rush hour.

3. It was a wonderful job.

4. Working in a team can be fun and it's

5. I spend too much,

A   On the other hand I’ll miss all the fun.
B   according to my mother-in-law.

C   However, the salary wasn’t too good.

D   also less stressful.
E   whereas men prefer thrillers and science fiction.

Join the seven parts on the left with the correct parts from the nine on the right:

1. There is acid in that bottle. Therefore                                a. the road was flooded

2. The effect of the change in temperature                             b. he was unsuccessful.

3. The labour unions were responsible for                             c. fatal results

4. Because the drains were blocked                                       d. store it carefully

5. He was sent to jail because                                                 e. careful storage

6. Delayed treatment often results in                                      f. water logged roads

7. He finished his thesis in time                                             g. was to kill the laboratory       

                                                                                                   specimens

                                                                                                h. because he worked hard

                                                                                                i. the strike by the workers
	List of Connectors with functions

	1. Addition: moreover | furthermore | and | also | too| as well (as)| equally | not only…but also

	2. Antithesis: however | nevertheless | on the other hand | but | whereas | although| even though

	3. Comparison: compared with| in comparison with| similarly| in the same way| 

	4. Reason/ Cause:  as | since | because | due to | owing to | because of | out of

	5. Result/ Summary: as a result | consequently | so | therefore | then | in conclusion | in all | in brief | in short | in summary 

	6. Purpose: so that | in order that | in order to | to | for | for the sake of | for the purpose of

	7. Example: for example | for instance | namely| that is to say | what I mean is

	8. Order  of events:  first(ly)| second(ly) | finally | first | next | then | after that | lastly

	9. Time sequence: at first | after a while | soon | in the end | finally

	10. Re-expression: in other words | that is to say | alternatively | rather

	11. Deduction: this means that | in that case it follows that | then | otherwise 

	12. Sidetracking:  incidentally | by the way | to turn to | come to mention it


Use the grid on the last page to complete the texts below:

1. Delhi is a wonderful city, ________ Hyderabad is __________ a great place to visit.

2. The tourist population of Delhi is very large ________________ that of Hyderabad; ________________ Hyderabad is the IT hub of India.

3. There are many places of tourist interest in Hyderabad. __________, there is the Charminar. _____________ is it the symbol of Hyderabad, _____________ the centre of the old city, where merchants sell their wares in narrow lanes _________ women wearing burkhas bargain with them from behind their veils.

___________, there is the Golconda fort. It is a marvelous structure with a fascinating history. _____________, there is a ‘Sound and Light’ show that attracts tourists in large numbers.

_____________, there are the Qutb Shahi tombs. ___________ these tombs are an important heritage site, they have fallen into disrepair ____________ years of neglect.  

4. When you arrive in Hyderabad, ______________ it can be a little difficult to communicate with people, ____________ the majority of them speak and understand only Telugu. _____________, a large number of people understand some Hindi and English. _______________ their manner of speaking Hindi is somewhat different from that found in North India, it has a charm all its own. 

 5. ___________ if you are visiting Hyderabad for work, do not spend all your time indoors. _______________, go out and enjoy all that the city has to offer - the sights, the sounds __________ the wonderful food. You must __________ taste Hyderabadi ‘biryani’. _______________ you will go back without having a true experience of visiting one of the most wonderful cities in India.

II: Reading comprehension

Reading comprehension

Exercises for practice

Task 1

Read the following item:

A Korean airbus with 199 passengers crashed 4.8 kms away from Tripoli airport in Libya today, and burst into flames, killing at least 100 people.

The official Libyan News Agency, Jana, said that the plane fell on two houses, killing four persons in one of them. Jana reported that 80 to 100 people, including the Captain survived the crash near Tripoli. The crash occurred at 7 a.m. local time, 25 minutes before the expected time of landing.

Select an appropriate heading for the news item:

a) Hundred feared killed in plane crash  

b) Plane crashes before landing

c) Tragedy near Tripoli

d) Captain survives plane crash

e) Plane falls on houses

f) Airbus in flames

Task 2

You are reading through an article in which most of the words are unfamiliar. However you understand the following words/ phrases:

Second class        difficult       no room          

book                    train            passenger                             

crowd                   push            ticket         

Can you guess from these few words what the article is about?

The pleasures of traveling

The booking of tickets

The problems of second class passengers

Crowds in trains

Task 3

Scan the TV listings:

Discovery                                                                HBO

0900 Planet Earth                                                    0930 American Ninja

1030 Animal Camera                                              1130 Cellular

1230 Amazing Baby Videos                                   1515 The Perfect man

1300 Tiger Week                                                     2100 The Net

1600 Wild Discovery                                               2315 Dark Angel

Star world                                                               ESPN

1000 American Idol                                                0930 Motorsport Asia

1130 8 Simple Rules                                               1200 English Premier Football League

1330 Frasier                                                            1600 Champions of the World

1400 Oprah Winfrey Show                                     1630 Indian Premier Hockey League

1800 the Simpsons                                                   2100 Sportscenter

Cartoon Network                                                    The History Channel

0900 Tom & Jerry Show                                         0900 Biography: Bill Gates

1000 Pokemon                                                        1200 History’s mysteries

1100 Teenage Mutant Ninja Turtles                       1400 Unforgettables

1200 Dragon Tales                                                  1700 Boy’s toys

1430 Sabrina                                                           1800 St. Peter

When and on which channel can you watch these programmes:

1. History’s mysteries

2. Frasier

3. Dragon Tales

4. Champions of the world

5. American Ninja

Task 4

Given below is a table which presents information about the quality of products in various countries.

	Country
	Excellent
	Good
	Average
	Poor

	U.S.A.
	38%
	56%
	5%
	0%

	Japan
	42%
	43%
	6%
	2%

	Germany
	28%
	36%
	4%
	0%

	Canada
	12%
	37%
	3%
	0%

	Taiwan
	3%
	32%
	38%
	8%

	Mexico
	1%
	18%
	37%
	9%


Using the table, write if the following are True (T) or False (F):

1. The percentage of excellent quality products in Japan is 36. 

2. The percentage of average quality products is the highest in Canada. 

3. Japan produces the most excellent quality products in the world. 

4. In Taiwan, Mexico and Japan there are no products which are poor in quality.

5. The percentage of excellent quality products is the lowest in Mexico. 

Task 5

Read the following paragraph. At the end of each sentence, identify whether it is M (main idea) or S (supporting idea):

The moon’s gravity pulls the earth’s oceans towards it as it moves round the earth. (M/S) Then it lets them go again. (M/S) These movements of the oceans are the tides. (M/S) At the seaside you can see that sometimes the sea covers the beach completely. (M/S) These are called high tides. (M/S) At other times, the water goes back, leaving the shore uncovered. (M/S) These are called low tides. (M/S) Most seaside places have two high tides and two low tides every day. (M/S)

Task 6

Read the following passage and answer the questions that follow .

