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Course - Improve students’ ability to wuse correct grammar in
Objectives professional contexts, ensuring clarity and precision in written
and spoken communication.

- Develop advanced writing skills by focusing on the correct
usage of complex grammatical structures, punctuation;, and
sentence construction.

- Equip students with techniques for effective editing and
proofreading to enhance the quality of professional documents.

- Teach the application of grammar rules. in professional
correspondence, such as emails, reports, and proposals, to
maintain a professional tone and style.

- Increase confidence in using English- grammar accurately in
various  professional  settings, including  meetings,
presentations, and negotiations.

- Provide a comprehensive overview of essential grammatical
skills tailored for profesSional environments, focusing on its
practical applicationcand common issues faced in professional
communication.

Course At the end of this course, students will be able to:
Outcomes = Enhance . Grammatical Accuracy

= Refine)Writing Skills

= Improve Editing and Proofreading

= ‘Master Professional Correspondence

= “Build Confidence in Communication:

HOUR
UNIT CONTENTS o
Unit | Revising Basic Grammar: 8
1.1: Parts of Speech

Overview of nouns, pronouns, verbs, adjectives, adverbs,
prepositions, conjunctions, and interjections
Roles and functions of each part of speech in sentences

1.2: Sentence Structure




- Word order and Sentence Pattern

- Subject, predicate, and object

- Types of sentences: declarative, interrogative, imperative, and
exclamatory

1.3: Tenses and Verb Forms
Present, past, and future tenses

- Identifying the Grammatical labels and Functional labels of
words

- Verb in Function—Gerund , Infinitives, Participles—their uses

1.4: Articles and Determiners

- Usage of 'a, 'an’, and 'the'

- Other determiners: some, any, few, many, much, etc.

Unit 1l Grammatical Structures and Functions
2.1: Clauses and Phrases
¢ Independent and dependent clauses
e Types of phrases: noun, verb, adjectival, adverbial, and
prepositional phrases
2.2: Complex and Compound Sentences
e Formation and usage of complex and compound sentences
e Coordinating and subordinating conjunctions
2.3: Passive Voice
e Constructing sentences in passive veice
e When and why to use passive voice in professional writing
2.4 Direct and Indirect Speech
e Rules for converting direet'speech to indirect speech and
vice versa
e Importance of indirget speech in professional
communication
Unit 11 Common Errors in Writing

3.1: Subject-Verb Agreement
- Rulés of subject-verb agreement
- _Common mistakes and how to avoid them
3.2: Pronoun-Antecedent Agreement
- Ensuring pronouns agree with their antecedents in number
and gender
- Common pitfalls and correction strategies
3.3: Misplaced and Dangling Modifiers
- Identifying and correcting misplaced and dangling
modifiers
- Strategies for clear and precise writing
3.4: Punctuation Errors
- Common punctuation mistakes (commas, semicolons,
colons, apostrophes)
- Rules for correct punctuation in professional writing




Unit IV

Effective Writing Strategies

4.1: Planning and Organizing
- Importance of planning before writing
- Strategies for organizing ideas and structuring content
4.2 Drafting and Revising
- Techniques for drafting professional documents
- Importance of revising and editing for clarity and coherence
4.3: Clarity and Conciseness
- Writing clear and concise sentences
- Avoiding redundancy and unnecessary jargons
4.4 Tailoring Writing for Different Audiences
e Understanding and addressing the needs of different
audiences
e Adapting tone and style for various professional contexts

NOTE

Generic Open Elective Course (GOE) will be taught in an interactive mode
through demonstration method. Hence, the BoS of Science Languages
recommends 2 batches of 16 students each for practical input during the

prescribed learning hours.
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1.1 Parts of Speech
In English, words are divided into different groups based on their use in a sentence.

These groups are called parts of speech. There are eight main parts of speech:
Noun — Names a person, place, or thing (e.g., dog, city).

Pronoun — Replaces a noun (e.g., he, they).

Verb — Shows action or state (e.g., run, is).

Adjective — Describes a noun (e.g., big, happy).

Adverb — Describes a verb (e.g., quickly, very).

Preposition — Shows position or relation (e.g., in, on).

Conjunction — Connects words or sentences (e.g., and, but).

Interjection — Shows sudden emotion (e.g., Wow!, Ouch!).

Noun

A noun is a word that names a person, place, thing, or idea. Examples: John (person),
school (place), book (thing), happiness-(idea). Nouns can be singular (one) or plural
(many). They help us talk about people, objects, and feelings in sentences. Example:
The cat is sleeping.

Types of Nouns

A noun is a word thatnames a person, place, thing, or idea. There are different types of
nouns based on their use and meaning.

1. CommoniNoun

A common noun is a general name for people, places, or things. It does not start with a
capital letter unless it is at the beginning of a sentence.

Example: boy, city, car, book
Sentence: | have a dog.

2. Proper Noun

A proper noun is the special name of a person, place, or thing. It always starts with a
capital letter.

Example: John, London, Toyota, Bible
Sentence: Alice lives in Paris.



3. Concrete Noun

A concrete noun is something that we can see, touch, hear, taste, or smell.
Example: apple, table, music, perfume

Sentence: The rose smells nice.

4. Abstract Noun

An abstract noun is a feeling, idea, or quality that we cannot touch or see.
Example: love, happiness, bravery, wisdom

Sentence: Honesty is important.

5. Countable Noun

A countable noun is something that we can count. It can be singular or plural.
Example: pen, chair, cat

Sentence: | have three pencils.

6. Uncountable Noun

An uncountable noun is something that we cannot count:’ It has no plural form.
Example: water, rice, sugar, air

Sentence: She drinks milk every day.

7. Collective Noun

A collective noun is a word for a group of people or things.
Example: team, flock, bunch, class

Sentence: A flock of birds is flying.

Noun and Number

A noun is a word that names a person, place, thing, or idea. It helps us talk about objects,
people, and concepts. In English, nouns can be singular (one) or plural (more than one).
This is callednumber in grammar.

What'is Number in Nouns?

In' English, nouns change form based on whether they refer to one or more than one. This
change is called singular and plural forms of nouns.

1. Singular Noun
A singular noun refers to one person, place, thing, or idea.
Examples:

e Aboy is playing.



e | bought a book.
e The dog is barking.

2. Plural Noun

A plural noun refers to more than one person, place, thing, or idea. Most nouns become
plural by adding -s or -es, but some follow special rules.

Rules for Forming Plural Nouns
1. Adding -s
Most nouns take -s to form the plural.
o Book — Books
e Car — Cars
e Dog — Dogs
2. Adding -es
Nouns ending in s, sh, ch, x, or z take -es.
e Bus — Buses

o Box — Boxes
e Brush — Brushes

3. Changing -y to -ies

Nouns ending in a consonant +y change y to ies.
e Baby — Babies
+ City — Cities
o Lady — Ladies

(Nouns ending in-a vowel + y just add -s.)

 Boy = Boys
o Toy — Toys

4. Changing -f or -fe to -ves

Some nouns ending in f or fe change to -ves.
o Leaf — Leaves
e Khnife — Knives

e Wolf — Wolves

(But some just add -s.)



e Roof — Roofs
o CIiff — Cliffs

5. Irregular Plural Nouns
Some nouns do not follow regular rules.

Man — Men
Woman — Women
Child — Children
Foot — Feet

Tooth — Teeth
Mouse — Mice

6. Same Singular and Plural Forms
Some nouns remain the same in both forms.

Sheep — Sheep

Deer — Deer

Fish — Fish (but "fishes" is used for different species)
Aircraft — Aircraft

7. Plural of Compound Nouns
In compound words, the main noun changes:

e Mother-in-law — Mothers-in=law
o Passer-by — Passers-by

8. Foreign Plural Nouns
Some words borrowed from other languages have unique plurals.

¢ Cactus —.Cacti

o Radiusc— Radii

e Alumnus — Alumni
¢ Datum — Data

Examples of Singular and Plural Nouns in Sentences

Singular Noun Sentences:

The child is playing in the park.

A lion roars loudly.

| have a pen in my bag.

My friend is coming to visit me.

She bought a potato from the market.

agkrownE



Plural Noun Sentences:

The children are playing in the park.
Lions roar loudly in the jungle.

| have pens in my bag.

My friends are coming to visit me.

0 She bought potatoes from the market.

'—“~°.°°.\‘.C”

Conclusion

Understanding singular and plural nouns is important for proper grammar. Different rules
apply when forming plurals, and some words have irregular forms. Knowing these rules helps
in writing and speaking correctly.

Gender and Noun

A noun is a word that names a person, place, thing, or idea. In English, nouns have a
gender, which helps in identifying whether a noun refers to a male; female, both, or
neither.

Types of Gender in Nouns

There are four types of gender in nouns:

Masculine Gender — Names a male person or animal.
Feminine Gender — Names a female person or animal.

Common Gender — Can be used for both males and females.
Neuter Gender — Refers to things without life.

el el

1. Masculine Gender
A noun that refers to a male person or animal is called masculine gender.
Examples:

Man > The man is working.
Boy.— The boy is playing football.
King — The king ruled wisely.
Lion — The lion roars loudly.
Father — My father is kind.

2. Feminine Gender
A noun that refers to a female person or animal is called feminine gender.
Examples:

« Woman — The woman is cooking.
e Girl — The girl is dancing.
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e Queen — The queen is wise.
e Lioness — The lioness protects her cubs.
e Mother — My mother loves me.

3. Common Gender
A noun that can be used for both males and females is called common gender.
Examples:

e Teacher — The teacher is explaining the lesson.

e Doctor — The doctor is treating a patient.

e Child — The child is playing.

e Student — The student is reading a book.

e Friend — My friend is coming tomorrow.
4. Neuter Gender
A noun that refers to non-living things is called neuter gender.
Examples:

e Table — The table is made of wood.

e Book — This book is very interesting.

e Computer — The computer is not working.

e Chair — I sat on the chair.

e Tree — The tree gives us shade.
Ways to Form Feminine Gender froam Masculine Gender
There are three main ways to change masculine gender nouns into feminine gender nouns:
1. By Adding ‘-ess’

e Actor — Actress

e Prince —(Princess

e Host = Hostess

o Waiter — Waitress

2. By:Using a Different Word
o Father — Mother
e King — Queen
e Husband — Wife
e Son — Daughter

3. By Changing the Part of the Word

e Landlord — Landlady
e Gentleman — Lady
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e Manservant — Maidservant
¢ Milkman — Milkmaid

10 Examples of Gender in Sentences
Masculine Gender Sentences:

The king ruled wisely.

My father is very strong.

The boy is playing outside.
The lion is sleeping.

The prince will become a king.

oL PE

Feminine Gender Sentences:

6. The queen is wearing a crown.

7. My mother makes delicious food.
8. The girl won the race.

9. The lioness is hunting for food.
10. The actress performed well.

Conclusion

Understanding gender in nouns helps us use wards correctly. Some nouns have a clear
gender (like "king" and "queen™), while others (like "teacher" and "student™) can be used for
both. Some nouns have no gender because-they refer to things. Learning these helps in proper

communication.

Cases of Nouns

A noun case refers te-the function of a noun in a sentence. In English, nouns have four
main cases:

Nominative Case (Subjective Case)

Objective’Case

Possessive Case

> w e

Vocative Case

Each case shows how the noun is used in a sentence.

1. Nominative Case (Subjective Case)

A noun is in the nominative case when it acts as the subject of a sentence. The subject is
the doer of the action.

Examples:

o John plays football. (John is the subject.)
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The dog is barking loudly. (The dog is performing the action.)
My mother cooks delicious food. (Mother is doing the action of cooking.)

In all these examples, the noun is the subject of the verb.

2. Objective Case

A noun is in the objective case when it is the object of a verb or a preposition. The object
receives the action in the sentence.

Examples as Direct Object:

She bought a pen. (Pen is the object of "bought.™)

The cat chased the mouse. (Mouse is the object of "chased.")

He reads a book. (Book is the object of "reads.")

Examples as Indirect Object:

An indirect object tells to whom or for whom the action is done.

She gave John a gift. (John is the indirect object, gift is the'direct object.)

The teacher told us a story. (Us is the indirect object, story is the direct object.)
Examples as Object of a Preposition:

She sat on the chair. (Chair is the object of ""on.")

They walked through the park. (Park is the'object of "through.™)

3. Possessive Case

A noun is in the possessive case when it shows ownership or possession. In English, we
add ’s or just ’ (for plural-nouns) to show possession.

Examples:

This is John’s book. (John owns the book.)

The dog’s tail is wagging. (The tail belongs to the dog.)

This is-my brother’s car. (The car belongs to my brother.)

Thestudents’ classroom is big. (The classroom belongs to multiple students.)

For singular nouns, we add 's.

For plural nouns ending in s, we just add an * after the word.

4. Vocative Case
A noun is in the vocative case when it is used to call, address, or get someone's
attention. It is usually separated by a comma.

Examples:

13



John, come here! (John is being addressed.)
Mom, | need your help. (Mom is being spoken to directly.)
Teacher, can you explain this? (Teacher is being addressed.)

Examples of Noun Cases in Sentences
Nominative Case:

1. Tom is reading a book.

2. The sun is shining brightly.
Objective Case:

3. She saw a bird in the tree.

4. The teacher gave students homework.

Possessive Case:

5. Thisis Sarah’s pen.

6. The boy’s shoes are dirty.
Vocative Case:

7. David, please close the door.

8. Sir, may | ask a question?

Mixed Cases:
9. The girl (nominative) is holding a ball (objective).

10. John’s (possessive) book-is on the table.

Conclusion

The cases of-nouns help us understand their role in sentences. The nominative case is for
subjects, the objective case is for objects, the possessive case shows ownership, and the
vocative case is for addressing someone. Learning these cases improves grammar and

sentence structure.
Exercises on Common Errors in Noun Usage
Fill in the blanks with the correct noun form:

1. Thenews __ shocking. (is/are)
2. Thescissors ___on the table. (is/are)
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The committee _ decided to postpone the meeting. (has/have)
He gave me two ____ of advice. (piece/pieces)

The police ___investigating the case. (is/are)

My father gave me much good . (advices/advice)

Ten miles ___ along distance to walk. (is/are)

Mathematics ___ my favorite subject. (is/are)

© o N o g~ w

The furniture in this room ___ expensive. (is/are)

10. The cattle ___ grazing in the field. (is/are)

Identify the incorrect noun usage and correct it:

11. She bought two dozen of eggs.

12. The jury was divided in their opinion.
13. I have many luggages to carry.

14. He gave me an important informations.
15. The sceneries of Kashmir are beautiful.
16. The scissors is lying on the table.

17. The childrens are playing outside.

18. His hairs are curly.

19. The poet wrote many poetries.

20. The teacher gave me homeworks to complete.

Choose the correct noun form:

21. The army ¢ “marching forward. (is/are)

22. There arefive ____in the zoo. (deers/deer)

23. The _are grazing in the field. (cattles/cattle)
24.He wears a pair of . (shoe/shoes)

25. His trousers ___ new. (is/are)

26. The class ___ waiting for the teacher. (is/are)

27. We saw many ____in the jungle. (lions/lion)

28. All his ___ were rejected. (theory/theories)

29. My mother bought a set of . (furniture/furnitures)

30. The number of students in the class ____increasing. (is/are)

15



Correct the incorrect noun usage:

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.

The women is working hard.

| have a great knowledges of history.

He owns two sheeps.

My spectacle is broken.

The team are playing well.

A large crowd were waiting outside.

The labours are demanding higher wages.
We bought many breads from the bakery.
The staffs of the company are efficient.

His mischiefs caused a lot of trouble.

Select the correct form of the noun:

41.
42,
43.
44,
45,
46.
47.
48.
49,
50.

The list of candidates __ announced. (was/were)
The committee _ reached a decision. (has/have)
My mother gifted me a pair of . (sock/socks)
The __ were flying in the sky. (geeséefgoose)

The __ are grazing in the field..(oxen/oxes)
His new s very stylish..(clothes/cloth)
This ____is made of fine wool. (cloth/clothes)

The ___ are grazing:in the field. (sheep/sheeps)
The __ is servingtea. (waiter/waitress)
The pair of'shoes ___ kept outside. (was/were)

Answers with Explanation

o ok~ w D E

is — "News" is always singular.

are — "Scissors" is always plural.

has — "Committee" is singular when acting as one unit.
pieces — "Advice" is uncountable; we say "pieces of advice."
are — "Police" is always plural.

advice — "Advice" is uncountable.
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
217.
28.
29.
30.
31.
32.
33:
34.
35.
36.
37.
38.
39.
40.

is — "Ten miles" is a singular unit.
IS — "Mathematics" is always singular.
IS — "Furniture" is uncountable.

are — "Cattle" is always plural.

two dozen eggs — "Dozen" is not followed by "of" when a number is mentioned.

was — "Jury" as a unit is singular.

luggage — "Luggage" is uncountable.
information — "Information" is uncountable.
scenery — "Scenery" is uncountable.

are — "Scissors" is always plural.

children — "Children" is already plural.

hair — "Hair" is uncountable.

poems — "Poetry" is uncountable; we use "poems."
homework — "Homework" is uncountable.

IS — "Army" is singular when acting as a unit.
deer — "Deer" remains the same in plural form.
cattle — "Cattle" is plural.

shoes — "Pair of shoes" refers to two shoes.

are — "Trousers" is always plutal.

iIs — "Class" is singular when referring to a group.
lions — Plural form is needed.

theories — "Theory"has a plural form "theories."
furniture — "Furniture" is uncountable.

iIs — "The number of" takes a singular verb.
women— "Women" is plural.

knowledge — "Knowledge" is uncountable.
Sheep — "Sheep" remains the same in plural form.
spectacles — "Spectacles" is always plural.

is — "Team" as a unit is singular.

was — "Crowd" as a unit is singular.

workers — "Labour" is uncountable; we say "workers."

loaves of bread — "Bread" is uncountable; we use "loaves.

staff — "Staff" is uncountable.

mischief — "Mischief" is uncountable.
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41. was — "List" is singular.

42. has — "Committee" is singular.

43. socks — "Pair of socks" means two socks.

44, geese — "Goose" plural is "geese."

45. oxen — "Ox" plural is "oxen."

46. clothes — "Clothes" refers to garments.

47. cloth — "Cloth" refers to fabric.

48. sheep — "Sheep" does not change in plural form.
49. waitress — "Waitress" refers to a female server.

50. was — "Pair of shoes" is singular.

Pronoun

A pronoun is a word that takes the place of a noun. Instead of-saying a name again and again,
we use pronouns like he, she, it, they, we, you, and I. Forexample, instead of "John is kind.
John helps others," we say, “John is kind. He helps others.”

Types of Pronouns

1) Personal Pronoun

Personal pronouns replace specific.people or things in a sentence. They show who is
speaking, whom they are speaking to, or who they are speaking about. These pronouns
change based on number (singular/plural), person (first, second, third), and case
(subject/object/possessive).

For example:
o | love/books. (Subject pronoun)
e Shegave me a gift. (Object pronoun)

e This is his bag. (Possessive pronoun)

Chart of personal pronouns with cases:

Possessive .
_ _ Adijective Possessive
Person |[Number||Subject Pronoun|Object Pronoun before Pronoun
( (alone)
noun)
\ 1st Person HSinguIarH I H Me H My H Mine \
\ H Plural H We H Us H Our H Ours \
\an PersonHSinguIarH You H You H Your H Yours \
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Possessive .
_ _ Adjective Possessive
Person |[Number||Subject Pronoun|Object Pronoun (before Pronoun
(alone)
noun)
| | Plural | You | You | Your |  Yours |
3rd Person|Singular|| He/She/ It Him / Her / It His {tsHer/ His / Hers
\ || Plural H They || Them H Their H Theirs \

2) Indefinite Pronouns

Indefinite pronouns refer to people, places, or things without saying exactly who or'what
they are. They do not refer to a specific noun. These pronouns are used when the-exact
identity is unknown or not important. Indefinite pronouns help make sentences clear when we
don’t need to mention a specific person or thing.

Examples of Indefinite Pronouns:

Someone is knocking at the door. (We don’t know who.)
Everything is ready for the party. (Refers to all things.)
Nobody came to the meeting. (Means no person)

Many love to travel. (Refers to an unknown number of people.)
Something smells delicious. (Refers to an-unknown thing.)

agkrownE

Types of Indefinite Pronouns:
e Singular: Someone, Anyone, Nobody, Everything, Each
e Plural: Many, Few, Others, Several
e Both Singular & Plural:-All, Some, None, Most

3) Reflexive Pronoun

A reflexive pronoun-is used when the subject and the object of a sentence are the same
person or thing. These pronouns end in **-self** (singular) or "*-selves' (plural) and show
that the action reflects back on the subject.

ReflexivePronouns List:

«» " Singular: Myself, Yourself, Himself, Herself, Itself
e Plural: Ourselves, Yourselves, Themselves

Examples in Sentences:

1. I hurt myself while cooking. (The subject "I" and the object "myself" are the same
person.)

She looked at herself in the mirror.

The cat licked itself clean.

We enjoyed ourselves at the party.

They taught themselves to play the guitar.

obrwn
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Reflexive pronouns help to avoid repetition and make sentences clear. They are used when a
person or thing acts on itself.

4) Possessive Pronoun

A possessive pronoun shows ownership or belonging. It tells us that something belongs to
someone. These pronouns replace a noun to avoid repetition.

List of Possessive Pronouns:

e Singular: Mine, Yours, His, Hers, Its
e Plural: Ours, Yours, Theirs

Examples in Sentences:

This book is mine. (Instead of saying “This is my book.”)
That bag is hers, not yours.

We won the match! The victory is ours.

This house is theirs, but the car is ours.

The dog wagged its tail happily.

agkrownE

Remember:
o Possessive pronouns never come before a noun (e.g., we say "This is mine," not

"This is mine book™).
« They help make sentences shorter and ¢learer by avoiding repetition. @)

5) Demonstrative Pronoun

A demonstrative pronoun‘s'used to point to a specific person, place, or thing. These
pronouns show whether something is near or far and singular or plural.

List of Demonstrative Pronouns:

e Singular (near): This
« Singular (far): That
e Plural (near): These
«)" Plural (far): Those

Examples in Sentences:

This is my favorite book. (Points to a nearby book.)

That is a beautiful painting. (Points to a painting far away.)

These are my new shoes. (Points to shoes close by.)

Those are the mountains we visited. (Points to mountains far away.)

el A

Remember:
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"This" and ""These" refer to things that are close.
e "That™ and "Those" refer to things that are far.

Demonstrative pronouns help make sentences clear and specific. @)

6) Interrogative Pronoun

An interrogative pronoun is used to ask questions. These pronouns help us find out people,
things, or information.

List of Interrogative Pronouns:

Who — asks about a person (subject).
Whom — asks about a person (object).
Whose — asks about ownership.

What — asks about things or information.
Which — asks about choices.

Examples in Sentences:

Who is your best friend? (Asks about a person.)

Whom did you call? (Asks about the object of an‘action.)
Whose bag is this? (Asks about ownership.)

What is your favorite color? (Asks about things.)

Which dress do you like? (Asks about.choices.)

Tip:

"Who" is for the subject, "Whom" is for the object.
e "Whose" shows possession:

orwdPE

Interrogative pronouns helpin asking clear questions! @)

7) Reciprocal Pronouns

A reciprocal pronoun shows a shared action between two or more people. It means "‘each
other™ or "‘one another.” These pronouns are used when two or more people do the same
thing to,each other.

Two.Reciprocal Pronouns:

1. Each other — used for two people.
2. One another — used for more than two people.

Examples in Sentences:

Sarah and John love each other. (Sarah loves John, and John loves Sarah.)
The students in the class help one another. (Many students help each other.)
The two friends called each other daily.

The players congratulated one another after the match.

el oA
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Tip:
Use ""each other" for two and ""one another'" for more than two. These pronouns make
sentences clear and natural! @

Common Errors in the Use of Pronouns

Pronouns make sentences shorter and clearer, but mistakes can happen if they are not used
correctly. Below are some common errors:

1. Wrong Pronoun Case

Correct: She and | went to the park.

K Incorrect: She and me went to the park.
(Use "I" as the subject, not "me.")

Correct: My friend helped me.

K Incorrect: My friend helped 1.
(Use "me" as the object, not "1."")

2. Pronoun-Antecedent Agreement Error

Correct: Everyone should bring his or her book,

& Incorrect: Everyone should bring their book:
("Everyone™ is singular, so use "his or her,” nat\"their.")

3. Confusing "Its™ and "It's"

Correct: The dog wagged:its tail. (Possession)

K Incorrect: The dog wagged it’s tail.
("It’s" means "it is," not,possession.)

4. Double Subject’Error
Correcti“She is my best friend.
X Incorrect: She, she is my best friend.

(Do not repeat the subject.)

Tip: Always check if the pronoun matches the noun in case, number, and clarity! @)

Exercises on Pronouns with Explanation and Answers

Exercise

1: Fill in the blanks with the correct personal pronoun
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(Use: he, she, it, we, they, I, you)

____am very happy today.

This is my friend, Anna. ___is very kind.
My parents are teachers. ___ love their job.
My cat is sleeping. __ looks so peaceful.
John is a good student. ___ studies very hard.

orwdPE

Exercise 2: Identify the pronouns in the given sentences

She is my best friend.

They bought a new house.

I will help you with your homework.
This is my pen.

He loves playing football.

agkrownE

Exercise 3: Replace the noun with the correct pronoun

The boy is playing soccer. — is playing soccer.
Mary and I went to the park. —  went tothe park.
My parents are kind. — _ are kind.

The dog is barking. — is barking:

James likes to sing. —  likes tossing.

orwdPE

Exercise 4: Choose the correct reflexive pronoun
(Use: myself, yourself, himself, herself, itself, ourselves, yourselves, themselves)

| cut __ while chopping vegetables.
They built'the house by .

She looked at ___in the mirror.
The.cat cleaned ___ after eating.

We enjoyed __ at the party.

AR A

Exercise 5: Choose the correct possessive pronoun
(Use: mine, yours, his, hers, ours, theirs)

This pen belongs to me. Itis .
That book belongs to her. Itis .
The house belongs to them. Itis .
These are our seats. They are .

el oA
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5. This bike belongs to you. Itis .

Exercise 6: Identify the demonstrative pronoun
(Use: this, that, these, those)

____is my favorite book.

____are my shoes.
____isabeautiful garden.
____were the best days of my life.
____isthe bag I lost yesterday.

agkrownE

Exercise 7: Choose the correct interrogative pronoun
(Use: who, whom, whose, what, which)

1. __ isyour best friend?

2. ___ doyou want to eat?

3. __ bagisthis?

4. __ did you invite to the party?
5. _ of these dresses do you like?

Exercise 8: Identify the indefinite pronoun

Everyone is happy today.
Somebody called you this morning.
Nobody likes to besignored.

All are invited 10 the wedding.
Many enjoy reading books.

orwdPE

Exercise.9: Use the correct reciprocal pronoun
(Use>each other, one another)

The two brothers love .

The students in the class help .
The two friends always support .
The team members encourage .
The married couple respect .

koo
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Exercise 10: Find the error in the pronoun usage

Me and my friend went to the park. (Find the error)
Everyone should bring their books. (Find the error)
Him and I are best friends. (Find the error)

This is her's. (Find the error)

Who did you give the book to? (Find the error)

orwdPE

Answers
Exercise 1:
1. I 2.She 3.They 4.1t 5 He
Exercise 2:
1. She 2. They 3. I, you 4. This 5. He
Exercise 3:
1. He2.We3.They4.It5. He
Exercise 4:
1. Myself 2. Themselves 3. Herself 4ltself 5. Ourselves
Exercise 5:
1. Mine 2. Hers 3. Theirs 4. Ours 5. Yours
Exercise 6:
1. This 2. These’3. That 4. Those 5. This
Exercise 7:
1. Who 2. What 3. Whose 4. Whom 5. Which
Exercise 8:
1. Everyone 2. Somebody 3. Nobody 4. All 5. Many
Exercise 9:
1. Each other 2. One another 3. Each other 4. One another 5. Each other

Exercise 10:
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"Me and my friend" — "My friend and 1"
"Their books" — "*His or her books™
"Him and I" — ""He and I"

"Her's" — ""Hers""

"Who" — "Whom"*

oL E

VERB

A verb is a word that shows action or state of being. It tells what someone or something
does. Examples: run, eat, sleep (action) or is, am, was (state). Verbs change with time’(past,
present, future). Every sentence needs a verb to make sense.

She runs every morning.
They eat lunch at noon.
He writes a letter to his friend.

e \We play soccer on weekends.
A verb often consists of more than one word .

Types of Verbs

Reqular Verbs and Irreqular VVerbs

Regular Verbs

Regular verbs follow a fixed pattexn when changing to past tense and past participle.
They simply add ""-ed'* or "'-d“-at the end.

Examples:

Walk — Walked —< 'Walked
Play — Played — Played
Talk — Talked — Talked
Clean — Cleaned — Cleaned
Irregular Verbs

Irregular verbs do not follow a fixed pattern when changing to past tense and past
participle. Their forms can be different.

Examples:

Go — Went — Gone
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Eat — Ate — Eaten

Write — Wrote — Written

Buy — Bought — Bought

Here is a list of common irregular verbs in English:

A-B

arise — arose — arisen
awake — awoke — awoken
be — was/were — been
bear — bore — born/borne
beat — beat — beaten
become — became — become
begin — began — begun
bend — bent — bent
bet — bet — bet

. bid — bid - bid

. bind — bound — bound

. bite — bit — bitten

. bleed — bled — bled

. blow — blew — blown

© 0 N o g bk~ wbhPE
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. break — broke — broken

[ERY
»

. bring — brought="brought
. build — built — built

. burnaburnt/burned — burnt/burned

e e
© o =~

. buy - bought — bought

20. catch — caught — caught
21. choose — chose — chosen
22. come — came — come
23. cost — cost — cost

24. cut — cut — cut
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25.
26.
27.
28.
29.
30.

€-g

31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44,

45.
46
47.
48.
49,
50.
51.
52.
53.

deal — dealt — dealt
dig — dug — dug

do — did — done

draw — drew — drawn
drink — drank — drunk

drive — drove — driven

eat — ate — eaten

fall — fell — fallen

feed — fed — fed

feel — felt — felt

fight — fought — fought
find — found — found

fly — flew — flown

forget — forgot — forgotten
forgive — forgave — forgiven
freeze — froze — frozen
get — got — got/gotten

give — gave — given

go — went — gone

grow — grew — grown

hang — hung — hung
have — had — had
hear — heard — heard
hide — hid — hidden
hit — hit — hit

hold — held — held
hurt — hurt — hurt
keep — kept — kept

know — knew — known
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54.
55.
56.
S7.
58.
59.
60.
61.
62.
63.
64.
65.
66.

67.
68.
69.
70.
71.
72.
73.
74.
75.
76:
77.
78.
79.
80.
81.
82.
83.

lay — laid — laid
lead — led — led
leave — left — left
lend — lent — lent
let — let — let
lie — lay — lain

light — lit/lighted — lit/lighted
lose — lost — lost

make — made — made

mean — meant — meant

meet — met — met

pay — paid — paid

put — put — put

read — read — read

ride — rode — ridden
ring — rang — rung

rise — rose — risen

run —ran — run

say — said —gaid

see — saw='seen

sell —sold — sold

send — sent — sent

set — set — set

shake — shook — shaken
shine — shone — shone
shoot — shot — shot
show — showed — shown
shut — shut — shut

sing — sang — sung

sink — sank — sunk
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84.
85.
86.
87.
88.
89.
90.
91.

t-w

92.
93.
94.
95.
96.
97.
98.
99.
100.
101.
102.

sit — sat — sat

sleep — slept — slept
speak — spoke — spoken
spend — spent — spent
stand — stood — stood
steal — stole — stolen
stick — stuck — stuck

swim — swam — swum

take — took — taken

teach — taught — taught

tear — tore —torn

tell — told — told

think — thought — thought

throw — threw — thrown

understand — understood — understood
wake — woke — woken

wear —wore —worn

win —won —won

write — wrote:=written

Transitive and Intransitive Verbs

A transitive verb’needs an object to complete its meaning.
An intransitive verb does not need an object; it makes sense on its own.