Ever since the days of the Greek astronomers, 2000 years ago, the stars have been divided into classes according to their magnitude or brightness. Until the invention of the telescope, only six magnitudes, or degrees of brightness, were recognized. Stars of the first magnitude are the brightest, and stars of the sixth magnitude, the faintest. Stars fainter than the sixth magnitude cannot be seen without a telescope. Today, stars can be photographed with modern telescopes down to the 21st magnitude. A star of any given magnitude is about two and a half times fainter than a star of the magnitude above it. There are 22 stars of the first magnitude., the brightest stars, and the brightest of all is Sirius, which has a magnitude of -1.6. This makes Sirius over 1000 times brighter than the faintest star that can be seen with the naked eye. The lower we go down in magnitude, the more stars there are in that class. Thus, there are 22 stars of the first magnitude and about 1,000,000,000 stars of the 20th magnitude.

1.What does the word ‘astronomer’ mean? Someone who

a) is Greek and is fascinated by the stars

b) makes predictions based on the positions of the planets and stars.

c) makes a scientific study of the planets and stars

d) classifies stars for study by scientists.   

2. A star of the 19th magnitude would be 

a) 250 % brighter than a star at a magnitude of 18

b) 2 ½ times brighter than a star at a magnitude of 18

c) 5 times fainter than a star at a magnitude of 17

d) 2.5 times fainter than a star at a magnitude of 17

3) Which of these is true

a) The higher the number of magnitude the brighter the star

b) The fainter the star the higher the number of magnitude

c) The lower the number of magnitude the fainter the star

d) The brighter the star the lower the number of magnitude

i) a & b ii) b & d iii) b & c iv) a & c v) a & d

4. True or False?

a) There is a 1000 times difference between the brightest and the faintest stars we can see. 

b) The largest number of stars fall between the highest and lowest magnitudes. 

c)  Early astronomers could differentiate between 16 different levels of brightness. 

d) Stars of magnitudes between 6 and 20 can be seen only faintly with the naked eye. 

Reading Comprehension

Reading comprehension is understanding a written text. Understanding a written text means extracting the required information as efficiently as possible. We understand something we read at three levels: first there is the purely literal response to the writing with very little depth of understanding, second there is a recognition of the writer’s meaning, third there is a connection made between personal experience and the text – this impacts our initial understanding; we reformulate our judgement and response. Simply put, we read the lines, read between the lines and then read beyond the lines.

Different kinds of reading:

We read in different ways depending on the purpose for which we are reading a text.

In the course of work, we need to employ skills that relate to each of these styles of reading.

Skimming: Skimming is looking quickly over a text to get a general superficial idea of the content. e.g. In order to decide which book to buy at a book exhibition, we go through the contents page, flip through the pages and read the blurbs at the back. We skim through the book before deciding to buy it.
Scanning: Scanning is looking quickly through a text searching for a specific piece of information. E.g. looking for a telephone number in the telephone directory or looking for the meaning of a word in a dictionary.
Extensive reading: Reading rapidly for a global understanding. E.g. reading a novel for pleasure.

Intensive reading: Reading a short document slowly and intensively for a thorough understanding. E.g. reading an offer of appointment or a customer’s email.
How to Improve Reading Comprehension 

Reading comprehension skills separate the passive unskilled reader from the active reader. If you are a good reader you will interact with the text in several ways. You will

· Use contextual cues to predict what the text contains.

· Ask questions about the main idea or message of the text

· Make quick readjustments in your understanding based on new information

· Re-read and try to gain clarity on points that confuse you

· Try to understand the text by making connections between the content of the text and your own knowledge and experience. 

[image: image47.png]


The Purpose of Reading
When you read, you try to connect the new ideas on the page to what you already know. If you know nothing about a subject, then trying to grasp the entire meaning of a text at the first reading will be unrealistic. You won't retain much. For example, try reading these sequences: 

GEAFCBD This is hard to read and remember.
GEA-FCBD This is easier because of chunking.
ABCDEFG This is the easiest to read and remember because of prior knowledge and structure. 

Similarly, if you know about economics and finance, then reading the commerce section in the newspaper is easy. You have a framework in your mind for reading, understanding, storing and retrieving that information.

Improving Comprehension: 
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Reading comprehension requires building mental frameworks for understanding and storing new concepts, motivation, concentration and good reading strategies. Here are some suggestions.

Read to make your mental framework more receptive
Broaden your background knowledge by reading newspapers, magazines and books. Become interested in world events. This will make you understand and respond more easily and quickly to a wide range of ideas. 
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Understand how the text is organized. 
Is the method of organization chronological, serial, logical, functional, spatial or hierarchical? 

Learn to recognize the structure of paragraphs. 
Paragraphs usually have a beginning, middle and end. Often, the first sentence contains the main idea and the rest of the paragraph is an elaboration of that idea. 

Watch out for semantic markers (words that indicate a reinforcement or change of meaning). 

Learn to look for transitional words, phrases or paragraphs that change the topic or introduce a new idea. Markers used for listing: firstly, my next point is, finally etc.; markers used to convey a cause and effect relationship: so, because, thus, therefore, since etc.; markers that indicate reversal/ antithesis: however, although, but, yet etc.
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Guess what comes next 
Experienced or smart readers are often a step ahead of the writer; they can anticipate what comes next. They can predict what the writer is going to say. Try this technique. If you're right, this reinforces your understanding and motivates you. If you're wrong, you make adjustments quicker. 
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Stimulate your interest
Read the material, ask questions and discuss ideas with peers. The more interested you are, the better your understanding. 
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Look for supporting cues.
Illustrations, charts, graphs and headings are a useful aid to comprehension, especially if your visual intelligence is stronger. 

Highlight, summarize and review.
Just reading a document once is not enough. To clarify your thoughts and develop a deeper understanding, you should highlight, summarize and review important ideas. 
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Increase your vocabulary. 
This is a lifetime project. The best way to improve your vocabulary is to read a lot and to use a dictionary regularly. Try guessing the meanings of words from the context. Once you know the meaning of a word, try to make it a part of your active vocabulary by using it in your writing or speech.
[image: image56.png]



Use a systematic reading technique like SQ3R
Develop a systematic reading strategy, like the SQ3R method and make adjustments to it, depending on priorities and purpose. SQ3R stands for the initial letters of the five steps in studying a text: Survey, Question, Read, Recall and Review. 

Survey: Survey refers to a quick scanning of the text to gauge the main ideas and the method of organization. Focus on the key (content) words like nouns, verbs, adjectives and adverbs. These contain the information you are looking for.
Question: Your survey of a text will make you raise some questions regarding the text, both general and specific.
Read: Reading closely will help you find answers to your questions. Read once to understand the main ideas. Read again. This time, concentrate on the relevant parts of the text and look for details that support your initial understanding.  

Recall: Try to remember what you have read and connect your understanding to what you already know. Interpret, draw conclusions, assimilate and question as you recall.

Review: The purpose of reviewing is to check the validity of all the earlier steps. Did you make a proper survey? Did you ask the right questions? Did your reading answer your questions? Were you able to recall the most relevant issues? Reviewing sharpens your critical faculties and makes you a skilled reader.
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Monitor your comprehension constantly
Good readers monitor their attention, concentration and effectiveness. They realize it immediately if they've missed a link, and go back to reread it. 

Read aloud
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Although it is faster to form words in your mind than to read them aloud, reading aloud at a slow rate helps the mind to keep pace with new ideas. This helps you to understand difficult sections by increasing your concentration.

Comprehension exercise 1

Read the passage carefully and answer the questions that follow:

A recent study on television watching habits of children in Mumbai revealed that kids who watched television excessively were aggressive and hyperactive, and the ones not watching television at all were depressive and showed signs of alienated behaviour. The survey that was presented at a recent meeting of the Indian academy of paediatrics included fifty children in the age of six to twelve years. Manasvini Prasad, mother of 11 year old Grusha, agrees with the survey. “Most of the channels watched by children only provide entertainment and have no educational value. A majority of the kids’ channels today target the early teens. They deal with issues like teenage crushes which might mislead children. But not watching TV makes a child feel left out as he/ she will not have a common subject to talk about with the ones who do,” she elaborates.

But Grusha questions this. “How can we be blamed for excessive TV viewing when we hardly get an hour a day to watch TV, in the middle of jam-packed study schedules?” Child behaviour experts in the city believe the survey is “very generalized”. Counsellor Arshia Ahmed Ayub feels, “ The ill-effects of excessive TV watching far outweigh the ill-effects of not watching it at all.” Some of the much talked about ill-effects of excessive TV watching are unhindered exposure to sex and violence that leads to aggressive behaviour in children. Children addicted to TV do not go out and play. A sedentary lifestyle also increases the chances of obesity in children, she explains. According to Arshia, it’s convenient for parents to let their child be occupied with TV, while they finish household chores. Without supervision, children are likely to watch channels they aren’t supposed to.

Padmavati Narayanam, mother of Nishchal Narayanam, world record holder for memory, agrees with Arshia. “Moderate TV viewing with parental guidance is necessary for a child. TV cannot be ruled out as it is a window to the world. But children should be encouraged to develop the habit of reading to enhance their vocabulary and language skills,” suggests Padmavati. A lot of parents don’t have a TV at home these days to “help kids concentrate on their studies and indulge in outdoor activities,” but “parents shouldn’t resort to such harsh measures, and set TV viewing hours for children,” says psychotherapist Sunil Unny Guptan.

1. Make a summary of the passage stating the main ideas using five sentences.

2. Look up the meaning of the underlined words and make sentences with them.
3. Make a list of three points each for and against television viewing for children.

4. Which of these statements is true/ false

a) Exposure to sex and violence encourages aggressive behaviour in children.

b) Children who are addicted to television love outdoor games.

c) Parents let children watch TV because this gives them time to do their own work.

d) Limited viewing hours and parental guidance are very important for children watching television.

5. How does excessive television viewing cause obesity in children?

Comprehension exercise 2
Read the passage carefully and answer the questions that follow:

Growing up in Skarra, a tiny village on the outskirts of Leh, Chewang Norphel believed water was a magical word. For in Ladakh, water is worshipped. Farmers pray to water gods at the start of the sowing season. They erect statues of deities at every spring site. But often, their prayers fall on deaf ears. Norphel’s family, like other families in the area, depended entirely on the melting snow from natural glaciers to irrigate their fields. The fate of the Ladakhi farmer’s crop rested entirely on nature’s whims.

When Norphel joined the state rural development department as a civil engineer, he heard desperate pleas for water from every Ladakhi village he visited. One would expect a government official to gloss over them but Norphel found his heart melting. In fact, he was so moved that as soon as he took early retirement in 1987, Norphel took it upon himself to set things right.

“I felt compelled to find a solution to the acute water scarcity,” says the retired engineer, now 70. He evolved an innovative project to meet the farmers’ needs. That year itself, he constructed the first ‘artificial glacier’ at Phoktse Pho. The revolution had started.

Norphel’s artificial glaciers trap and freeze water at the start of winter. Water from a stream or river is diverted along a large wall of rocks built at the foot of a mountain. This water is channeled through pipes to an area that is protected from the glare of the mountain sun. Water accumulates in a large pool. The pipes reduce the speed of its flow and, as the temperature drops, the water freezes to form sheets of ice. In summer, this ice melts at the start of the sowing season. The water is diverted to fields, freeing farmers from their dependence on natural glaciers.

“We use rocks and pipes available locally to build these glaciers,” says Norphel. Local labourers construct the low-cost structures, built for about Rs. 1.5 lakh a glacier. So far, 10 glaciers have been built in Ladakh under Norphel’s supervision.

The Desert Development Programme of the Central government funded the initial stage of the project. Norphel later approached the Centre’s water development programme for funds. “People scoffed when I first presented the idea,” remembers Norphel. “Officials were skeptical and villagers were not ready to accept the concept,” he says. But Norphel went on with rare determination. He held meetings with village elders to explain the benefits of artificial glaciers. Gradually, his enthusiasm caught on and villagers agreed to get involved in the construction work. When the artificial glaciers changed from concept to functional reality, farmers in the area began expressing their gratitude to the enterprising engineer. They now refer to him affectionately as Ladakh’s glacier man.

Given the funds, Norphel wants to build a glacier in all of Ladakh’s 112 villages. But official apathy and red tape proved to be major stumbling blocks. The watershed development programme allots Rs. 25 lakh per project per village on paper. But so far, only Rs. 6 lakh has been released in two installments over the last six years. “We are going ahead with construction, hoping that the money will be released. Payments are due and people lose faith if you don’t pay them for their work,” says Norphel.

Despite the setbacks, Norphel is determined to continue his work. As chief project officer of the Leh Nutrition Project, one of Ladakh’s oldest NGOs, he is also addressing other concerns of Ladakhi farmers. His organization is building greenhouses and lambing sheds in areas like Changthang where it is impossible to plant crops because of the severe cold. Water reservoirs with lock systems and water releasing valves are being built in villages to ease the farmers’ burden.

“As long as I have the energy, I will do my best to help Ladakh’s forgotten farmers,” says 

Norphel. A hostile terrain and harsh weather make survival a tough battle for Ladakhi farmers. Though they may be just an obscure dot on the global map, Ladakhis are determined to help Norphel in this ambitious undertaking.

1. Give the passage a suitable title.

2. Why was water worshipped by Ladhakis?

3. What was Norphel’s reaction to the villagers’ pleas?

4. Describe the construction of an artificial glacier using four sentences.

5. What would be cost of building 10 artificial glaciers?

a) 15 lakhs b) 10 lakhs  c)  1.5 lakhs d) 6 lakhs   

6. What were the obstacles that Norphel had to face?

a) non-availability of materials and labour

b) lack of funds

c) government rules and regulations

d) people’s initial lack of faith in his idea

Ans: 1. a, b, d  2. b, c, d 3. a, b, c  4. all of the above 

7. What does the word ‘skeptical’ mean?

a) Unwilling to cooperate

b) Corrupt

c) Having doubts

d) Unwilling to pay

8. Name three things that Norphel is building to help Ladhaki farmers.

9. Name three things that make the life of a Ladhaki farmer difficult.

10. Which of these statements is not true:

a) Government officials usually don’t care for the problems of people.

b) The Central government’s water development programme funded the initial stage of the project.

c) The artificial glaciers were constructed using local labour and materials.

d) Norphel had to convince villagers of the benefits of his programme.