Examples of Transitive Verbs

(A transitive verb has an object that answers "*what?'* or ""whom?'")

1
2
3.
4

. She reads a book. (What does she read? A book.)

He wrote a letter. (What did he write? A letter.)
They bought a car. (What did they buy? A car.)

. She likes ice cream. (What does she like? Ice cream.)
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We watched a movie. (What did we watch? A movie.)

The teacher gave homework. (What did the teacher give? Homework.)
He plays the piano. (What does he play? The piano.)

| found my keys. (What did I find? My keys.)

She sings a song. (What does she sing? A song.)

10. He drives a truck. (What does he drive? A truck.)

11. They finished their work. (What did they finish? Their work.)
12. We love our pets. (Whom do we love? Our pets.)

13. She cooked dinner. (What did she cook? Dinner.)

14. He borrowed my pen. (What did he borrow? My pen.)

15. She opened the door. (What did she open? The door.)

© o N o O

Examples of Intransitive Verbs
(An intransitive verb does not have an object; it does naot answer "what?" or "whom?")

16. He runs fast. (No object, just "fast.")

17. She sleeps early. (No object, just "early.!)

18. They arrived late. (No object, just:late.”)

19. We swim every day. (No objeet, just "every day.")

20. He cried loudly. (No object, just "loudly.”)

21. She danced beautifully. (No object, just "beautifully.")

22. The baby smiled-(No object, just "smiled.")

23. Birds fly in the sky. (No direct object, just "in the sky.")

24. The sun_ rises in the morning. (No object, just "in the morning.")

25. Thetrain stopped suddenly. (No object, just "suddenly.™)

Quick Trick to Identify

o If the sentence has an object (answers "what?"* or ""whom?'"), it is transitive.
« If the sentence makes sense without an object, it is intransitive.

Subject-Verb Agreement (In Simple Language)
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What is Subject-Verb Agreement?
The verb must match the subject in number:

e Singular subject — Singular verb (He runs.)
e Plural subject — Plural verb (They run.)

Rules of Subject-Verb Agreement with 50 Examples
1. Singular subject takes a singular verb.

She likes ice cream.

He goes to school.

A cat sleeps on the sofa.
My mother cooks dinner.
The sun shines brightly.

agkrownE

2. Plural subject takes a plural verb.

They play football.

We read books.

Dogs bark loudly.

.My friends travel often.
0. The stars twinkle at night.

200N

3. Two subjects joined by ""and™ take a.plural verb.

11. Tom and Jerry fight a lot.

12. My brother and | love music:.

13. The teacher and the students are in class.
14. Apples and oranges taste sweet.

15. The dog and the cat live together.

4. "Each,” ""Everyone," and ""Somebody"" take a singular verb.

16. Everyone enjoys the party.

17. Eachstudent has a book.
18..Somebody is knocking on the door.
19."Nobody wants to go outside.

20. Everyone knows the answer.

5. Collective nouns (team, family, group) usually take a singular verb.

21. The team wins every match.

22. My family lives in London.

23. The committee decides the rules.
24. The crowd cheers for the players.
25. The class listens to the teacher.
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6. ""Either... or"* and ""Neither... nor' agree with the closer subject.

26. Either John or his friends are coming.

27. Either my parents or my sister is at home.

28. Neither the teacher nor the students like the noise.
29. Neither the boys nor Sarah is ready.

30. Either the books or the laptop needs repair.

7. Singular indefinite pronouns take a singular verb.

31. Somebody has left their bag.
32. Anyone is welcome to join.

33. Nobody knows the truth.

34. Everything works perfectly.
35. Each of the players trains hard.

8. "There is™ and ""There are' agree with the noun after them.

36. There is a book on the table.

37. There are many cars in the parking lot.
38. There is no water left.

39. There are five students in the room.
40. There is a problem with my phone.

9. Titles of books, movies, or single units.take a singular verb.

41. "Harry Potter" is a famous book.

42. "The Avengers" is a great movie.

43. Ten dollars is a small amount.

44. The news is surprising.

45. Mathematics is difficult for some students.

10. Fractions and:percentages agree with the noun after them.
46. Half of.the cake is gone.
47. Half*of the students are absent.
48. 50% of the work is done.

49.-30% of the employees work from home.
50. A third of the cake has been eaten.

Quick Trick to Remember

e Singular subject — Singular verb (She is happy.)
e Plural subject — Plural verb (They are happy.)
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Exercise 1: Fill in the blanks with the correct past tense of reqular verbs

1. She (play) in the park yesterday.

2. We (watch) a movie last night.

3. He (clean) his room in the morning.
4. They (paint) the house last weekend.
5 1 (walk) to school yesterday.

Exercise 2: Fill in the blanks with the correct past tense of irregular verbs

6. She (go) to the market.

7. They (eat) all the cookies.

8. He (write) a long letter.

9. We (see) a beautiful rainbow.
10. 1 (take) my dog for a walk.

Exercise 3: Identify whether the verb is regular or irregular

11. Jumped —
12. Bought —
13. Laughed —
14. Swam —
15. Opened —

Exercises on Transitive and Intransitive Verbs
Exercise 1: Identify the verb as transitive orintransitive

She sings beautifully. —
They bought a new car. —
He slept late last night. —
We watched a movie. —
The baby cried loudly, =

ko

Exercise 2: Fill in‘the blanks with a transitive verb

6. She (write) a letter to her friend.
7. He (eat) an apple.
8., They (read) a book.
9. We (paint) the wall.
10. The teacher (teach) English.
Answers
Exercise 1

1. Intransitive
2. Transitive
3. Intransitive
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4. Transitive
5. Intransitive

Exercise 2

6. wrote
7. ate
8. read
9. painted
10. taught

Exercises on Subject-Verb Agreement
Exercise 1: Choose the correct verb

She (go/goes) to school every day.

They (play/plays) football on Sundays.
My brother (love/loves) to read books.
We (is/are) very happy today.

The sun (shine/shines) brightly in the sky.

orwdPE

Exercise 2: Fill in the blanks with the correct form of the verb

6. She (work/works) in a hospital:

7. The birds (Fly/flies) in the sky.

8. He (eat/eats) breakfastat)8 AM.

9. My parents (watch/watches) TV every evening.
10. The dog (bark/barks) loudly.

Exercise 3: Correctthe mistakes in subject-verb agreement

11. She go to-school. —

12. They plays cricket. —

13. My father love cooking. —
14.We is very happy. —

15/ The cat chase the mouse. —

Exercise 4: Identify the correct sentence

16. a) She write a letter.
b) She writes a letter.

17. a) They eats lunch at noon.
b) They eat lunch at noon.
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18. a) The boy run fast.
b) The boy runs fast.
19. a) My friends is coming tomorrow.
b) My friends are coming tomorrow.
20. a) The baby cries at night.
b) The baby cry at night.

Exercise 5: Fill in the blanks using the correct verb form

21. The teacher (teach/teaches) English.

22. The students (study/studies) hard.

23. The train (arrive/arrives) at 10 AM.

24. My mother (cook/cooks) delicious food.
25. The flowers (smell/smells) very nice.

Exercise 6: Choose the correct verb in sentences with "‘and’"

26. John and his brother (is/are) playing outside.
27. My mother and father (love/loves) traveling.
28. The dog and the cat (fight/fights) sometimes.
29. Bread and butter (is/are) my favorite breakfast.
30. My sister and | (enjoy/enjoys) reading;books.

Exercise 7: Choose the correctverb for collective nouns

31. The team (win/wins)-the match.

32. My family (live/lives) in a big house.

33. The class (is/ar€) very noisy today.

34. The crowd;(cheer/cheers) for the players.
35. The commiittee (decide/decides) the rules.

Exercise 8: Choose the correct verb for singular and plural subjects

36. There (is/are) many apples in the basket.

37. There (is/are) a book on the table.

38. A pack of wolves (is/are) seen in the forest.

39. Neither the teacher nor the students (is/are) late.
40. Either my parents or my brother (is/are) coming.

Exercise 9: Correct the mistakes
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41. My sister eat breakfast at 8 AM. —
42. The baby sleep in the afternoon. —
43. He do his homework after school. —
44. We is excited for the trip. —

45. She have a new bicycle. —

Exercise 10: Rewrite the sentences with the correct subject-verb agreement

46. The dog and the cat plays together. —
47. Everyone know the answer. —

48. My family love watching movies. —
49. The news are very important. —

50. Either Tom or Jerry are responsible. —

Answers
Exercise 1

goes
play
loves
are
shines
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Exercise 2

works
fly
eats
watch
0. barks

6
7
8
9
1

Exercise 3

11..She goes to school.
12.They play cricket.

13. My father loves cooking.
14. We are very happy.

15. The cat chases the mouse.

Exercise 4
16. b) She writes a letter.
17. b) They eat lunch at noon.

18. b) The boy runs fast.
19. b) My friends are coming tomorrow.
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20. a) The baby cries at night.
Exercise 5

21. teaches
22. study
23. arrives
24. cooks
25. smell

Exercise 6

26. are
27. love
28. fight
29. 1s

30. enjoy

Exercise 7

31. wins
32. lives
33.1s

34. cheers
35. decides

Exercise 8

36. are
37.1s
38.1s
39. are
40. is

Exercise 9

41. My sister eats breakfast at 8 AM.
42. Thebaby sleeps in the afternoon.
43. He does his homework after school.
44 \We are excited for the trip.

45. She has a new bicycle.

Exercise 10

46. The dog and the cat play together.
47. Everyone knows the answer.
48. My family loves watching movies.
49. The news is very important.
50. Either Tom or Jerry is responsible.
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Modal Auxiliary Verbs

Modal Auxiliary Verbs

What Are Modal Auxiliary Verbs?

Modal auxiliary verbs (or modals) are special verbs that help the main verb in a sentence.
They express ability, possibility, permission, necessity, obligation, or advice.

Modal auxiliary verbs are called ""modal auxiliaries™ because:

1. They Are Auxiliary Verbs (Helping Verbs)
o They help the main verb in a sentence.
o Example: She can sing well. (Here, can helps the verb sing.)
2. They Express ""Modality™ (Different Moods or Meanings)
"Modality" refers to different attitudes or moods such as:
= Ability (He can run fast.)
= Permission (You may enter.)
= Possibility (It might rain today.)
= Necessity (You must wear a seatbelt.)
= Advice (You should eat healthy.)
3. They Do Not Change Form
o Unlike regular verbs, modal verbs do not take -s, -ing, or -ed endings.
o Example:
= Incorrect: She cans swim.
= Correct: She can swim
4. They Are Always Followed by the Base Form of a Verb
o Example: She must go home. (Not must goes or must going.)

Thus, they are called ""modal auxiliaries' because they are auxiliary (helping) verbs that
express modality (different attitudes or meanings).

Common Modal Verbs:
The most commonimodal verbs are:

Can,Could
May, Might
Shall, Should
Will, Would
Must

Ought to
Need

Dare

These verbs do not change their form (no -s, -ing, or -ed endings) and are always followed by
the base form of the main verb.

39



Functions of Modal Verbs

Each modal verb has a different function. Let’s look at them one by one.
1. Can — Expressing Ability, Permission, and Possibility
Function:

o Ability (showing skill or strength)

e Permission (asking or giving permission)

o Possibility (showing that something is possible)
Examples:

o Ability: I can swim. (I know how to swim.)

e Permission: Can | go outside? (Asking for permission)
o Possibility: It can rain today. (It is possible.)

2. Could - Past Ability, Polite Request, and Possibility
Function:

« Past Ability (showing skill in the past)

o Polite Request (asking something: politely)

« Possibility (showing uncertainty)
Examples:

o Past Ability: When Mwas young, | could run fast.

o Polite Request: Could you help me? (More polite than "Can you help me?")
o Possibility: It ceuld snow tomorrow.

3. May —Asking for Permission and Expressing Possibility
Function:

e Permission (more formal than "can™)
o Possibility (uncertain future)

Examples:

e Permission: May I leave now? (Formal request)
e Possibility: He may come later. (Maybe he will come.)
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4. Might — Weak Possibility and Suggestion
Function:

o Weak Possibility (something that is unlikely)
e Suggestion (giving an idea)

Examples:

e Weak Possibility: She might be at home. (Not sure)
e Suggestion: You might try a new diet.

5. Shall — Future Intentions and Offers
Function:

e Future Intentions (used in formal writing)
o Offers (polite way to ask)

Examples:

e Future Intentions: | shall return tomorrow.-(Formal)
o Offers: Shall I help you? (Offering help)

6. Should — Advice, Obligation, and Expectation
Function:

o Advice (suggesting something)

e Obligation (showing duty)

o Expectation (something likely to happen)
Examples:

o “Advice: You should drink more water. (A good idea)

<) Obligation: Students should be respectful.
o Expectation: He should be home by now.

7. Will — Future Actions and Promises
Function:

e Future Actions (talking about the future)
e Promises (making a promise)
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Examples:

o Future Actions: She will travel next week.
e Promises: | will always support you.

8. Would - Past Habits and Polite Requests
Function:

« Past Habits (things that happened before)
o Polite Requests (asking in a nice way)

Examples:

o Past Habits: When | was a child, | would play outside every day!
o Polite Requests: Would you like some tea?

9. Must — Strong Obligation and Necessity
Function:

e Strong Obligation (something you must do)
o Necessity (something necessary)

Examples:

o Obligation: You must wear a seatbelt.
o Necessity: We must-finish the project today.

10. Ought to.—Moral Obligation and Probability
Function:

<) Moral Obligation (something right to do)
« Probability (something likely to happen)

Examples:

« Moral Obligation: You ought to respect your elders.
e Probability: She ought to arrive soon.
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Function:

11. Need — Necessity

o Necessity (something important)

Examples:

e You need to study harder.
« We need more time.

Function:

12. Dare — Challenge or Courage

e Challenge (asking someone to do something bold)
o Courage (doing something brave)

Examples:

e How dare you speak to me like that?
o He dare not say anything.

Important Rules for Using Modals

1. Modals Do Not Change Form

Incorrect: She‘cans swim.
Correct: Shercan swim.

2. Modals Are Always Followed by the Base Form of the Verb

Incorrect: He can to drive.
Cofrect: He can drive.

3. Modals-Do Not Use "*Do/Does™ in Questions or Negatives

O O <@

@)

Incorrect: Do she can dance?
Correct: Can she dance?
Incorrect: She doesn't must go.
Correct: She must not go.

Difference Between Some Similar Modals

\ Modal H Function H Example \
| Can | Ability [ | can swim. |
| Could | Pastability | 1couldswim when I was a child. |
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| Modal | Function [ Example |
\ May H Permission H May | leave early? \
\ Might H Weak possibility H It might rain later. \
\ Shall H Formal future H We shall meet again. \
| Should | Advice | You should sleep early. |
\ Will H Future action H | will call you tomorrow. \
| Would | Politerequest |  Would you like some coffee? |
| Must | Strong necessity || You must wear a mask. |
\ Ought to H Moral duty H You ought to respect elders. \
Conclusion

Modal auxiliary verbs are important because they help express different-meanings like
ability, permission, obligation, possibility, and advice. They do not.change form and always
use the base form of the main verb.

By understanding how to use modal verbs correctly, you can improve your English speaking

and writing skills.

Exercises will help you use modal auxiliary verbs confidently in

conversations.

PART 1: Fill in the Blanks (Speakifig Practice)

(Use the correct modal: Can, Could, May, Might, Must, Shall, Should, Will,

Would, Ought to, Need, Dare)

I swim very well. (Ability)
. You ___ ask hefore borrowing my book. (Obligation)
. ____you help'me with this work? (Request)

It raintomorrow. (Possibility)

. He~~ be late because of traffic. (Possibility)
. We __leave early to catch the train. (Necessity)
0~ luse your phone? (Permission)

He  play the piano when he was five. (Past ability)

0.Yo

1
2
3
4,
5. You .~ eat more vegetables. (Advice)
6
7
8
9
1

u___ not talk to strangers. (Advice)

PART 2: Yes/No Questions (Pair Work)

(One person asks, the other answers using modals.)