Comprehension exercise 3

Read the passage carefully and answer the questions below:

If you are constantly depressed, anxious and worried and are forever trying to keep up with your neighbours despite being materially well-off, chances are that you have been bitten by the affluenza bug. Affluenza, says psychologist Oliver James in his new book, is a contagious disease of the middle class.

In the first extract published in The Telegraph, London, ‘Earn more, spend more, want more,’ James underlines an important truth of our lives – how we have become obsessed with measuring ourselves and others through the distorted lens of affluenza values such as earnings, appearances and celebrity.

But the values, he argues, are not something new. They date back as far as 10,000 BC, ever since the introduction of private property. They were present among the elite of Mesopotamia, Egypt and Rome, not to mention the courts of European monarchs in subsequent centuries.

What has changed fundamentally is that, since the 1970s, these values have become the norm. The great majority of people in English-speaking nations now define their lives through them and they are making people miserable because they impede the meeting of people’s fundamental needs. People’s needs are mainly four. They need to feel secure, emotionally and materially, feel part of a community, feel competent, autonomous and authentic and feel masters of their destinies to some degree. But the virus values confuse them by mixing up what they want with what they need: Having with Being.

His research revealed that two-thirds of Britons believed that they cannot afford to buy everything they really need. Also, nearly half of all people with annual incomes over £ 35,000 (the average national income is £23,244 a year) felt this was true of them, as did 40 percent of those earning more than £50,000. Despite having the latest model of a TV, DVD player, washing machine or mobile, they still think they don’t have enough to meet their needs.

James goes on to analyse how the affluenza virus affects the four fundamental needs. “Constantly comparing your lot with others leads to insecurity. You will have a nameless sense that there is always something you should be doing. The virus prevents you from meeting your need to connect with family, friends and the wider community by relegating them to low priority. Unless your family members assist your career, you keep them at a distance.

Your values promote selfishness, so you miss out on the satisfaction to be gained from supporting others and feeling supported. The consequent lack of intimacy leaves you bored, empty and lonely. You compensate with substance abuse and the ‘aholias’: sex, alcohol, chocolate, work, shopping. The same features of the virus that breed insecurity also impair your ability to feel competent. By treating yourself and others as commodities, you are deprived of the power of choosing freely and making your own decisions. You begin to experience yourself not as a person but as a powerless entity whose value is wholly determined by the market.”

You have contracted the virus if you answer ‘yes’ to any of the following statements:

I would like to be a very wealthy person.

I often compare what I own with others.

Shopping or thinking about it preoccupies me.

Possessions can be just as important as people.

I admire people who own expensive things.

The things I own are an indication of how well I’m doing.

I would like people to comment on how attractive I look.

I’m less concerned with what work I do than what I get from it.

If a friend isn’t of use to me, personally or professionally, I usually end the friendship.

I would like my name to appear frequently in the media. 

1. Give the passage a suitable title

2. Why does the writer use the term “affluenza”? Hint: Look up the meaning of the words ‘affluence’ and ‘influenza’.

3. Why does this disease affect the middle class?

4. What do you think is the source of this ‘disease’?

5. What are our four fundamental needs?

6. Why does affluenza make people miserable? 

7. The symptoms of affluenza are

a) a feeling of dissatisfaction with one’s current status

b) a desire for more material possessions

c) a commitment to family and friends

d) measuring worth by what a person has rather than who he or she is

1. a, b, c  2. b, c, d 3. a, b, d 4. a, c, d

8. A contagious disease is a disease which is

a) spread by direct or indirect contact with aperson who has the disease.

b) Likely to become an epidemic

c) Spread through the blood infected with the virus

d) Likely to seriously affect our health.

9. Affluenza has the following effects – true or false?

a) It gives you a feeling of security because you earn more money. 

b) Your priorities get confused. 

c) It makes you selfless.

d) You value relationships over possessions.

10. Write ten sentences about the symptoms and effects of affluenza. 

The Essentials of Good Writing

The Essentials of good writing

I First things first
Writing clearly and concisely

· Business writing needs to be concise and clear. 

· Concise and clear documents are easier to read than long and complex ones. 

· Readers find it hard to keep their attention focused for a long time. A document that is concise will hold the reader’s attention.

· A short, crisp document does not confuse the reader.

· Being clear and specific ensures a prompt response because it leaves no room for misunderstanding or inaction.

Meeting the reader's needs

1. Think of Your Reader First
Who will read your report, and why? Does your document actually deliver what it promises? 

2. Begin with Your Conclusions
Don't save your main points for the end, because most readers are too impatient to wait. 

3. Use Appropriate Section Headings
For any document longer than a page or two, break the content into sections like introduction, background, discussion, and conclusion. 

Put yourself in your reader's place. Even if all your report is factually correct, your hard work is wasted if your reader can't understand you, or isn't convinced. 

· Who is going to read your report, and why?  Don't produce words simply for the sake of pouring out everything you ever learned about the subject. A real human being will read your report, hoping that it will help him or her solve a particular problem. Organize your document for the convenience of that reader (keeping his/ her goals and expectations in mind). 

· How can you help your reader solve a problem? By giving them the information they need, quickly and efficiently.  Put the most important information in the very first sentence, if possible. Then, touch on all the major points and show how these main points are supposed to fit together.  Then, you can follow up with as many details as your reader needs.  

Write an informative, precise title. 

A general label (such as "Weekly Review") is a wasted opportunity to inform and grab the reader’s attention.  A useful title not only identifies the subject, but, if possible, also delivers the main point of the report.  

· How informative can you make the first sentence of the first section?   

· How informative can you make your title? 

The right content and the right tone

Think of the five ‘w’s: who, why, what, where, when. These help you to decide not just the content but also the appropriate tone of your writing.

· Who is your reader? A customer, your manager, your team leader, a team member? The tone must be in tune with the relationship you share with your correspondent.

· Why are you writing to him? The purpose of communication will also determine your tone. Are you trying to convince, inform or question? Your tone could be persuasive, empathetic, apologetic, supportive, reassuring etc. depending on your reason for writing.

· What information does the reader of your message need? Take care to address all the needs of the person you are writing to.

· When and where does the action take place? Is there a deadline to be met? Does the reader need an address or directions? Provide all the necessary details regarding logistics.

Some useful tips

· Use the right tone, professional yet conversational. This is the most effective tone for business correspondence. Otherwise, your message will sound too stiff and formal.

Don’t command, make suggestions. Avoid words like ‘you must’, ‘you have to’. Use ‘I suggest…’ ‘You need to…’ ‘Could you…’
Keep your tone positive. Avoid using words with a negative force like ‘can’t’ and ‘won’t’. Your tone should reassure the reader, not put him/ her off.

Compare: 

A. I cannot process your form because you haven not furnished the supporting documents. 

B. We can process your form as soon as you furnish the supporting documents.

The second sentence sounds positive and friendly as compared to the first one.

By using the right tone, you will sound friendly and your reader will not be offended. This will also help in reinforcing a positive image for your company.

· Use accepted contractions: doesn’t, can’t, wouldn’t, it’s, let’s, isn’t etc.