11. Can you drive?
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12. May | borrow your pen?

13. Would you like some tea?

14. Shall we go for a walk?

15. Must I finish this today?

16. Might she join us later?

17. Could you open the window?

18. Should I call the doctor?

19. Will you be at the party?

20. Ought we to respect our teachers?

PART 3: Making Requests and Offers
(Practice polite requests and offers using modal verbs.)

21. Can you help me with my homework?
22. Could you bring me a glass of water?
23. Would you like some coffee?

24. Shall | carry your bag for you?

25. May | sit here?

PART 4: Giving Advice (Role Play)

(Use modals like Should, Ought to,"Must)

26. My friend is always late. What should he do?
27. | feel tired all the time. What ought | to do?
28. My sister does not study. What must she do?
29. I want to lose weight. What should I do?

30. My phone is not working. What ought I to do?

PART 5: Expressing Probability (Conversation Practice)
311t may rain later. Should we take an umbrella?
32. She might come to the meeting. Are you ready?
33. He could be sleeping now. Should we call him?

34. They must be at home because the lights are on.
35. It can be very cold in December. What should we wear?

PART 6: Role Plays Using Modals

(Act out these situations using modal verbs.)
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36. Asking for permission to leave early from work.

37. A teacher giving advice to a student.

38. A customer ordering food politely.

39. Two friends planning a trip using "shall" and "will."
40. A doctor giving medical advice to a patient.

PART 7: Making Predictions (Speaking Practice)

41. 1t will be sunny tomorrow.

42. | think she will pass the exam.

43. He will probably arrive late.

44. She might not come to the party.

45. You should be careful with that dog.

PART 8: Expressing Obligation and Necessity

46. You must wear a seatbelt.

47. We should exercise daily.

48. You ought to be more respectful.

49. Students must not cheat in exams.

50. I need to finish my homework before bed.

PART 9: Talking About Abilities (Pair Discussion)

(Talk about things you and-your friend can/cannot do.)

51. Can you swim?

52. Can you playthe guitar?

53. Could you-ride a bike when you were five?
54. Can you.cook?

55. Canwyou speak another language?

PART 10: Making Suggestions

56. Shall we go to the park?

57. Shall we order pizza?

58. You should take a rest.

59. You ought to call your mother.
60. You must see this new movie!
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PART 11: Expressing Permission (Pair Practice)

61. May I use your laptop?

62. Can | go out with my friends?
63. Could I borrow your book?
64. May we enter the room?

65. Shall | sit here?

PART 12: Expressing Deduction and Certainty

66. He must be tired after the long journey.
67. That might be her car.

68. She can’t be at home now; she’s at work.
69. It must be very expensive.

70. They could be on vacation.

PART 13: Challenge — Creating Your Own Sentences

71-80. Create 10 sentences using different modal verhs:.

PART 14: Debate Topics Using Madals

81. Should mobile phones be aHowed in schools?
82. Must everyone learn English?

83. Can technology replace teachers?

84. Shall we ban fast foed?

85. Could Al take over jobs?

PART 15:Storytelling Using Modals

86-90,Tell a short story using at least 5 modal verbs.

PART 16: Correcting Mistakes (Speaking Game)

91. He can to drive. (Incorrect) — He can drive.

92. You must to go now. (Incorrect) — You must go now.

93. She will goes home. (Incorrect) — She will go home.

94. 1 should to call my mother. (Incorrect) — I should call my mother.
95. They may comes late. (Incorrect) — They may come late.
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PART 17: Fun Game — Modal Charades

96-100. Act out situations, and your friend must guess the modal verb used.

Answers to the 100 exercises on Modal Auxiliary Verbs:

PART 1: Fill in the Blanks (Speaking Practice)

1
2
3
4.
S.
6
7
8
9
1

. Can
. Should
. Can

Might
Should
Might
Must
May

: Could
0.

Should

PART 2: Yes/No Questions (Sample Answers)

11.
12.
13.
14.
15.
16.
17.
18.
19.
20,

Yes, I can drive. / No, I can’t drive.

Yes, you may borrowit:/ No, I’'m using it now.

Yes, | would love.same tea. / No, thank you.

Yes, let's go. / Neyl'm tired.

Yes, you must finish it today. / No, you can do it tomorrow.

Yes, she might join us. / No, she is busy.

Yes, | could open the window. / No, it's too cold.

Yes,you should call the doctor. / No, I think it’s not serious.

Yes, | will be at the party. / No, | can't come.

Yes, we ought to respect our teachers. / No, respect is not necessary.

PART 3: Making Requests and Offers (Sample Answers)

21.
22.
23.
24,
25.

Yes, | can help you.

Sure, | could bring you some water.
Yes, | would like some coffee.

Yes, please carry my bag.

Yes, you may sit here.
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PART 4: Giving Advice (Possible Answers)

26. He should wake up early.

27. You should get more sleep.

28. She must study regularly.

29. You should exercise and eat healthy food.
30. You ought to take it to a repair shop.

PART 5: Expressing Probability (Sample Answers)

31. Yes, we should take an umbrella.
32. Yes, | am ready if she comes.
33. No, let's wait before calling him.
34. Yes, they must be at home.

35. We should wear warm clothes.

PART 6: Role Plays (Sample Responses)

36. May | leave early today?

37. You should review your notes daily.
38. Could I have a burger, please?

39. Shall we go to the beach this.weekend?
40. You must take your medicing on time.

PART 7: Making Predictions (Sample Answers)

41. Yes, | think'so too.

42. Yes, she will pass if she studies.
43. Maybe, he always arrives late.
44. Yes, she might be busy.
45.Yes, | will be careful.

PART 8: Expressing Obligation and Necessity (Sample Answers)

46. Yes, everyone must wear a seatbelt.
47. Yes, daily exercise is important.
48. Yes, we ought to be polite.

49. Yes, cheating is wrong.

50. Yes, homework is important.
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PART 9: Talking About Abilities (Sample Answers)

51. Yes, | can swim.

52. No, | cannot play the guitar.
53. Yes, | could ride a bike at five.
54. Yes, | can cook simple dishes.
55. Yes, | can speak Spanish.

PART 10: Making Suggestions (Sample Answers)

56. Yes, let’s go to the park.

57. Yes, | feel like eating pizza.

58. Yes, | should take a nap.

59. Yes, | will call my mother.

60. Yes, let’s watch the movie together.

PART 11: Expressing Permission (Sample Answers)

61. Yes, you may use my laptop.

62. Yes, you can go out with your friends.
63. Yes, you could borrow my book:

64. Yes, you may enter.

65. Yes, please sit here.

PART 12: Expressing’Deduction and Certainty (Sample Answers)

66. Yes, he must be very tired.
67. Yes, that might be her car.
68. No, she can’t be home yet.
69. Ye€s, it must be expensive.
70:.Yes, they could be on vacation.

PART 13: Challenge — Creating Your Own Sentences (Sample Sentences)

71. | can run very fast.

72. She could play the piano when she was young.
73. May | leave early?

74. He might visit us later.

75. You must finish your work.
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76. Shall we dance?

77. You should eat more vegetables.
78. They will arrive soon.

79. Would you help me with this?

80. You ought to listen to your parents.

PART 14: Debate Topics (Possible Answers)

81. Yes, mobile phones should be allowed in schools.
82. Yes, learning English is important.

83. No, teachers are irreplaceable.

84. No, fast food should not be banned.

85. Yes, Al could take over some jobs.

PART 15: Storytelling Using Modals (Sample Short Story)

86-90. One day, | was walking in the park when | saw a lost puppy. I thought, "It might be
hungry.” | decided, "I should take it home." When | got-hieme, my mom said, "You must take
care of it." I promised, "I will feed and look after it.".L.ater, we found the owner, and he said,
"You ought to visit us anytime!"

PART 16: Correcting Mistakes.(Corrected Sentences)

91. He can drive.

92. You must go now.

93. She will go home.

94. | should call my. mother.
95. They may come late.

PART X7: Fun Game — Modal Charades (Possible Situations to Act Out)

96. Act like you are asking for permission (May | enter?).

97. Act like you are giving advice (You should drink water!).

98. Act like you are making a request (Could you pass me the book?).

99. Act like you are predicting the weather (It will rain tomorrow!).

100. Act like you are expressing a necessity (You must finish your work!).

51



Adjectives

An adjective is a word that describes or modifies a noun or pronoun. It gives more
information about how something looks, feels, tastes, sounds, or behaves. Adjectives
answer questions like What kind?, How many?, and Which one?

Examples:

e The blue sky is clear. (What kind?)
e She has three cats. (How many?)
e This is my book. (Which one?)

Adjectives make sentences more interesting and detailed. They can describe size, color,
shape, age, emotions, and more! Example: The small, happy child played outside.

Types of Adjectives

here are many types of adjectives. Let's look at them in detail with simple explanations and
examples.

1. Descriptive Adjectives (Adjectives of Quality)

These adjectives describe the quality of a noun. They tell us about the color, size, shape,
taste, texture, sound, or feeling of something.

Examples:

Color: The blue sky‘is'beautiful.
Size: She has a big house.
Shape: | bought.a’round table.
Taste: The cake is sweet.
Texture: This blanket is soft.
Sound:‘He has a loud voice.
Feeling: She is a happy girl.

2. Quantitative Adjectives (Adjectives of Quantity)
These adjectives tell us how much or how many of something there is.
Examples:

« | ate some rice. (How much?)

e She has little money. (How much?)

e He gave me all the books. (How many?)
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e There are twenty students in the class. (How many?)

3. Demonstrative Adjectives

These adjectives point out specific things or people. They tell us which one we are talking
about.

Examples:
e This book is mine. (Near, singular)
e That house is big. (Far, singular)
e These flowers are beautiful. (Near, plural)
e Those dogs are barking. (Far, plural)

4. Possessive Adjectives
These adjectives show ownership or possession. They tell us who something belongs to.

Examples:

This is my phone.

That is your bag.

He lost his keys.

She loves her cat.

They visited their grandparents.
We decorated our room.

5. Interrogative Adjectives

These adjectives are used in questions to ask about a noun. The most common interrogative
adjectives are what, which, and whose.

Examples:

e What book are you reading?
e Which color do you like?
e Whose pen is this?

6. Distributive Adjectives
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These adjectives refer to each person or thing in a group separately. The most common
distributive adjectives are each, every, either, and neither.

Examples:
o Each student must bring a notebook.
e Every house on this street is decorated.
o Either dress will look good on you.
e Neither option is correct.

7. Proper Adjectives

These adjectives come from proper nouns (names of specific people, places, or things).
They always start with a capital letter.

Examples:
e | love Italian food. (from Italy)

e She speaks French fluently. (from France)
o He likes Shakespearean plays. (from Shakespeare)

8. Compound Adjectives

These adjectives are made of two or. more words joined together. They usually have a
hyphen (-) between the words.

Examples:
e She has a well-known name.

o It was a five-star hotel.
« He gave me a broken-hearted look.

9.-Articles as Adjectives
The words a, an, and the are also considered adjectives because they modify nouns.
Examples:

e A dog is barking outside.

e late an apple.
e The moon is shining brightly.
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10. Emphasizing Adjectives

These adjectives put extra emphasis on a noun. The most common emphasizing adjectives
are own and very.

Examples:

e She made this dress with her own hands.
e This is the very book | wanted.

11. Exclamatory Adjectives

These adjectives are used to express strong emotions. The most common exclamatory
adjective is what.

Examples:

e What a beautiful dress!
« What an amazing view!

Comparison of Adjectives
Adjectives can also compare things. They have three degrees of comparison:
1. Positive Degree (describes one thing)

e Sheistall.
e This bookis interesting.

2. Comparative Degree (compares two things)

o U"She is taller than her sister.
o> This book is more interesting than that one.

3. Superlative Degree (compares more than two things)

e She is the tallest girl in the class.
e This is the most interesting book | have ever read.
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Summary Table of Types of Adjectives

\ Type of Adjective H Function || Example |
| Descriptive | Describes quality | She has a beautiful dress. |
| Quantitative || Shows amount/number | | have two pencils. |
| Demonstrative || Points out a houn I This book is mine. |
| Possessive || Shows ownership | That is my car. |
\ Interrogative H Asks a question H Which color do you like? |
\ Distributive H Refers to individual members of a group || Each student must participate. |
| Proper | Derived from proper nouns | | love Indian food. |
| Compound || Made of two or more words | Itisafour-star hotel. |
| Articles | Modify a noun | | ate an apple. |
| Emphasizing || Adds emphasis | This is my own idea. |
\ Exclamatory H Expresses strong emotion H What.atovely surprise! |
Conclusion

Adjectives make our sentences richer and more detailed. They help us describe things clearly and
make communication more interesting. There are many types of adjectives, each serving a different
purpose. By using adjectives correctly, we can make our writing and speaking more expressive and
meaningful.

Exercises on Adjectives

Part 1: Fill in the Blanks.

Fill in the blanks with the correct adjective.

1. The cat is sleeping. (color)

2. Shehasa dress. (size)

3. Wesawa elephant at the zoo. (big/small)
4. My grandmother is a woman. (kind/rude)
5. He gave mea gift. (beautiful/ugly)

6. The mowvie was . (boring/exciting)

7. llivelina house. (old/new)

8. Shebought a car. (fast/slow)

9. The test was . (easy/difficult)

10. The weather today is . (hot/cold)

Part 2: Identify the Adjectives

Find the adjectives in the following sentences.
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11.
12.
13.
14.
15.

16.
17.
18.
19.
20.

21.
22.
23.
24,
25.

HRoOoo~NoO,r~WNE

0.

The red balloon flew high in the sky.

| have two cute puppies.

This delicious cake was baked by my mother.
She wore a long, beautiful gown.

The noisy children played outside.

Part 3: Choose the Correct Adjective

Choose the correct adjective from the options.

That is a very story. (interesting / interest)
Heisa person. (kind / kindness)

The cake tastes . (sweet / sweetness)

She has a voice. (melodic / melody)

The baby has cheeks. (chubby / chubbiness)

Part 4: Degrees of Comparison

Fill in the blanks with the correct degree of comparison.

This dress is (pretty) than that one.

My house is the (big) in the ‘neighborhood.

He is (tall) than his brother.

The second question was (difficult) than the first.
Today is the (cold)day of the year.
Answers

Part 1: Fill in the Blanks

The black cat'is sleeping.

She has along dress.

We saw-a big elephant at the zoo.
My grandmother is a kind woman.
He gave me a beautiful gift.

The movie was exciting.

I live in an old house.

She bought a fast car.

The test was difficult.

The weather today is hot.
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11.
12.
13.
14.
15.

16.
17.
18.
19.
20.

21.
22.
23.
24,
25.

Part 2:

red

Identify the Adjectives

two, cute
delicious
long, beautiful

noisy

Part 3:

Choose the Correct Adjective

interesting

kind
sweet
melodic
chubby

Part 4:

Degrees of Comparison

This dress is prettier than that one.
My house is the biggest in the neighborhood.
He is taller than his brother.

The second question was more difficult thanthe first.

Today is the coldest day of the year.

Adverb

An adverb is a word.that“describes a verb, adjective, or another adverb. It tells how,
when, where, or to what extent an action happens.

Examples:

She runs.quickly. (How?)
We will leave tomorrow. (When?)
He’looked everywhere. (Where?)

Types of Adverbs

There are five main types of adverbs:

el A

Adverbs of Manner (How?)
Adverbs of Time (When?)

Adverbs of Place (Where?)
Adverbs of Frequency (How often?)
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5. Adverbs of Degree (To what extent?)

Let’s look at each type in detail with examples and common errors.

1. Adverbs of Manner (How?)
These adverbs tell us how an action happens. They usually end in -ly but not always.
Examples:

e She speaks softly.

e Heruns quickly.

e They work hard. (Hard is an adverb, not hardly!)

Common Errors:

& She sings good. (Wrong)
v She sings well. (Correct)

K He works hardly. (Wrong - Hardly means almost riot)
v He works hard. (Correct)

2. Adverbs of Time (When?)
These adverbs tell us when something happens.
Examples:

e | met him yesterday.

o We will gossoon.

o Shearrived late.

Common Errors:

K Lwill meet you yesterday. (Wrong - Yesterday is past)
v’ | met you yesterday. (Correct)

K He comes soon yesterday. (Wrong - Soon is for the future)
v He came yesterday. (Correct)
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3. Adverbs of Place (Where?)
These adverbs tell us where something happens.
Examples:

e She looked everywhere.

o The kids are playing outside.

e Heissitting here.

Common Errors:

K She is going outside of the house. (Wrong)
v She is going outside. (Correct)

& He went upstairs above. (Wrong - Repetition)
v/ He went upstairs. (Correct)

4. Adverbs of Frequency (How Often?)
These adverbs tell us how often something happens-
Examples:

o lalways wake up early.

e He never eats junk food.

e They sometimes play football.

Common Errors:

X 1 go always to sehool early. (Wrong - Wrong placement)
v | always go to-school early. (Correct)

K She doesn’t never eat meat. (Wrong - Double negative)
v She doesn’t ever eat meat. (Correct)

5. Adverbs of Degree (To What Extent?)
These adverbs tell us the intensity or degree of an action or quality.
Examples:

e Sheis very happy.
¢ He was too tired to walk.
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e The movie was quite interesting.
Common Errors:

K She is too happy today. (Wrong - Too means more than needed)
v She is very happy today. (Correct)

K This book is much interesting. (Wrong - Much is not used with adjectives)
v This book is very interesting. (Correct)

Placement of Adverbs

Adverbs should be placed correctly in a sentence. If placed wrongly, the sentence may
become unclear or have a different meaning.

Examples:

K He only eats vegetables. (Means he eats vegetables but'does not cook them!)
v He eats only vegetables. (Correct meaning: He does«iot eat meat or other foods!)

K 1 almost studied for the test. (Means you did NOT study!)
v | studied almost for the test. (Means you studied for most of the time!)

Comparison of Adverbs

Like adjectives, some adverbs can show comparison:

\Positive\\ComparativeHSuperIative\

\fast Hfaster Hfastest \
well  |better lbest |
lhard [lharder |hardest |

slowly> | more slowly |most slowly|

Examples:
e She runs fast. (Positive)

e She runs faster than me. (Comparative)
e She is the fastest in the team. (Superlative)
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Summary of Common Errors in Adverbs

\ Wrong Sentence H Correct Sentence || Error Type |
|She sings good. IShe sings well. |Wrong form |
\He works hardly. HHe works hard. HWrong meaning \
\I met him yesterday night.HI met him last night. HWrong time adverb\
\She goes always to school. HShe always goes to schooI.HWrong placement \
\She is too happy. HShe is very happy. ||Wrong intensity |
He doesn’t never eat meat.|He doesn’t ever eat meat. |Double negative |

Conclusion

Adverbs add detail to our sentences and make them more interesting. We use them to
describe how, when, where, how often, and to what extent something happens. However,
we should be careful while using adverbs to avoid common errors.

By practicing correct usage, we can improve our writing andspeaking skills.

Exercises on Adverbs

Part 1: Fill in the Blanks.

Fill in the blanks with the correct adverb.

1. Shesings J(How?)

2. Hearrived . (When?)

3. The children are playing . (Where?)

4. 1 go to bed early. (How often?)

5. She was tired after work. (To what extent?)
6. He drove the car . (How?)

7. They will visit us . (When?)

8. She looked for her lost key. (Where?)

9. The baby cried . (How?)

10. He\is busy to help now. (To what extent?)
11,We go to the park . (How often?)

12 She danced at the party. (How?)

13. He left the room . (When?)

14. The sun shines in the morning. (Where?)
15. They will arrive . (When?)

Part 2: lIdentify the Adverb.

Find the adverb in each sentence.
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16.
17.
18.
19.
20.
21.
22.
23.
24,
25.

She spoke politely to the teacher.
They will meet us tomorrow.

He always forgets his keys.

The bird flew high in the sky.

| am very happy today.

The train arrived late.

She writes neatly in her notebook.
The dog barked loudly.

He finished the work quickly.

We sometimes eat pizza for dinner.

Part 3: Choose the Correct Adverb.

Choose the correct adverb from the options.

26.
27.
28.
29.
30.
31.
32.
33.
34.
35.

She completed her homework . (quick / quickly)

He spoke to his parents. (rude / rudely)

The stars shine at night. (bright / brightly)

He drives than his brother. (careful/ more carefully)
They finished their work than expected. (fast / faster)
She writes than me. (neatly £ more neatly)

The test was difficult. (toa./ very)

I forget to lock the door.-(never / hardly)

She looked at the surprise gift. (happily / happy)

He ran to catch the bus. (quick / quickly)

Part 4: Correct the Mistake.

Each sentence has a mistake. Correct it.

36.
37.
38.
39.
40.
41-
42.
43.
44,
45.

She sings very good.

He speaks-English fluent.

They arrived lately at the party.

| did'my homework quick.

She ran too fastly.

He works hardly every day.

The weather is too hotly today.

| will come soonly.

She writes beautiful.

He is more stronger than his brother.

Part 5: Degrees of Comparison.

Fill in the blanks with the correct degree of comparison.
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46. He drives

47. This restaurant serves the

48. He spoke

(fast) than me.

49. She sings

(politely) than before.
(beautifully) in the choir.

(delicious) food in town.

50. That boy runs the

Answers
Part 1: Fill in the Blanks

beautifully
late
outside
always
very
carefully
tomorrow
everywhere
loudly

10. too

11. often

12. gracefully
13. suddenly
14. brightly
15. soon

CoNoR~LNE

Part 2: Identify the Adverb

16. politely
17. tomorrow
18. always

19. high

20. very

21. late

22 neatly

23. loudly

24. quickly
25. sometimes

Part 3: Choose the Correct Adverb

26. quickly
27. rudely
28. brightly

(quickly) in the race.
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29. more carefully
30. faster

31. more neatly
32. very

33. never

34. happily

35. quickly

Part 4: Correct the Mistake

36. She sings very well.

37. He speaks English fluently.

38. They arrived late at the party.
39. I did my homework quickly.
40. She ran too fast.

41. He works hard every day.

42. The weather is too hot today.
43. | will come soon.

44. She writes beautifully.

45. He is stronger than his brother.

Part 5: Degrees of Comparison

46. faster

47. most delicious
48. more politely
49. beautifully
50. quickest

Conjunctions

A conjunction is a word that joins two words, phrases, or sentences. It helps in making
senterces clear and smooth.

Examples:
o | like tea and coffee.

e She s sad but strong.
o We will go out if it stops raining.
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Types of Conjunctions

A conjunction is a word that joins two or more words, phrases, or sentences. It helps in
making sentences clear and smooth.

Examples:
o | like apples and oranges.

o She was tired, but she kept working.
e You can stay here or go home.

Types of Conjunctions

There are three main types of conjunctions:
1. Coordinating Conjunctions
2. Subordinating Conjunctions

3. Correlative Conjunctions

Let’s understand them in detail with examples.

1. Coordinating Conjunctions

These conjunctions join words, phrases, or independent sentences of equal importance.
Common Coordinating Conjunctions:

FANBOYS — For, And; Nor, But, Or, Yet, So

Examples:

| love‘tea and coffee.

Shewas tired, but she kept reading.

Y-ou can have pizza or pasta.

He didn’t study, so he failed the test.
I don’t like horror movies, nor do | watch them.

Common Errors:

K 1'am hungry so | want to eat. (Wrong without a comma)
v | am hungry, so | want to eat. (Correct)
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2. Subordinating Conjunctions
These conjunctions connect a dependent clause to an independent clause.
Common Subordinating Conjunctions:
because, although, if, since, when, while, before, after, unless, until
Examples:

o | stayed home because it was raining.

e Although she was tired, she kept working.

e You cannot go out unless you finish your homework.

e When he arrived, everyone clapped.

o If you study well, you will pass.

Common Errors:

K | stayed home. Because it was raining. (Wrong - Sentence is incomplete)
v | stayed home because it was raining. (Correct)

3. Correlative Conjunctions
These are pairs of conjunctions used together in a sentence.
Common Correlative Conjunctions:
either...or, neither...nor, both...and, not only...but also, whether...or
Examples:
« Either youapologize or you leave.
e She is both smart and kind.
o Neither he nor his friends were there.
o Netonly is she a singer, but also a dancer.
e I'don’t know whether to stay or leave.

Common Errors:

K He is both tall or strong. (Wrong - "or" should be "and")
v He is both tall and strong. (Correct)
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Conclusion

Conjunctions connect words, phrases, and sentences to make communication smooth.
Using the right conjunctions makes writing clear and effective. By practicing, you can avoid
common mistakes and improve your grammar.

Below are 10 examples for each type of conjunction from the information provided.

Examples

1. Coordinating Conjunctions (FANBOYS: For, And, Nor, But, Or, Yet,
S0)

IConjunction  |Examples |

1. He was late, for he missed the bus.

2. She stayed home, for she wasn’t feeling well.
3. He apologized, for he made a mistake.

4. | took an umbrella, for it was raiging.

5. She was nervous, for she had@an exam.

6. He studied hard, for he wanted to pass.
7
8
9
1

For

. We rested, for we were-tired.

. He left early, for he'had an appointment.

. She stopped talking; for she was upset.

0. They took shelter, for a storm was coming.

. | like coffee and tea.

. She bought apples and bananas.

. We laughed and played all day.

. He is'kind and intelligent.

»She writes songs and sings them.

/The dog barked and ran outside.

. | cleaned my room and did my homework.
. He enjoys football and basketball.

. She is my friend and my neighbor.

1
2
3
4
5
And 6
7
8
9
10. We danced and had fun.
1
2
3
4
5
6
7
8
9

. I don’t like tea, nor do I drink coffee.
. He neither called nor visited.
. They don’t smoke, nor do they drink.
. She doesn’t eat meat, nor does she eat fish.
. He doesn’t watch TV, nor does he play games.
. The baby won’t sleep, nor will he stop crying.
. I don’t have time, nor do | have money.
. He didn’t study, nor did he pass.
. She wasn’t happy, nor was she sad.
10. He didn’t go to school, nor did he do his homework.

1. She is tired, but she keeps working.
2. | wanted to help, but I was busy.

Nor

But
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IConjunction IExamples

3. He is rich, but not happy.
. It was cold, but sunny.
. She studied hard, but failed the test.
. He wanted to leave, but he stayed.
. | like pizza, but I don’t eat it often.
. She ran fast, but she lost the race.
. He is friendly, but sometimes rude.
0. It was raining, but we still went outside.

. Would you like tea or coffee?

. 'You can stay here or leave.

. He must study or he will fail.

. Do you prefer cats or dogs?

or . We can walk or take a taxi.
. Would you like juice or water?
. She can read or listen to music.
. Is it morning or afternoon?
. Will you sing or dance?

0. Do you want to eat now or later?

. He was tired, yet he continued working.

. She was angry, yet she smiled.

. He is poor, yet generous.

. The book is old, yet-interesting.

. She felt sleepy, yetshe stayed awake.

. He ate a lot, yet.he is still hungry.

. It was late, yet-we kept talking.

. She was nervous, yet she performed well.
0. The journey was long, yet enjoyable.

Yet

. I was hungry, so | ate dinner.

- She was tired, so she went to bed early.
-1t was raining, so we stayed inside.

. He studied hard, so he passed the exam.

. She missed the bus, so she walked home.
. I had a headache, so | took medicine.

. It was cold, so we wore jackets.

. She didn’t feel well, so she rested.

. He saved money, so he bought a car.

0. The movie was boring, so we left early.

So

4
5
6
7
8
9
1
1
2
3
4
5
6
7
8
9
1
1
2. It was sunny, yet cold.
3
4
5
6
7
8
9
1
1
2
3
4
5
6
7
8
9
1

2. Subordinating Conjunctions

(because, although, if, since, when, before, after, unless, until, while)

Conjunction |[Examples

\ Because H 1. | stayed home because | was sick.
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Conjunction

Examples

N

. He left early because he had work.

. She cried because she lost her keys.
. They are happy because they won.

. We can’t go out because it’s raining.

Although

. Although she was tired, she kept working.
. Although it was cold, we went outside.
. Although he failed, he didn’t give up.

. If you study, you will pass.
. If it rains, we’ll stay home.
. If she calls, tell me.

Since

. She has been happy since she got a job.
. Since it’s late, let’s go home.

When

. Call me when you arrive.
. I was sleeping when you called.

Before

. Brush your teeth before bed.
. Eat before you leave.

After

. We’ll go out after lunch.
. She called after the meeting.

Unless

. You can’t go unless you finish:
. I won’t go unless you come.

Until

. Wait until I come.
. Stay here until she arrives.

While

N EFRIINNEFPIND =N~ IINEFPIINNEFPIINRFPWONPRFP[WON PR [ODD W

. She listened to'music while studying.
. He was talking-while driving.

Examples of Each Cgrrelative Conjunction

Correlative conjunctions are pairs of words that work together to connect ideas in a

sentence. Below are 10 examples of each type.

1. Either...or

Used to show a choice between two options.

NoookrwbdPE

You can either stay here or come with me.

We can either watch a movie or go for a walk.

She wants to buy either a red dress or a blue one.
Either you apologize or I will leave.

You can have either tea or coffee.

I will call you either in the morning or in the evening.
Either the teacher is late or we came too early.
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8. He will study either at home or in the library.
9. Either my brother or my sister will pick me up.
10. The game will be held either in the park or at the stadium.

2. Neither...nor
Used to show a negative statement about two things.

1. He is neither rich nor famous.

2. She drinks neither tea nor coffee.

3. The baby is neither crying nor sleeping.

4. | like neither action movies nor horror films.

5. We have neither time nor money to travel.

6. They are neither at home nor at work.

7. The food was neither hot nor tasty.

8. He speaks neither Spanish nor French.

9. Neither my mother nor my father likes loud music.
10. The train was neither on time nor comfortable.

3. Both...and
Used to emphasize two connected things.

1. Sheis both kind and intelligent:

2. | love both pizza and pasta.

3. He speaks both English and German.

4. They visited both Paris and Rome.

5. We need both money and time for this project.
6. Both my brother;and my sister are doctors.

7. The hotel was both clean and comfortable.

8. He enjoys hoth reading and writing.

9. The weather is both cold and windy today.

10. She is‘good at both singing and dancing.

4, Not only...but also
Used to add extra information or emphasize two things.

She is not only a teacher but also a writer.

He speaks not only Spanish but also French.

The movie was not only exciting but also emotional.
He is not only tall but also strong.

| visited not only London but also Paris.

This book is not only interesting but also educational.

o E
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She is not only beautiful but also intelligent.

He is not only my friend but also my business partner.

The restaurant serves not only great food but also delicious desserts.
0. She is not only hardworking but also very creative.

B2 oo~

5. Whether...or
Used to show two possible options or conditions.

1. Idon’t know whether she is coming or not.

2. Whether we win or lose, we will keep playing.

3. He was unsure whether to stay or leave.

4. Whether you like it or not, this is the truth.

5. Ican’t decide whether to buy the blue dress or the red one.
6. They were discussing whether to travel by train or by plane.
7. She asked me whether | wanted tea or coffee.

8. Whether it rains or shines, we will go hiking.

9. Whether he is joking or serious, I can’t tell.

10. We should respect others whether they agree with us‘or not.

Common Errors in the Use of Conjunctions (With Corrections)

Below are common mistakes people make when, using conjunctions, along with their
corrected versions.

1. Using ""but’ and "although" together

K Although she was tired,but she continued working.
Although she was tired, she continued working.

2. Using "'either* with "and" instead of "'or

&K You canrhave either tea and coffee.
You'can have either tea or coffee.

3:Ysing "'neither™ with "or' instead of ""'nor"'

K She likes neither apples or oranges.
She likes neither apples nor oranges.

4. Repeating conjunctions unnecessarily

& He is both intelligent and also hardworking.
He is both intelligent and hardworking.
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5. Incorrect placement of ""because""

& I didn’t go to school because | was sick, | stayed home.
I didn’t go to school because I was sick.

6. Incorrect use of "'since' for reasons instead of time

K 1 didn’t go out since it was raining. (wrong for giving reasons)
I didn’t go out because it was raining.