· It is perfectly acceptable to end a sentence with a preposition.

· It is also acceptable to start with a conjunction: and, or, but, yet, also etc.

· Use personal pronouns – I, you, me; these help to keep the tone of your message personal and friendly.

· Avoid clichés and hackneyed set phrases like “if and when”, “each and every”, “unless and until”, “at this point of time”, “in the event that”, “first and foremost”, “last but not the least” etc.

· Avoid jargon (technical terms) unless you are writing to a person who would be familiar with it.

· Use abbreviations that are universally recognized. Do not use abbreviations too often and do not use those you use for SMS.

· Do not use politically incorrect language. It is unacceptable today to use language that can offend or hurt any group of people. Language that is biased in terms of gender, race, religion, caste, region etc. must never be used.

For example:

Every employee must submit his certificates for verification. 

Each employee is requested to file his income tax return by March 31.

These sentences are not gender neutral. They are biased in favour of the male gender because of the pronoun ‘his’.

Try avoiding gender-specific pronouns. Use the plural form of pronouns or use articles (a, an, the) instead of pronouns.

All employees must submit their certificates for verification. 

Each employee is requested to file the income tax return by March 31.

Exercise
Rewrite these sentences making corrections and changes where necessary:

1. Mr. Johnson will not be able to travel to Delhi tomorrow if you do not send me the ticket by this evening.

2. You have not given me the report I had asked for. You must submit it by 6 o’clock today.

3. First and foremost, let me warn you that unless and until the new procedures have been understood by each and every stakeholder, we will find it increasingly difficult to proceed in the matter at this point in time.

4. Every member of the council has been asked to carry his proof of identity.

5. Thanx 4 ur msg. This is gr8 news. 

The Essentials of Good writing
II - Using short and simple sentences

Exercise1

Rewrite these sentences making them simple and concise:

1. He found his neighbour who lived next door to be attractive in appearance.

2. A number of illiterate people who don’t know how to read and write are the targets of the government’s programme for educating adults.

II - Using short and simple sentences

Objective: conveying messages clearly and concisely

· Short sentences are easier to read and understand.

· Long sentences bury ideas. Readers lose the thread of meaning when you use long, complex structures.

· Convey one main idea in one sentence.

· Communicate your primary message clearly, right at the beginning of the document.

Example:

I am writing this e-mail to confirm that the Gautam Construction Company, which was awarded the building contract by the Residents’ Welfare Association, will begin work on the construction of the swimming pool in the week beginning May 1st, and we hope to complete the job within sixty days, but you need to be aware of the fact that weather conditions will have an effect on our ability to start and finish the project by the given date, so if we experience a particularly early monsoon,  that is to say if the rains start at the end of May, we may not be able to meet the deadline set as June 30th at the General Body Meeting of the Residents’ Welfare Association.

This long, heavily punctuated sentence makes it difficult for the reader to understand the main message. You can edit the text by retaining the main points and deleting all unnecessary words. 

Revised version:

The Gautam Construction company will start the construction of the swimming pool on May 1st. We hope to complete the work by June 30th. However, an early monsoon will impact our ability to finish on time and we may not be able to meet the June 30th deadline.

Even better:

The Gautam Construction company will start the construction of the swimming pool on May 1st. Unless the weather delays us, we will complete the project by June 30th.

As you can see, the shorter message has all the information that the long one has. In addition, it is easier to read. So the message is conveyed clearly and concisely.

Eliminate redundancies and use simple words

Unnecessary and difficult words are like weeds that choke the life out of the plants in a garden. Eliminating them does not affect the information in the message, but certainly reduces the time and effort the reader must put into interpreting that information.

A long phrase like ‘arrived at the conclusion’ can easily be replaced with ‘concluded’ without changing the meaning of the sentence. 

Eliminating redundancies

                              Instead of                                              Use

	Absolutely essential
	Essential

	Actual/ past experience
	Experience

	Advance planning/ notice/ warning/ reservations
	Omit ‘advance’

	Adequate number of
	Enough

	Afford an opportunity
	Allow, let

	Ahead of schedule
	Early

	Almost all
	Most

	Along the lines of
	Like

	An estimated
	About, nearly

	Are in receipt of
	have

	Arrived at the conclusion
	Concluded

	At this point in time, at the present time, at this time
	Now

	8 a.m. in the morning
	At 8 a.m.

	At all times
	Always

	Attached herewith is
	Here’s

	At the time
	When

	Brief in duration
	Brief

	Bring to a resolution
	resolve

	Bring to an end
	End

	Clearly evident
	Evident

	At close proximity
	near

	Come to an agreement
	Agree

	Completely destroyed/ surrounded 
	Omit ‘completely’

	Contributing factor
	Factor

	Controversial issue
	issue

	Current status
	Status

	In the course of
	During/ while

	Draw your attention to
	Point out/show

	Do a study
	Study

	Each and every
	Each/  every

	Exactly identical
	identical

	Extend an invitation to
	Invite

	Final outcome
	Outcome/ result

	Free gift
	gift

	For the month of June  
	For June

	For the purpose of/ sum of
	For

	Give a promotion
	Promote

	Give a response
	Respond

	Give consideration to
	consider

	Give an indication of
	Show

	Has an effect on
	effects

	Has an ability to/ has the capability
	Is able to/ can

	Have a tendency to 
	Tend to

	In the event that
	If

	In an effort to/ in order to
	to

	In the course of
	During

	In the near future
	Soon

	In view of the fact
	Because

	It is probable that
	Probably

	Limited number
	Few

	Made a statement
	Said

	Made an application
	Applied

	Make reference to
	Refer to

	New breakthrough
	Breakthrough

	New development
	Development

	Not in a position to
	Cannot/ unable to

	Of major importance
	Important

	On a regular basis
	Regularly

	On behalf of
	For

	On most occasions
	Usually

	Over-exaggerate
	Exaggerate

	PIN number
	PIN

	Prior to
	Before

	Provided that
	If

	Realize a saving of
	Save

	Repeat again
	Repeat

	Return back
	Return

	Reply/ respond/ revert back
	Reply/ respond/ revert

	Small in size
	Small

	Square in shape
	Square

	Sum total
	total

	Sufficient number of
	Enough

	Take action
	Act

	Temporary loan
	loan

	Until such time as
	Until

	Unite together
	Unite

	Usual custom/ habit
	Custom/ habit

	Visible to the eye
	visible

	With a view to
	To


Read these sentences.
1. My sister, who is employed as a nutritionist at the University of Jadavpur, recommends the daily intake of megadoses of Vitamin C.

2. At this point in time, we can’t ascertain the reason as to why we are getting delayed in the process of acquiring the equipment that is required.

Now read the concise version. See how these sentences are crisper and easier to read than the ones above.
My sister, a nutritionist at Jadavpur  University, recommends daily megadoses of Vitamin C.

We aren’t sure why there is a delay in acquiring the required equipment.

Exercise 2
Rewrite these sentences making them simple and concise:

1. During the time that I lived in Delhi, it was my intention to complete my graduation from the University of Delhi.

2. At what point of time will an increase in the bank lending rates have a really serious effect on the purchasing capacity of people by and large?