7. Using "'so"" and "'because'* together

& | stayed home because | was sick, so I didn’t go to school.
| stayed home because | was sick.
| was sick, so | stayed home.

8. Using ""nor"* without "'neither""

K 1 don’t like tea, nor do | like coffee.
| like neither tea nor coffee.

9. Using "'but™ instead of "'yet"* for contrast

K The book is old, but interesting.
The book is old, yet interesting.

10. Using "‘whether'* with ""and" instead of ""or"

&K 1don’t know whether shewill come and not.
I don’t know whether.she will come or not.

11. Using "not only'* without "'but also™

K She’is not only a singer, a dancer.
She is not only a singer but also a dancer.

12. Using ""although™ and ""however"* together

&K Although it was raining, however we went out.
Although it was raining, we went out.
It was raining; however, we went out.

13. Using ""until'* instead of ""unless"
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K You won’t pass until you study.
You won’t pass unless you study.

14. Using ""because'" with a question

K Why didn’t you come because you were sick?
Why didn’t you come? Was it because you were sick?

15. Using "for" instead of ""because' in spoken English

K | stayed home for | was tired. (Too formal for conversation)
| stayed home because I was tired.

16. Using "'so"" with ""therefore™

& It was raining, so therefore, we stayed inside.
It was raining, so we stayed inside.
It was raining; therefore, we stayed inside.

17. Incorrectly using "'nor"* without negation

K 1 like coffee, nor do I like tea.
I neither like coffee nor tea.

18. Using ""unless' instead of **if*"

K Unless you study, you will pass.
If you study, you willpass.

19. Using "'before’” instead of ""until™

K Wait before | come.
Wait until | come.

20..Jsing "'so that' instead of "'so""

K It was late, so that we left.
It was late, so we left.

21. Using ""both™ and "'as well as"" together
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K Sheis both intelligent as well as kind.
She is both intelligent and kind.

22. Using ""either" without ""or"

&K You can have either cake.
You can have either cake or ice cream.

23. Using ""nor'" incorrectly in a positive sentence

&K She likes chocolate, nor does she like vanilla.
She does not like chocolate, nor does she like vanilla.

24. Using "'while" instead of ""whereas'" for contrast

K She loves pizza, while he hates it.
She loves pizza, whereas he hates it.

25. Using ""if*" instead of "'whether™

K 1 don’t know if he will come or not.
I don’t know whether he will come or not.

Exercises on Conjunctions

Instructions: Fill in the blanks with the correct conjunctions from the choices given in
parentheses.

A. Coordinating Conjunctions (For, And, Nor, But, Or, Yet, So)

1. lwastiredx_ "~ | wentto bed early. (but/so/for)

2. Shelikestea _ coffee. (and/or/nor)

3. Hedsrich, _ heis not happy. (but/so/for)

4..XYou can have juice __ milk. (and/or/nor)

5. She was sick, _ she still went to work. (yet/but/so)
6. Idon’tlike carrots,  do I eat broccoli. (nor/or/and)
7. Wecangobybus,  we can take a taxi. (or/and/nor)
8. Itwasraining,  we stayed inside. (for/so/but)

9. Hestudied hard, __ he passed the exam. (and/so/but)
10. She issmall, __ she is very strong. (yet/or/and)
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B. Subordinating Conjunctions (Because, Although, If, Since, When, Before, After,
Unless, Until, While)

11. She stayed home __ she was sick. (because/if/since)

12. I'will call you ____ I get home. (when/until/before)

13. Heran fast  he didn’t win the race. (although/because/if)

14. She waited I arrived. (until/before/after)

15. _ you finish your homework, you cannot go out. (Unless/If/Because)

16. | brushed my teeth __ going to bed. (before/after/while)

17. You should rest __ you feel better. (until/if/since)

18. The baby slept the mother was cooking. (when/while/because)
19. I have been happy I started my new job. (since/until/before)
20. We will go for a picnic the weather is nice. (if/unless/although)

C. Correlative Conjunctions (Either...or, Neither...nor, Both...and, Not only...but also,
Whether...or)

21. Youcanhave  tea  coffee. (either...or/neither...nor/not only...but also)

22.Hespeaks  Spanish  French. (not-only...but also/both...and/neither...nor)

23. She likes ~ reading  writing. (both...and/either...or/not only...but also)

24. We don’thave  money ___~time to travel. (neither...nor/both...and/either...or)

25.1don’tknow  heiscoming  not. (whether...or/either...or/neither...nor)
Answers

A. Coordinating-Conjunctions

So
and
but
or
yet
nor
or
S0
. SO
0. yet

RBOoNoaHwNE

B. Subordinating Conjunctions
11. because
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12. when
13. although
14. until

15. unless
16. before
17. until

18. while
19. since
20. if

C. Correlative Conjunctions

21. either...or
22. both...and
23. both...and
24. neither...nor
25. whether...or

Interjection

An interjection is a word or phrase that expresses,strong emotions, feelings, or sudden
reactions. It is often used in speech and writing to show excitement, surprise, happiness,
sadness, or anger. Common interjections include Wow!, Oh!, Oops!, Hey!, and Ouch!. They

usually stand alone in a sentence.

Types of Interjections

1. Interjections for Greeting
These interjections are used to greet or welcome someone.
Examples:

Helo! How are you today?
Hey! It’s been a long time.
Hi! Nice to see you.
Goodbye! See you tomorrow.
Welcome! Please come in.

2. Interjections for Joy

These interjections express happiness, excitement, or delight.
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Examples:

Wow! This cake is delicious!
Hurray! We won the match!
Yay! We are going on a vacation!
Woohoo! I got my dream job!
Yippee! It’s my birthday today!

3. Interjections for Surprise
These interjections show shock, amazement, or disbelief.
Examples:

Oh! I didn’t expect you here.
What! You lost your phone again?
Whoal! That car is super fast!
Really? Is that true?

Gosh! I forgot my keys!

4. Interjections for Pain
These interjections express physical or emetional pain.
Examples:

Ouch! That hurt my finger!
Ahh! My back is aching.
Oh no! I failed the test.
Ow! The cat:scratched me!
Alas! The eld’king has died.

5. Interjections for Anger or Frustration
These interjections express annoyance, frustration, or anger.
Examples:

Ugh! | hate traffic jams.

Damn! I missed the bus.

Grr! He took my book without asking.
Oh come on! That’s not fair.

Argh! This computer is so slow!
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6. Interjections for Doubt or Hesitation
These interjections show uncertainty, thinking, or hesitation.
Examples:

e Um...Idon’t know the answer.

e Er... Can | borrow some money?
e« Hmm... Let me think about it.

e Uh-oh! Something is wrong.

e Well... | am not sure about that.

7. Interjections for Calling Attention
These interjections are used to call someone’s attention.
Examples:

e Hey! Look over here!

o Listen! I have something important to say.
e Shh! Be quiet in the library.

e Ahem! May | have your attention?

e Look! There’s a rainbow in the sky:

Conclusion

Interjections make conversations more natural and expressive. They help us show
emotions quickly-and effectively. By using the right interjection, you can make your speech
more engaging and livelier.

Exercises.on Interjections

Instruetions: Fill in the blanks with suitable interjections.

A. Interjections for Greetings

_____1How have you been?

____'t’s nice to meet you.

____ 11 hope you have a great journey.
____"'Welcome to my home.
____1'See you tomorrow.

agkrownE
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B. Interjections for Joy

. I'We finally won the match!
_____I'This is the best gift ever!

____ 1] passed my exams with top marks!
_____ 11l just got promoted!

0. !"'Weare going to Disneyland!

B2 Ooo~N®

C. Interjections for Surprise

11. _ 'You finished the whole cake by yourself?
12. 'l can’t believe she said that.

13. ! That magician's trick was amazing!

14, 1'You are moving to another country?

15. _ !'This place looks so different now!

D. Interjections for Pain

16. 'l just stubbed my toe.

17. 1 This headache is unbearable.

18. !l burned my hand while caoking.
19. ' My leg hurts after falling:

20. ' We lost the championship match.

Answers to the Exereises on Interjections

A. Interjections for Greetings

Hello! How have you been?

Hi! It’s nice to meet you.

Goodbye! | hope you have a great journey.
Welcome! Welcome to my home.

Bye! See you tomorrow.

AN L

B. Interjections for Joy

6. Hurray! We finally won the match!
7. Wow! This is the best gift ever!
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8. Yay! I passed my exams with top marks!
9. Woohoo! I just got promoted!
10. Yippee! We are going to Disneyland!

C. Interjections for Surprise

11. What! You finished the whole cake by yourself?
12. Oh! I can’t believe she said that.

13. Whoa! That magician's trick was amazing!

14. Really? You are moving to another country?

15. Gosh! This place looks so different now!

D. Interjections for Pain

16. Ouch! | just stubbed my toe.

17. Ahh! This headache is unbearable.

18. Ow! I burned my hand while cooking.
19. Oof! My leg hurts after falling.

20. Alas! We lost the championship match.

Roles and Functions of Each Part of-Speech in Sentences

The parts of speech are the building blocks of English grammar. Every word in a sentence
belongs to a specific category,-and each category has a unique role. There are eight main
parts of speech: nouns, pronouns, verbs, adjectives, adverbs, prepositions, conjunctions,
and interjections. Below, we will discuss each part in detail, including its function in a

sentence, examples, and exercises for practice.

1.-Nouns
A noun is a word that names a person, place, thing, or idea.
Functions of Nouns:
1. Subject — The noun performs the action.
o Example: John plays football.

2. Object — The noun receives the action.
o Example: She reads a book.
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3. Possession — Shows ownership.
o Example: This is Sarah’s house.
4. Appositive — Renames another noun.
o Example: My friend, Emily, is kind.

2. Pronouns

A pronoun is a word used in place of a noun to avoid repetition.
Functions of Pronouns:

1. Subject Pronoun — Replaces the subject noun.
o Example: He is my teacher.

2. Object Pronoun — Replaces the object noun.
o Example: She called me.

3. Possessive Pronoun — Shows ownership.
o Example: This book is mine.

4. Reflexive Pronoun — Refers back to the subject.
o Example: She did it herself.

3. Verbs

A verb is a word that shows action or-state of being.
Functions of Verbs:

1. Action Verb — Shows physical or mental action.
o Examplei:She runs every morning.
2. Linking Verb>Connects the subject to information.
o Example: He is happy.
3. Helping Verb — Supports the main verb.
oL Example: She has finished her work.
4. Transitive Verb — Needs an object.
o Example: She buys a dress.
5% Intransitive Verb — Does not need an object.
o Example: He sleeps peacefully.

4. Adjectives

An adjective is a word that describes a noun or pronoun.

Functions of Adjectives:
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1. Descriptive Adjective — Describes qualities.
o Example: She has a beautiful dress.
2. Demonstrative Adjective — Points out specific nouns.
o Example: This book is mine.
3. Comparative Adjective — Compares two things.
o Example: She is taller than her sister.
4. Superlative Adjective — Compares three or more things.
o Example: She is the smartest girl in class.

5. Adverbs

An adverb is a word that modifies a verb, adjective, or another adverb.

Functions of Adverbs:

1. Adverb of Manner — Shows how an action happens.
o Example: She sings beautifully.
2. Adverb of Time — Tells when an action happens.
o Example: We met yesterday.
3. Adverb of Place — Shows where an action happens.
o Example: He is standing outside.
4. Adverb of Frequency — Shows how often'something happens.
o Example: She always comes on.time.

6. Prepositions

A preposition is a word that-shows the relationship between a noun/pronoun and another

word.
Functions of Prepositions:
1. Preposition of Place — Shows location.
o Example: The book is on the table.
2. «Preposition of Time — Shows time.
o Example: She was born in July.

3. Preposition of Direction — Shows movement.
o Example: He went to school.

7. Conjunctions

A conjunction is a word that joins words, phrases, or clauses.
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Functions of Conjunctions:

1. Coordinating Conjunctions — Join equal parts (FANBOYS: For, And, Nor, But, Or,
Yet, So).
o Example: She likes tea, but he prefers coffee.
2. Subordinating Conjunctions — Join dependent and independent clauses.
o Example: She left because she was tired.
3. Correlative Conjunctions — Work in pairs.
o Example: Either you leave or I will.

8. Interjections
An interjection is a word that expresses emotion.
Functions of Interjections:

1. Shows Joy — Example: Hurray! We won the game.
2. Shows Surprise — Example: Oh! I didn’t see you there:
3. Shows Pain — Example: Ouch! That hurts.

Exercises on Parts of Speech

(Identify the part of speech of the underlined word in each sentence.)

1. She (quickly) finished her-homework.

2. (Wow!) That was an.amazing performance!
3. (He) is my best friend.

4. | met her (at) thepark.

5. We went home (because) it started to rain.
6. They gave‘(him) a present.

7. (This) car-is very expensive.

8. She spoke (softly) in the meeting.

9. (Neither) John (nor) Mary was present.
10.She is (intelligent) and hardworking.

Answers

Adverb
Interjection
Pronoun
Preposition
Conjunction
Pronoun

oakrwdE
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7. Adjective

8. Adverb

9. Correlative Conjunction
10. Adjective

Conclusion

Each part of speech plays an important role in forming meaningful sentences. Understanding
their functions helps in speaking and writing correctly. Keep practicing with different
examples to master the parts of speech.

1.2: Sentence Structure
. Word order and Sentence Pattern
. Subject, predicate, and object

. Types of sentences: declarative, interrogative, imperative, and
exclamatory

1. Sentence Structure

A sentence is a group of words that expresses a complete thought. It must have a subject and
a predicate to be meaningful.

Basic Sentence Structure

A sentence typically follows this structure:
Subject + Verb +Object (SVO)
Example: She.(S) writes (V) a letter (O).

e She (S)-eats (V) an apple (O).

e They (S) play (V) football (O).

o John (S) writes (V) a letter (O).

e We (S) watched (V) a movie (O).

e The dog (S) chased (V) the cat (O).
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Types of Sentence Structures

1.

2.

Simple Sentence — Contains one independent clause.

o Example: She reads books.

Compound Sentence — Contains two independent clauses joined by a coordinating
conjunction.

o Example: She reads books, and she writes stories.

Complex Sentence — Contains one independent clause and one or more dependent
clauses.

o Example: Although she was tired, she finished her homework.
Compound-Complex Sentence — Contains two or more independent clauses-and
one or more dependent clauses.

o Example: She reads books, and she writes stories because she loves

literature.

2. Word Order and Sentence Pattern

Word Order in English Sentences

English follows a Subject-Verb-Object (SVO) order.

Correct: She (S) bought (V) a car (O).
Incorrect: Bought she a car.

Common Sentence Patterns

AR A

S +V — She sings.

S+V + O — He eats anapple.

S +V + C — The skyis blue. (C = Complement)
S+V + 0O+ O —She gave me a gift.

S+V + O + C <5They made me happy.

Examples

1. Subject#+ Verb (S + V)

(Sentence contains only a subject and a verb.)

agrownE

She sings.

The baby cries.
Birds fly.

They dance.
He sleeps.
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2. Subject + Verb + Object (S+V + O)
(Sentence includes a subject, verb, and object.)

She reads a book.
Tom Kicks the ball.
We watch TV.
They eat pizza.

He drives a car.

orwdPE

3. Subject + Verb + Complement (S+V + C)
(Sentence has a subject, verb, and complement that describes the subject.)

She is happy.

The sky looks blue.

They became friends.
John feels tired.

The food smells delicious.

agkrownE

4. Subject + Verb + Object + Object (S+V + O + O)
(Sentence includes a subject, verb, direct.ebject, and indirect object.)

She gave me a gift.

They sent us an invitatien:

He teaches the students English.
Mom bought me.a.dress.

She told him a secret.

AR A

5. Subject+Verb + Object + Complement (S+V + O + C)
(Sentence has a subject, verb, object, and complement that describes the object.)

They made me happy.

She painted the wall blue.

The teacher called him intelligent.
The joke made everyone laugh.
He named his cat Whiskers.

agkrownE
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3. Subject, Predicate, and Object

Subject
The subject is the person or thing that performs the action.

« Example: John plays football.

Predicate

The predicate contains the verb and tells what the subject does.
o Example: John plays football.