3. As was usual with her, Rachel provided an explanation to her parents for the fact that she was late by reiterating what she had already said before, that her friends from her schooldays had refused to let her return back on time.

4. There is a desire and a wish on the part of the teaching community as a whole to procure a lengthy summer recess for the purpose of getting away from the demands of our schedules.

5. He was really late for his doctor’s appointment owing to the fact that he had to finish his homework assignment.

6. The existence of computers and computer technology has had a tremendous influence on commercial enterprise and information exchange.

7. In the event that the building loses power and the lights go off during working hours, all employees of the company are instructed to remain seated at their desks and await the instructions of the department manager who has been assigned the task of supervising the activity on the floor.

8. There is to be no more parking of employee cars in parking slots designated for visitors to the company nor is there to be any further tolerance of healthy company workers parking their vehicles in spaces that have been designated for disabled persons.

III - Using active sentences

Exercise 1

Mark A (active) or P (passive) against the following sentences:

1. This lesson is being taught by the trainer.

2. A great deal of noise was being made by the people waiting outside the office.

3. The committee considered the case worthy of investigation.

4. Rita’s leave for application was rejected by her supervisor.

5. My friend wrote a long letter to me from London.

How to Recognize Active and Passive Sentences: 

1. Identify the subject of the sentence. 

2. Identify the action that the sentence identifies. 

3. Examine the relationship between the subject and verb. 

· Does the subject perform the action of the verb? (If so, the sentence is active.)
Example: Sachin hit the ball.

‘Sachin’ is the subject, the action is ‘hit’, Sachin performs the action. So this is an active sentence.
· Does the subject sit there while something else -- named or unnamed -- performs an action on it? (If so, the sentence is passive.) 

Example: The ball was hit by Sachin.

‘Ball’ is the subject, sachin performs the action of hitting the ball. So this is a passive sentence.

· Can't tell? If the main verb is a linking verb ("is," "was," "are," "seems," etc.), then the verb functions like an equals sign; there is no action (either active or passive) involved -- it merely describes a state of being. 

Example: Sachin was tired. 

The linking verb is ‘was’.The sentence describes a state of being ‘tiredness’.

Use active sentences when you are writing business documents.

· The active sentence conveys a sense of purpose and directness by focusing on the actor, the action and the object of the action, i.e. who does what to whom.

· Your writing becomes more energetic. 

· The active voice helps you to keep your sentences short and simple. 

· This makes your writing easier to understand.

· Passive sentences are wordy and unclear. They also sound unnatural.

Take the following passive sentence:

It is possible for a market survey to be conducted and completed by the field agents in two months.

The following active sentence cuts out all unnecessary words and focuses on the actor, the action and the object:

The field agents can complete a market survey in two months.

You must remember however that when used deliberately, the passive voice serves an important purpose.

· When you wish to downplay the action: 
Mistakes will be made, and lives will be lost. 

· When you wish to downplay the actor (as in scientific experiments), or when the action is more important than the actor:
Three grams of chemical 'A' were added to a beaker of 10% saline solution.

The fire was controlled and the residents of the apartment were rescued.

· When the actor is unknown: 

The victim was approached from behind and hit over the head with a heavy object. 
Exercise 2
Revise the following sentences using the active voice and replacing lengthy structures with short ones to make short, crisp sentences:

Smoke was seen pouring out of the top floor widows by local residents.

This was reported to the fire department by Mr. Krishan.

In addition, it was claimed by him that the fire was caused by a faulty electrical connection and that a complaint had been filed by him earlier in the week before the present one. 

All the electrical alliances were turned off by the people living in the neibouring areas, out of fear that there was a chance that they might perhaps also be putting their residences in harm’s way.

The residential block that was being consumed by fire was cordoned off by the personnel from the fire department.

The Basics of E-mail Writing

The Basics of E-mail Writing

Exercise I  Writing emails

Scenario: Ms. Anjelina Taylor has written to your catalogue shopping company, V4U  asking for a copy of your latest catalogue. Write an email to her, telling her about the latest discounts and giving her the choice of online shopping at www.V4U.com.

Reading and understanding e-mails

The first step in handling an e-mail is to read it carefully.

· Read the entire mail.

· Is there more than one issue being raised?

· Do you clearly understand what the customer’s problem is?

· If you don’t, respond to them asking for clarification/ more information.

· If you understand the question, but aren’t completely sure of the answer, escalate to the right person, perhaps your team leader.

· If you are sure about the answer, then compose your reply.

Replying to the e-mail

Avoid sending a standard ‘canned’ response that does not address the customer’s query precisely or thoroughly. The customer is not looking for a casual or incomplete answer; he/ she wants a solution to the problem.

· Include the customer’s mail so that the thread of communication is maintained.

· Compose the reply strictly according the format provided by the client.

· Customize and personalize your reply.

The client usually specifies the e-mail format. However, there are some generally accepted norms:

Composing E-mails

An e-mail message has two basic parts, the “header” and the body of the message. The body of the message contains the actual text of the message. The header contains items such as “date”, “cc”, “bcc”, “From” and “Subject”.

E-mail address

To       The primary recipient of the message; the person the message is directly meant for
Cc       Carbon Copy. Enter the address of anyone you’d like to receive a copy of               

            the message.

Bcc     Blind Carbon Copy. If you want to send a copy of the message to someone 

           without the original recipient’s knowledge.

The e-mail addresses must be complete and accurate or else the mail will not reach the people you have sent it to. It will bounce back.

Subject
A good subject description makes the person to whom you are sending the message aware of the content of your message. Make the subject line short and relevant, not long-winded and vague.

E-mail format
There are six basic parts required in every e-mail (unless otherwise specified by the client)

Opening salutation: Greeting the customer. 

Each company has its own manner of greeting. The most formal is “Dear Mr. Kent”. It could be “Hello Clark” or some other form.

Initial Greeting: Thanking the customer and acknowledge his/ her mail. 

· You must thank the customer at the beginning of your reply so that the customer knows that his/her business is appreciated.

· If the customer is frustrated or angry, empathize with the customer’s state of mind. Thank them for their patience and assure them of your commitment to help them in any way you can. 

· Treat the customer as you yourself would like to be treated.

Answer: Replying to the customer’s query/ queries. 

· Your reply should be clear, precise and relevant. 

· All the questions should be addressed, preferably in the order in which they were asked.

Additional information: Offering additional services/ further assistance to facilitate future business.

Closing salutation: Thanking the customer for his/ her correspondence. 

To end your reply, it is good to repeat your gratitude for being given the opportunity to be of service to the customer.

Signature: How you are known to the customer. 

It is good to include the department you belong to, repeat the name of the company, and the web address for future reference.

                                    

                                    Dear Mr. Smith,

                                    Thank you for contacting A1 Travel Services. We appreciate the    

                                    opportunity to serve you.

                                      Bharat Airlines have the lowest fares for traveling this weekend                

                                      to Delhi. We are  booking a return ticket for you and the expenses  

                                      will be charged to the credit card account you have given us. I am  

                                      enclosing your travel itinerary.  

                                     We are pleased to inform you that in the future, you can also book  

                                     tickets using our online service. The address is A1 Travel. Com.          