Object

The object is the person or thing affected by the verb.

o Example: John plays football.

4. Types of Sentences

1. Declarative Sentences (Statements)
These sentences make a statement and end with a period.

1. The sun rises in the east.

2. |love reading books:

3. She is a good singer,

4. We went to the park yesterday.
5. He plays football every Sunday.
6. My mother'is a doctor.

7. The catis sleeping on the sofa.
8. Thiscake tastes delicious.

9. They are watching a movie.
10.°The weather is very cold today.

2. Interrogative Sentences (Questions)
These sentences ask a question and end with a question mark.

What is your name?
Where do you live?
How old are you?
Why are you late?

el A
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Can you help me with my homework?
What time does the train arrive?

Do you like ice cream?

Who is your best friend?

How do you solve this problem?

0 Are you coming to the party?

'—‘090.\‘.0’9"

3. Imperative Sentences (Commands/Requests)
These sentences give commands, requests, or instructions.

1. Close the door.

2. Please pass me the salt.

3. Stand up straight.

4. Don't touch the hot stove.

5. Be kind to others.

6. Finish your homework before dinner.
7. Sit down and listen carefully.

8. Call me when you arrive.

9. Open your books to page ten.

10. Speak politely to your elders.

4. Exclamatory Sentences (Strong Feelings)
These sentences express strong emotions and end with an exclamation mark.

1. Wow! That was an amazing performance!

2. Oh no! | forgot my keys!

3. Hurray! We won:the game!

4. Ouch! That really hurt!

5. What a beautiful sunset!

6. | can't believe we are going on vacation!

7. This is'the best birthday ever!

8. Oh'my goodness! The cake is so delicious!
9. .What a fantastic idea!

10 1'm so excited to meet my favorite singer!

Exercises on Sentence Structure and Types

(Identify the sentence structure, and type of sentence.)

She bought a new phone.

What is your favorite color?

Although it was raining, we went outside.

Open the door, please.

| love reading books because they are interesting.

agkrownE
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Why are you late?

'—“~°.°°.\‘.C”

Answers

1. SVO, Declarative

2. SVO, Interrogative
3. SVO, Declarative

4. SVO, Imperative

5. SVO, Declarative

6. SVO, Declarative

7. SVO, Exclamatory
8. SVO, Declarative

9. SVO, Interrogative
10. SVO + C, Declarative

1.3: Tenses and Verb Forms

Present, past, and future tenses

0 They painted the house blue.

She won the competition, and she felt very happy.
Wow! That was an incredible performance!
The teacher gave us homework.

Identifying the Grammatical labels>and Functional labels of
words

Verb in Function—Gerund ; Infinitives, Participles—their uses

1. Present, Past;and Future Tenses

Tenses show the time of an action. They are divided into three main types:

Table of Tenses with Subtypes and Examples

Tense .
Type Subtype Description Examples (10 each)
1. She drinks coffee every morning.
2. The sun rises in the east.
3. 1 go to school by bus.
Present ||Simple Describes habits, ||4. Birds fly in the sky.
Tonse Present general truths, or ||5. He plays football every Sunday.

regular actions.

6. Water boils at 100°C.

7. They live in New York.

8. She teaches English.

9. We visit our grandparents every summer.
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Tense

Type Subtype Description Examples (10 each)
| 110. He works in a bank.
1. She is reading a book.
2. They are playing football in the park.
3. I am watching TV.
Describes actions ||4. It is raining outside.
Present happening now ||5. We are studying for our exams.
Continuous ||or temporary 6. She is cooking dinner.
situations. 7. The baby is sleeping.
8. He is talking on the phone.
9. They are building a new house.
10. She is learning Spanish.
1. I have visited Paris.
2. She has finished her homework.
Describes actions ||3. They have seen this movie befare.
that happened at ||4. He has worked here for five,years.
Present an unspecified  ||5. We have eaten lunch already.
Perfect time or started in ||6. She has met the president.
the past and 7. | have read that book.
continue. 8. The train has justarrived.
9. They have traveled to Japan.
10. He has written three books.
1. She hasbeen studying for two hours.
2. They have been playing football all morning.
3. He has been working here since 2010.
Present Describes actions ||[4:-WWe have been waiting for the bus for 30 minutes.
P that started in the4|5. | have been learning Spanish for a year.
erfect . L
i past and are still> ||6. She has been painting the house.
Continuous - . .
continuing. 7. The baby has been crying since noon.
8. He has been watching TV all day.
9. They have been traveling for a month.
10. She has been writing a novel.
1. I visited my grandparents last weekend.
2. She finished her homework yesterday.
3. They watched a movie last night.
Describes 4. He wrote a book last year.
Past Simiple Past completed 5. We played football in the park.
Tense actions in the 6. The train arrived on time.
past. 7. She called me in the morning.
8. He bought a new car.
9. They went to the beach.
10. She danced at the party.
Describes actions ||1. She was reading a book when | called.
p that were 2. They were playing football when it started raining.
ast : .
Continuous happening ata ||3. He was sleeping when the alarm rang.

specific time in
the past.

5

4. 1 was watching TV at 8 PM.

. She was cooking dinner when the phone rang.
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Tense
Type

Subtype

Description

Examples (10 each)

6. We were waiting for the bus.

7. He was working late.

8. The children were playing in the park.
9. It was raining heavily.

10. She was talking to her friend.

Past Perfect

Describes actions
that happened
before another
past action.

. She had finished her work before | arrived.

. He had already left when we reached.

. They had eaten dinner before 8 PM.

. | had seen that movie before.

. She had visited London before moving there.

. The train had already departed.

. We had met before the party.

. He had read the book before the exam.

9. She had cleaned the house before guests arrived.

10. They had traveled to Paris before they got married.

ONO O WN B

Past Perfect
Continuous

Describes actions
that were
happening for a
duration before
another past
event.

1. She had been studying for.three hours before the test.
2. He had been working here for five years before
retiring.

3. They had been playing football before it rained.

4. | had been waiting for an hour before the bus arrived.
5. She had been cooking dinner for a long time.

6. He had-been driving for two hours.

7. We had been walking for miles.

8. The dog had been barking all night.

9T hey had been building the house for a year.

10. She had been teaching for ten years.

Future
Tense

Simple
Future

Describes actions
that will happen
in the future.

. She will travel to Paris next year.

. They will watch a movie tonight.

. I will help you with your homework.
. We will go to the park tomorrow.

. He will call you later.

. She will start a new job.

. They will visit their grandparents.

. The sun will rise at 6 AM.

0. She will bake a cake.

Future
Continuous

Describes actions
that will be
happening at a
specific time in
the future.

. She will be reading a book at 8 PM.
. They will be playing football in the evening.
. He will be sleeping when you arrive.
. I will be watching TV at night.
. She will be cooking dinner at 7 PM.
. We will be traveling next week.
. He will be studying all night.
. They will be waiting for us.
9. It will be raining tomorrow.
10. She will be shopping in the afternoon.

1
2
3
4
5
6
7
8
9. I will buy a new car.
1
1
2
3
4
5
6
7
8
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Tense

Type Subtype Description Examples (10 each)
She will have finished her work by 5 PM.
They will have arrived by now.
Describes actions I will have completed my studies by next year.
. He will have read the book before the exam.
that will be
Perfect completed before She will have cooked dinner before we arrive.

a certain time in

the future. We will have finished the project soon.

They will have traveled by then.
He will have written the report.

1.
2.
3.
4,
Future 5. The train will have left by then.
6.
7.
8.
9.
10. She will have painted the house.

2. Grammatical and Functional Labels of-Words
Words in a sentence have grammatical and functional labels.

A. Grammatical Labels

These show the type of word in a sentence.

Noun — A person, place, or thing.(€:g., dog, London, happiness)

Verb — An action or state (e.g., tun, is, write)

Adjective — Describes a noufi (e.g., beautiful, big, fast)

Adverb — Describes a verb, adjective, or another adverb (e.g., quickly, very, always)
Pronoun — Replaces.a.noun (e.g., he, she, it)

Preposition — Shows’position or direction (e.g., in, on, under)

Conjunction — Connects words or sentences (e.g., and, but, because)

Interjection= Shows emotion (e.g., Wow! Oh! Ouch!)

B. Functional Labels
These show the role a word plays in a sentence.

Subject — Who or what the sentence is about.

Predicate — The part of the sentence containing the verb.

Object — The person or thing affected by the action.
Complement — A word that completes the meaning of a sentence.
Modifier — A word that adds detail to a noun or verb.
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Examples of Grammatical and Functional Labels

Sentence Grammatical Functional Label
Label
1. John plays football. lJohn (Noun) |Subject
2. She bought a new car. bought (Verb) |Predicate (Main Action)
3: The beautiful flowers smell beagtlfu_l Modifier (Describes “flowers")
nice. (Adjective)
\4. They are reading a book. Hreading (Verb) HPredicate (Main Action)
5. We saw a movie yesterday. | movie (Noun) |Object (Receiver of Action)
6. She gave me a gift. Ime (Pronoun) Indirect Object
7. The boy ran quickly. lquickly (Adverb)  |[Modifier (Describes ‘ran”)
\8. We went to the park. Hpark (Noun) HObject of Preposition ("to the park")
9. He is tall and strong. tall (Adjective) ?#g;d Complemment (Describes
110. She sat on the chair. lon (Preposition)  |[Part of Prepositional Phrase

Exercises: Identify Grammatical and Functional L.abels

Instructions:

For each sentence below, identify the grammatical Tabel (Noun, Verb, Adjective, Adverb,
Pronoun, etc.) and the functional label (Subjeet; Object, Predicate, Modifier, etc.) of the
bold word.

Part A: Identify the Grammatical and Functional Label

1. John plays football every weekend.

2. She bought a new dress yesterday.

3. The beautiful flowers are in the garden.
4. They happily danced at the party.

5. He gave the-book to me.

6. We went tosthe library to study.

7. The dog barked loudly.

8. She sat under the tree.

9. Her'dress is blue.

10.The teacher explained the lesson clearly.

Part B: Identify Grammatical and Functional Label in Complex Sentences

11. The tall girl won the race.

12. He writes carefully in his notebook.

13. I saw a bird sitting on the tree.

14. They are going to the park now.

15. The book on the table is mine.

16. The students completed their homework before dinner.
17. 1 quickly finished my assignment.

18. The baby cried loudly at night.
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19. He always arrives early to class.

20. Honesty is the best policy.

Answers

| Sentence

| Grammatical Label | Functional Label

\1. John plays football every weekend.

HJohn (Noun)

HSubject

\2. She bought a new dress yesterday.

Hbought (Verb)

HPredicate (Main Action)

3. The beautiful flowers are in the garden.

Hbeautiful (Adjective) HModifier (Describes "flowers™)

4. They happily danced at the party.

| happily (Adverb)

[Modifier (Describes "danced")

5. He gave the book to me.

Ime (Pronoun)

Indirect Object

6. We went to the library to study.

library (Noun)

Object of Preposition (*'to the
library™)

7. The dog barked loudly.

lbarked (Verb)

|Predicate (Main Action)

8. She sat under the tree.

lunder (Preposition)

|Part of Prepositional Phrase

9. Her dress is blue.

[Her (Pronoun)

[Possessive Modifier

\10. The teacher explained the lesson clearly. Hexplained (Verb)

HPredicate (Main Action)

\11. The tall girl won the race.

tall (Adjective)

HModifier (Describes "girl™)

|12. He writes carefully in his notebook.

Hcarefully (Adverb)

Modifier (Describes "writes")

113. I saw a bird sitting on the tree.

lbird (Notin)

|Object (Receiver of Action)

\14. They are going to the park now.

HThey (Pronoun)

[Subject

|15. The book on the table is mine.

| mine (Pronoun)

|Subject Complement

before dinner.

16. The students completed their homework

homework (Noun)

Object (Receiver of Action)

117. 1 quickly finished my assignment.

lquickly (Adverb)

[Modifier (Describes “finished") |

118. The baby cried loudly at night: loudly (Adverb) [Modifier (Describes "cried”) |
\19. He always arrives early to class. Hearly (Adverb) HModifier (Describes "arrives") \
\20. Honesty is the best palicy. HHonesty (Noun) HSubject \

3. \erb Functions: Gerunds, Infinitives, and Participles

A. Gerunds

A gerund is a verb that ends in -ing and functions as a noun.

o Example: Swimming is fun. (Gerund as subject)
e Example: | enjoy reading. (Gerund as object)
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B. Infinitives
An infinitive is the base form of a verb preceded by to.

o Example: I want to dance. (Infinitive as object)
o Example: To read is important. (Infinitive as subject)

C. Participles
A participle is a verb form that functions as an adjective.

e Present Participle (-ing): The running water is cold.
o Past Participle (-ed, -en, etc.): The broken glass is sharp.

4. Exercises

A. Tenses (20 Questions)

1. She (play) football every Sunday. (Present Simple)

2. They (study) for two hours. (Present Perfect Continuous)
3. He (write) a book last year. (Past Simple)

4. 1 (watch) TV when you called. (Past Continuous)

5. By next year, we (finish) our project. (Future Perfect)

B. Identifying Grammatical andckunctional Labels (20 Questions)

Identify the noun in the sentence: John loves pizza.

Identify the verb in the sentence: She sings beautifully.

Identify the subject in'the sentence: The dog barked loudly.
Identify the object in the sentence: He kicked the ball.

Identify the preposition in the sentence: The book is on the table.

ko

C. Gerunds, Infinitives, and Participles (20 Questions)

Identify the gerund: Swimming is good for health.

Identify the infinitive: She loves to dance.

Identify the participle: The broken chair needs fixing.

Complete the sentence: | enjoy (read) books. (Gerund)

Complete the sentence: She decided (travel) next year. (Infinitive)

BN e

5. Answers

A. Tenses Answers

1. plays
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have been studying
wrote

was watching

will have finished

aRrwd

B. Grammatical and Functional Labels Answers

John (Noun)
sings (Verb)

The dog (Subject)
the ball (Object)
on (Preposition)

agkrownE

C. Gerunds, Infinitives, and Participles Answers

Swimming (Gerund)
to dance (Infinitive)
broken (Participle)
reading

to travel

orwdPE

1.4: Articles and Determiners
Usage of 'a', 'an’, and 'the’
Other determiners: some, any, few, many, much, etc.

Articles and Determiners

What are Articles and Determiners?
Articles and determiners are words used before nouns to give more information about them.
Articles (A{An, The)
Articles help specify whether a noun is general or specific.
IyIindefinite Articles (A, An)
We use ‘a’ and ‘an’ when we talk about any person or thing, not a specific one.

e ‘A’ isused before words that begin with a consonant sound.

o Example: a cat, a dog, a house, a university (because ‘university' sounds like
yu’ which is a consonant sound).
e ‘An’ is used before words that begin with a vowel sound (a, ¢, i, 0, U).

o Example: an apple, an egg, an orange, an hour (because ‘hour’ is silent, so the
sound is a vowel).
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Examples of ‘A’ and ‘An’

She adopted a puppy.

I saw an elephant at the zoo.

He ate a banana.

She is an honest person. (*h' is silent, so it sounds like a vowel)

2. Definite Article (The)
We use ‘the’ when we talk about a specific person, place, or thing.

e Used when both the speaker and the listener know which thing is being talked
aboult.

e Used before unique things (e.g., the sun, the moon, the sky).

o Used before rivers, seas, mountains, and countries with plural names (e.g., The
Himalayas, The United States, The Pacific Ocean).

Examples of ‘The’

The sun rises in the east.

We went to the park yesterday.

| saw the Eiffel Tower in Paris.
She returned the book I lent her.

Other Determiners

1. Demonstratives (This, That,These, Those)
Demonstratives point to specific things:

This (singular,near): This book is mine.
That (singular, far): That house is big.

These (plural, near): These apples are fresh.
Those(plural, far): Those birds are flying.

2. Quantifiers (Some, Any, Many, Much, Few, Little, Several, All, Both, Each, Every)

Quantifiers tell us how many or how much of something.