                                     Please do call us or write to us if we can be of any further 

                                     assistance.


                                      Thank you for choosing our services.

                                      Jack Daniels

                                     Customer Service Officer

                                     A1 Travel Services

Writing Effective E-Mail

Here are 10 tips to help you write effective professional e-mails. It is important to know formal e-mail etiquette if you have to write professional e-mails. 

1. Make your subject line relevant.
2. Keep the message focused and readable. 

3. Avoid attachments.  

4. Identify yourself clearly.  

5. Never flame. 

6. Check and double check.  

7. Don't assume privacy. 

8. Use the appropriate format.  

9. Respond Promptly. 

10. Show Respect and Restraint. 

1. Make your subject line relevant.

Recipients scan the subject line in order to decide whether to open, forward, file, or trash a message. Remember -- your message is not the only one in your recipient's mailbox.

Most people get dozens of virus-bearing junk mails each day, often bearing a vague title such as "That file you requested," or no title at all. You'll get a faster response if your subject line is meaningful and the recipient knows what the message is about.

Subject: "Urgent! Read Immediately!!" X  

Write an informative headline that actually communicates the core of what you feel is so important: "Blood required of B+ blood group for emergency surgery”

Subject: "Meeting" X
This e-mail might be a routine meeting request, a communication about a last-minute rescheduling, or a summary of an earlier meeting. The subject line is no help. The recipient cannot know without opening the message.

Subject: "Follow-up about Meeting"?
Marginally better, if the recipient knows your name and the reason for a follow-up.


Subject: "Venue for team excursion next week"

This informative subject line makes the recipient start thinking immediately about the venue for the team excursion, not about whether it will be worth it to open the e-mail.


2. Keep the message focused and readable. 

Often recipients only read halfway through a long message, hit "reply" as soon as they have something to contribute, and forget to keep reading. 

If your e-mail contains multiple messages, you could number your points to ensure they are all read. OR you can split up the points into separate messages so your recipient can delete, respond to, file, or forward each item individually.

Structure your mail using the inverted pyramid, or a pyramid which is upside down. The most important information is conveyed first, then you move to the next important and so on. The least important information should come last. So information is presented in a descending order of importance.

For instance, when writing an application for a job, it makes more sense to begin with a point that immediately draws attention to your suitability for the job.

“I am a software analyst with 5 years of experience in the field with multi-natioanl companies.”

Compare: I read your advertisement in the paper...I have done my schooling from XYZ…(a chronological list of educational qualifications follows and the main point comes at the end) You sound defocused and the reader gets impatient…By the time he/she reaches the main point, the impact is lost. 






Deliver your primary message at the beginning of your e-mail, ideally in the first paragraph.

Keep your message readable. 

· Use standard capitalization and spelling.  Do not use abbreviations of the kind you use when you send text messages through SMS to your friend’s cell-phone. 

      u don’t want ur boss 2 think u cant typ LOL ;-) 

· Avoid fancy typefaces. Don't depend upon bold font, italics or large size to add nuances or emphasis. ‘The annual town-hall is being held in the cafeteria at 6.30 P.M. on Monday’. The message is important enough for people to note the details. The fancy typefaces are totally unnecessary.
· Don't type in all-caps. All-caps in e-mails means shouting. Regardless of your intention, people will react as if you meant to be aggressive. 

3. Avoid attachments. 

Put your information in the body of your e-mail whenever possible. Instead of sending a whole file (unless required), just copy and paste the relevant text into the e-mail. 

Attachments 

· are dangerous because they might carry viruses 

· take time to download 

· take up a lot of space on your recipient's computer, and  

· don't always translate correctly  

4. Identify yourself clearly. 

When contacting someone for the first time, always include your name and any other important identification information in the first few sentences. 

5. Never flame.

To "flame" someone is to write an abusive personal attack. If you find yourself writing in anger, take a break. Take some time to cool off before you hit "send." Don't "flame" without weighing the consequences.

6. Check and double check. 

Always take the time to make your message look professional. Before you hit “Send”, proofread the message; run a spell check. But remember the spell-checker is not going to check a word that is wrongly used if the spelling is correct. If you accidentally type ‘tile’ in place of ‘time’, the spell check will give you no indication of an error. So you do need to read through the text carefully. Also show a draft to an associate to see if it sounds right and makes sense. 

7. Don't assume privacy.

Don't send anything over e-mail that you wouldn't want posted, with your name attached, on the bulletin boards. 

E-mail is not secure. E-mails can be intercepted very easily. In some companies, the e-mail administrator has the ability to read any and all e-mail messages. So do not write anything inappropriate.

8. Use the appropriate format 

When you are writing to a friend or a close colleague, it is OK to use "smilies", abbreviations and nonstandard punctuation and spelling (like that found in instant messaging or chat rooms). By using these in more formal communication, you would give the impression of being unprofessional and flippant. So don't use informal language when your reader expects a more formal approach. Always know the situation, and write accordingly.

9. Respond Promptly. 

Take care to respond promptly to mails, even if it is to apologize for not being able to respond in full. If not, you will appear to be unprofessional and discourteous. 

10. Show Respect and Restraint

Remember you could start a flame war by hitting "reply all" instead of "reply." Be careful which button you hit!

Ask permission before forwarding personal messages, and ask for clarification on what you take to be rude or insulting language before you start an e-mail war.

Exercises 

I Writing e-mails

Scenario: You provide customer service for a bank. Write an email to a customer informing him/ her about your new Mobile-banking or M-banking facility. Give them a code number for sending SMS requests. The transactions they can conduct on their mobile phones will include ‘check account balance’, check last 3 transactions, request for cheque book, request account statement, request stop payment on a cheque and bill payment.

Scenario: You provide customer service for a network service called Airnet. Mr. Rahul Tandon has not paid his last bill and his postpaid connection is due for renewal. Write him an email which addresses these issues.

II Responding to customer query

Scenario: Your company offers CD, VCD and DVD copying services. Respond to the letter below written by a prospective customer:

Hello, 

I read on your web site that you offer CD copying for large quantities of CDs. Do you copy only music CDs or does this service also extend to VCDs and DVDs? I'd also like to inquire about the procedures involved in these services. Are the files transferred online, or must the CDs be sent to you by courier? How long does it usually take to produce approximately 500 copies? Are there any discounts on such a large quantity? 

Thank you for taking the time to answer my questions. I look forward to your response. 

Karan Tyagi 
Sales Manager, 

Youth Records


III Discussing appropriateness of mails. 

Discuss these mails. Which is the most appropriate and why?

Dudes,

My boss has asked me to tell you that the team meeting which we were going to have at 11 on Wednesday has been shifted to 6 on Friday. There goes our plan for the movie. Don’t shoot me. I’m only the messenger. 

Have fun,

Abhishek

Hi team,

This is to inform you that the team meeting scheduled for 11 AM on 12 February in the conference room has been rescheduled. The team will now meet at 6 PM on 14 February in Training Room no. 4, 1st floor, 22A.

Thanks and regards,

Abhishek

Dear colleagues,

With reference to Wednesday’s meeting. The timings has changed from 11 o’clock tomorrow to 6 o’clock on Friday. I’m not too sure about the venue. Will confirm later. See you all then. Really sorry about new time.

Regards,

Abhishek

Team,

Pankaj has rescheduled the team meeting. Here are the details: 1800 hrs Friday, Training Room No. 4, First Floor, 22A. Bring your reports. And no whining about deadlines or leave. 

Abhishek

IV Checking overall understanding

Scenario: Mr. Bill Flanders owns a publicity studio. Mr. Jack Simpson, a customer is unhappy with the publicity leaflets produced for him by Mr. Flanders. He has written to Mr. Flanders expressing his dissatisfaction. This is Mr. Flanders’ response.

Fill in the blanks in the given message by choosing the best option from those listed for each blank:

Dear Mr. Simpson: 

_________(1)_________ the incorrectly produced publicity leaflets. As someone who values your business, ________(2)__________. 

_________(3)___________, and deduct 15 percent from the overall bill to compensate for ________(4)_______. 

My top photographer will call you to arrange an appointment at your earliest possible convenience. _______(5)__________. 

Yours sincerely, 

Bill Flanders

1. a) I was very disappointed to read your letter regarding

      b) I was really sorry to read your letter regarding

      c) Thank you for your letter. I am really sorry about

      d) Thank you for your letter regarding

2. a) I am planning to resolve this issue.

    b) I would like to offer a solution for your consideration.

    c) I think I have a solution.

    d) I have already begun to find a solution to resolve this problem.

3. a)  Let’s take free colour photos

    b) The cameraman can take colour snaps for free

    c) We can reshoot pictures in colour

    d) We will retake the photos in colour free of charge.

4. a) any inconvenience this delay might have caused

    b) the trouble the photographer caused.

    c) some delay caused by our incompetence.

    d) the grave losses we have incurred.

5. a) Always ready to help. 

    b) Thank you for your patience.  

    c) ‘The customer comes first’- that’s our motto

    d)  Have a nice day

IVa

The customer, Mr. Bruce Williams, needs travel reservations with DelAir. He has written to Robin Greene, who is a Customer Service Executive for Del Air. Mr. Williams wishes to travel with his wife from Los Angeles to Amarillo and back. He does not wish to travel at night. DelAir requires its representatives to provide the following information to the customer before booking a ticket: flights available, fares and administrative charges, and payment options (credit card/ cheque) . They must get the travellers’ first and last names, phone numbers with area codes and the dates of travel. They must offer other options and also offer information about additional services .

Robin responds on email.

Fill in the blanks in the given message by choosing the best option from those listed for each blank:

_____(1)________,

______(2)________.  _________(3)___________. _________(4)___________ . ________(5)__________. _________(6)___________. 

_______(7)____________ . __________(8)____________

__________(9)_____________.

Thank you once again for giving us the opportunity to serve you.

______(10)_______,

Robin Greene

Customer Service Executive

DelAir

1. a) Hello Bruce b) Dear Mr. Williams c) Dear Mr. Bruce d) Hello Mr. Williams 

2. a) Thanks for your letter. Good to hear from you. b) Thanx v much 4 ur msg. I’m glad 2 b able 2 help you bk ur tkts. c) Thank you for writing to us. We appreciate the opportunity to serve you. d) How are you? It’s a pleasure to hear from you.

3. a) There’s one plane from LA at 7 and one from Amarillo at 11.15. It’s a ten hour flight both ways.

      b) The flight from Los Angeles is at 7 in the morning reaching Amarillo at 5 in  

      the evening. From Amarillo it is 11.15 reaching LA 7.04.

      c) Dep LA 0700 hrs, dep AMR 0915 hrs, arr. AMR 1700 hrs, arr LA 1904 hrs.

      d) We have a flight departing Los Angeles at 7 A.M. and arriving Amarillo at 5  

      P.M. And for the return we have a flight departing Amarillo at 9.15 A.M. and     

      arriving Los Angeles at 7.04 P.M.

4. a) The lowest available fare for this flight is $ 402 round trip, including all taxes and fees.

      b) The fare we are offering you is 360 dollars both ways, taxes and fees to be   

      paid separately.

      c) The return amount is $ 402, including taxes.

      d) It will cost you 402 dollars flat for going there and coming back. 

5.   a) You will have to pay 50 dollars extra if you want to change your tickets.

      b) Once confirmed, any changes in the ticket would entail a $ 50 administrative   

      charge.  

      c) We charge extra $ 50 for date change.

      d) After confirmation, a 50 dollars fine is payable for changes.

6. a) We accept cash or cheque. No credit cards please.

    b) Please pay by credit card and cheque only.

    c) The payment can be made by credit card or cheque.

    d) Credit crads or cheque payment is welcome.

      7. a) In order to book the tickets, I would require the full names of both passengers  

          and your contact number with area code. I would also need your travel dates.

          b) We cannot make reservation without full names, contact numbers and travel 

          dates.

c) For booking, we want your name, your wife’s name, your phone number with  

code and and journey date.

d) To confirm the tickets, it is required for passenger’s full names, cell numbers and dates of travel.

       8. a) You must let us know by this evening or these tickets will not be available at   

          these fares.

          b) If you do not find these flights suitable, we would be happy to look for other 

          options. 

          c) Please confirm soon so that we can take this forward.

          d) An early confirmation from your side would be highly appreciated.

      9. a) Can we also help with your hotel booking and taxi hire?

          b) Please let us know if you require assistance with hotel reservations and car 

            rentals.

          c) We are offering further services of hotel room reservation and taxi booking.

          d) Please allow us help you in any other way possible.

     10. a) At your service  b) Gratefully yours   c)  Yours hopefully d) Yours truly 







Hi! I am Neetu
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Ajay and Renu (decide)___________ to redecorate their bedroom themselves. They (choose) __________ cream paint for the doors and pale blue for the walls. When Sanjay (look)___________ in to see how they (do), Renu (mix)___________ the paint, and Ajay (clean)____________ the walls. They (be) _________ glad to see Sanjay and (ask) __________ him if he (do) ______________ anything special that day. He hastily (reply) ___________ that he (go) _____________ to watch a movie and (go) _____________ away at once, because he (know) ___________ they (look) ______________ for someone to help them. 








They (begin) _________painting, but (find) __________ the walls (be) _________ too wet. While they (wait) _______________ for the walls to dry, Renu (remember) ____________ she (have) ___________ a phone call to make. Ajay (start) ___________ while she (call) ___________ her friend on the phone, and (do) ___________ a whole wall before she (come) __________ back. He (grumble) _____________ that she always (talk) ____________ to her friends on the phone. Renu (retort) __________ that Ajay always (complain) _________________ .








They (work) _______________ in silence for some time. Just as they (start) __________ the third wall, the doorbell (ring) ____________. It (be) __________ a friend of Ajay’s, who (want) ____________ to know if Ajay (play) _______________ tennis the following weekend. He (stay) talking to Ajay in the hall while Renu (go) __________ on painting. At last he (leave) ___________ . Ajay (return) ____________, expecting Renu to say something about friends who (come) ___________ and (waste) ____________ valuable time talking about tennis. But Renu (not say) ________________ anything.
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