IQuantifier| Usage I Examples |
\Some HUsed in positive sentences HI have some sugar. \
\Any HUsed in negative and questions HDo you have any pens? \
\Many HUsed with countable nouns (plural) HThere are many books. \
IMuch  |Used with uncountable nouns [We don’t have much time. |
[Few IMeans not many (for countable nouns) I have few friends. |
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IQuantifier]| Usage | Examples |

LLittle  |[Means not much (for uncountable nouns) | There i little water left. |

\Several HMeans more than a few but not many HI saw several birds in the park. \

\AII HRefers to everything or everyone HAII students must take the exam. \

Both Refers to two things together BOFh my parents work in an
office.

\Each HRefers to one by one in a group HEach student received a gift. \

Similar to "each,” but used for general
statements

Every

Every child needs love.

Examples of Quantifiers

| have some good news.

She doesn’t have any money.

We met several new people.

Both my brothers are tall.

Each student must bring a notebook.

Exercises on Articles and Determiners

Part A: Fill in the blanks with 'a’, ‘an'vor "the".

| saw ___elephant in the zoo.

She bought __ apple from.the market.
We stayed at ___ hotel in-Paris.

There is ___ university.near my house.
They visited _ Taj"Mahal last year.

ko

Part B: Choose the'correct determiner (Some, Any, Many, Much, Few, Little,

All, Both, Each,Every).

6. Do you have ___ sugar in your tea?

7. Thereare __ students in the classroom.
8...He spends ___time on social media.

9. Weneed ___ apples to make juice.

10. __ book on the table is mine.

Part C: Correct the mistakes in the following sentences.

11. I saw an dog in the park.

12. She gave me little apples.

13. Do you have some milk?

14. The Mount Everest is the highest peak.
15. I have a idea for our project.
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Part D: Fill in the blanks with "this’, 'that’, 'these’, or "'those’.

16. _ book on the table is mine.

17. ___ are my new shoes.

18. I like __ dress you are wearing.

19. _ carsin the parking lot belong to my friends.
20. Look at ___ bird in the sky!

Answers

Part A: A, An, The

an
an
a

a
the

ko

Part B: Quantifiers

6. any
7. many
8. much
9. some
10. That

Part C: Correcting Mistakes

11. I saw a dog in the park.

12. She gave me a fewapples.

13. Do you have any milk?

14. Mount Everest is the highest peak.
15. I have andidea for our project.

Part D: Demonstratives

16 This
17. These
18. That
19. Those
20. That

Final Summary

e Articles: "A" and "An" for general things; "The" for specific things.
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o Determiners: Words like some, any, few, many, much, both, each, every give extra
information about nouns.

o Demonstratives: This, That, These, Those point to specific things.

e Quantifiers: Few, little, some, many, much describe amounts.

Now you have a clear understanding of articles and determiners with examples and
exercises. Let me know if you need more practice.

Unit Il Grammatical Structures and Functions

2.1: Clauses and Phrases
e Independent and dependent clauses
e Types of phrases: noun, verb, adjectival, adverbial, and prepositional phrases
2.2: Complex and Compound Sentences
e Formation and usage of complex and compound sentences
e Coordinating and subordinating conjunctions
2.3: Passive Voice
e Constructing sentences in passive voice
e When and why to use passive voice in professional writing
2.4 : Direct and Indirect Speech
Rules for converting direct speech to indirect speechrand vice versa
Importance of indirect speech in professional communication

2.1 : Clauses and Phrases
e Independent and dependent clauses
e Types of phrases: noun, verb;, adjectival, adverbial, and prepositional phrases

Introduction

A clause is a group of words that has a subject and a verb. Some clauses can stand alone as
complete sentences, while others depend on another clause to make sense.

A phrase’is a group of words that does not have both a subject and a verb. A phrase cannot
stand:alone as a complete sentence.

Independent and Dependent Clauses

1. Independent Clause
An independent clause expresses a complete thought and can stand alone as a sentence.
Examples:

1. She loves reading books.
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2. | went to the market.

3. They played football in the park.

4. We watched a movie last night.

5. The sun rises in the east.

6. She is an excellent singer.

7. The teacher explained the lesson clearly.
8. I bought a new laptop.

9. He completed his homework on time.
10. We enjoyed the party.

2. Dependent Clause

A dependent clause (also called a subordinate clause) does not express a complete thought. It
needs an independent clause to make sense.

Examples:

1. Because she was late

2. If you study hard

3. When the rain stopped

4. Although he was tired

5. Since I arrived early

6. While they were sleeping

7. Unless you finish your work
8. After the movie ended

9. Before she left for school
10. As soon as the bell rang

Types of Phrases

1. Noun Phrase

A noun phrase includes a houn and its modifiers. It acts as a noun in the sentence.
Examples:

1. The bigblack dog barked loudly.

2. A bunch of flowers was placed on the table.
3. Fhe old man walked slowly.

4.0The talented musician played the piano.

5. My best friend lives in Canada.

6. The new teacher is very kind.

7. A group of students visited the museum.

8. The blue dress looks beautiful.

9. The rising sun lit up the sky.

10. A glass of water is on the table.

2. Verb Phrase

A verb phrase consists of a main verb and its helping verbs.
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Examples:

1. She is reading a book.
2. They have finished their work.
3. He was playing football.

4. We should study for the exam.
5. She can sing beautifully.

6. He might come later.

7. The dog is barking loudly.

8. They were watching a movie.
9. She will call you tomorrow.

10. He has been working all day.

3. Adjectival Phrase
An adjectival phrase modifies a noun or pronoun.
Examples:

1. The girl with curly hair is my sister.

2. The book on the table is mine.

3. The house by the river is beautiful.

4. The car with black tires is new.

5. The dress made of silk looks elegant.

6. The food from that restaurant is delicious.
7. The boy in the red shirt is my friend.

8. The dog with a brown tail is barking.

9. The painting on the wall is old:

10. The shoes under the bed are‘mine.

4. Adverbial Phrase
An adverbial phrase modifies a verb, adjective, or another adverb.
Examples:

1. She completed the work with great care.
2. Hespoke in a loud voice.
3. They arrived on time.
4.7-She sings with confidence.

5¢ He drives at a high speed.

6. The baby sleeps through the night.
7. She answered in a polite manner.
8. They met after the game.

9. He works with dedication.

10. The children played in the park.

5. Prepositional Phrase

A prepositional phrase begins with a preposition and includes an object and its modifiers.
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Examples:

1. She sat on the chair.

2. They walked through the forest.

3. The book is under the table.

4. The keys are inside the drawer.

5. He lives near the school.

6. She put the bag beside the door.

7. The children ran across the field.

8. He stood behind the curtain.

9. The car is parked in front of the house.
10. The cat slept on the couch.

Exercises
Exercise 1: Identify Independent and Dependent Clauses
Identify whether the given sentence is an independent or dependent.clause.

1. Because she was tired.
2. He plays the guitar.

3. When the sun sets.

4. They won the match.

5. Although it was raining.
6. She bought a new dress.

7. While they were cooking.
8. I enjoy reading books.

9. Since he moved to the city.
10. The dog barked loudly.

Exercise 2: Identify the Type of Phrase

Identify whether the giverphrase is a noun phrase, verb phrase, adjectival phrase, adverbial
phrase, or prepositional phrase.

1. Aqglass of-milk

2. s singing loudly

3. With-a happy smile

4. JAn'the kitchen
5.0'With great excitement
6: The young girl

7. Has been studying

8. On the bookshelf

9. Very quickly

10. The blue-eyed boy

Answers

Answers for Exercise 1
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1. Dependent clause
2. Independent clause
3. Dependent clause
4. Independent clause
5. Dependent clause
6. Independent clause
7. Dependent clause
8. Independent clause
9. Dependent clause
10. Independent clause

Answers for Exercise 2

1. Noun phrase

2. Verb phrase

3. Adjectival phrase
4. Prepositional phrase
5. Adverbial phrase
6. Noun phrase

7. Verb phrase

8. Prepositional phrase
9. Adverbial phrase
10. Adjectival phrase

Conclusion

Understanding clauses and phrases helps improve sentence structure and communication
skills. Clauses have subjects and verbs;-while phrases do not. Independent clauses can stand
alone, while dependent clauses need-an independent clause. Different types of phrases serve

different functions in a sentence.Learning these concepts makes writing clearer and more
effective.

2.2 : Complex and Compound Sentences
e Formation’and usage of complex and compound sentences
e Coordinating and subordinating conjunctions
Complex’and Compound Sentences

troduction

Sentences can be simple, compound, or complex. Understanding how to form and use
complex and compound sentences helps in writing clearly and effectively.

What are Complex and Compound Sentences?

1. Complex Sentence
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A complex sentence has one independent clause and at least one dependent clause. The
dependent clause cannot stand alone and relies on the independent clause to complete its
meaning.

Examples:

1. Because it was raining, we stayed inside.

2. She was happy when she received the gift.

3. After he finished his homework, he went to play.
4. Although the test was difficult, she passed it.

5. Since | woke up late, | missed the bus.

6. While they were watching TV, the phone rang.

7. If you study hard, you will pass the exam.

8. Even though she was tired, she continued working.
9. Assoon as the bell rang, the students left.

10. Unless you apologize, he will not forgive you.

2. Compound Sentence

A compound sentence has two or more independent clauses joined by a coordinating
conjunction (for, and, nor, but, or, yet, so).

Examples:

1. I wanted to go outside, but it was too cold.

2. She likes coffee, and he prefers tea.

3. He studied hard, so he passed the exam.

4. The sun was shining, yet it was_cold.

5. We can go to the park, or we-ean stay home.

6. She didn’t like the movie; nor did she enjoy the music.
7. 1'was hungry, so | made asandwich.

8. He was tired, but he finished his work.

9. They went to the beach, and they had a great time.

10. | called my friend;'yet he did not answer.

Formation and>Usage of Complex and Compound Sentences
1. Forming ‘Complex Sentences

To foerm a complex sentence, use a dependent clause and an independent clause. The
dependent clause begins with a subordinating conjunction (e.g., because, although, since,
while, if, after).

Example Sentences:

Because it was late, we went home.

| stayed inside while it was raining.
Although he was sick, he went to school.
I will call you after I finish my work.

If you need help, just ask.
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2. Forming Compound Sentences

To form a compound sentence, combine two independent clauses using a coordinating
conjunction (FANBOYS: For, And, Nor, But, Or, Yet, So).

Example Sentences:

| was hungry, so | ate an apple.

She wanted to go to the mall, but she had no money.
He could go to the gym, or he could stay home.

The dog barked loudly, yet the baby did not wake up.
They were tired, and they decided to sleep early.

Coordinating and Subordinating Conjunctions
1. Coordinating Conjunctions

Coordinating conjunctions join two independent clauses to form a campound sentence. They
are remembered using FANBOYS:

ICoordinating Conjunction|| Usage Example |
IFor IShe stayed home, for she was sick. |
\And HI like apples, and he.likes oranges. \
\Nor HHe didn’t study, ner did he pass. \
But It was cold, but she wore a dress. |
or IYou can take'a bus, or you can walk.|
Yet |He was tired, yet he kept running. |
S0 IShe-worked hard, so she succeeded. |

2. Subordinating Conjunctions

Subordinating conjunctions begin dependent clauses in complex sentences.

\Subordinating ConjunctionHUsage Example \
IBecause |[She left early because she was tired. |
\Although HAIthough it was raining, we went out. \
\Since HSince he moved, I haven’t seen him. ‘
]While HHe read a book while she cooked. \
\If Hlf you study, you will pass. \
\After HWe went home after the party ended. \
Before [Call me before you leave. |
lUnless 'Y ou won’t succeed unless you work hard.|
/As soon as |As soon as the bell rang, they left. |
\Even though HEven though he was tired, he worked. \
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Exercises

Exercise 1: Identify the Sentence Type

Label each sentence as Complex or Compound.

. She was tired, but she continued working.

I will go to the park after I finish my homework.
He missed the bus, so he was late.

1
2
3.
4. Although it was raining, they went outside.
5.
6
7
8
9.
1

She plays the piano, and her brother plays the violin.

. If you don’t hurry, we will be late.
. They watched TV while eating dinner.
. We went to the store, but it was closed.

Since she moved away, we don’t see her often.

0. He can take the car, or he can ride a bike.

Exercise 2: Fill in the Blanks with the Correct Conjunction

Fill in the blanks with an appropriate coordinating or subordinating conjunction.

1
2
3
4.
5.
6
7. He wanted to buy the car,
8
9.
1

. She stayed inside it was too cold outside,
. We can watch a movie, we can go for awalk.

He was hungry, he ate a big meal.
I will wait here you come back.
she was sick, she went to work:

. You should leave now, youwill miss the train.

he didn’t have enough money.
the alarm rang, he woke up immediately.
They will go to the beach the weather is nice.

0. She did not study, she still passed the test.

ANswers

Answers for Exercise 1

1. Compound
2. Complex

3. «Compound
4~ Complex

5.
6
7
8
9.
1

Compound

. Complex
. Complex
. Compound

Complex

0. Compound

Answers for Exercise 2

1.

because
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2. or
3. so

4. until

5. Although
6. or

7. but

8. Assoonas
9. if

10. yet

Conclusion

Understanding complex and compound sentences helps improve writing and communication.
A complex sentence has one independent clause and at least one dependent clause, while a
compound sentence has two or more independent clauses joined. by~ coordinating
conjunctions. By practicing and using coordinating and subordinating conjunctions
effectively, sentences become more varied and engaging.

2. 3: Passive Voice

e Constructing sentences in passive voice
e When and why to use passive voice in professional writing

Passive Voice

1. Constructing Sentences in’Passive Voice

A sentence is in passive vQice when the object of an action becomes the subject of the
sentence. The action isperformed on the subject rather than by the subject.

Structure of Passive Voice:
Subject + farm of "to be' + past participle (+ by + agent, if necessary)
Examples:

1. Active: The teacher explains the lesson.
Passive: The lesson is explained by the teacher.
2. Active: She wrote a letter.
Passive: A letter was written by her.
3. Active: They will complete the project next week.
Passive: The project will be completed next week.
4. Active: The chef is cooking a delicious meal.
Passive: A delicious meal is being cooked by the chef.
5. Active: The manager reviewed the reports.
Passive: The reports were reviewed by the manager.
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6. Active: Someone stole my wallet.
Passive: My wallet was stolen.
7. Active: The company will launch a new product.
Passive: A new product will be launched by the company.
8. Active: They are building a new hospital.
Passive: A new hospital is being built.
9. Active: The committee has approved the proposal.
Passive: The proposal has been approved by the committee.
10. Active: The government implemented new policies.
Passive: New policies were implemented by the government.

Tense-wise Conversion of Passive Voice:

| Tense [ Active Voice | Passive Voice |
\Present Simple HShe writes a report. HA report is written by her: \
\Present ContinuousHThey are watching a movie. HA movie is being watched. \
Past Simple IHe painted the house. | The house was painted. |
Past Continuous  |[She was cooking dinner.  |Dinner was being cooked. |
\Present Perfect HThey have finished the work.HThe work has been finished. \
\Future Simple HHe will deliver the speech. HThe speech will be delivered.\

2. When and Why to Use Passive Voice in Professional Writing
When to Use Passive Voice:

1. When the doer is unknown:or unimportant

o Example: "A new-law was passed last year." (We don’t need to know who

passed the law.)
2. When the focus is.on’the action or the result

o Example:*"The product was launched successfully.” (The focus is on the

launch, not who launched it.)
3. Inscientific or technical writing

o ,Example: "The experiment was conducted under controlled conditions.” (The

method is more important than who conducted it.)
4. Indermal or diplomatic communication

o Example: "Mistakes were made in the process.” (Avoids directly blaming

someone.)
5. When emphasizing an object over the subject

o Example: "The report has been submitted.” (More important that it was

submitted, rather than who submitted it.)
6. To create an objective and professional tone

o Example: "Your request has been approved.” (Sounds more neutral and

professional.)
Why Use Passive Voice in Professional Writing?

« Impersonal and neutral tone: Reduces personal bias.
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e Formal and polite: Makes communication more professional.

o Emphasizes the result: Highlights outcomes rather than actions.

e Avoids direct blame: Useful in sensitive or legal matters.

e Used in reports, research, and policies: Preferred in academic and business
contexts.

Exercises
Exercise 1: Convert Active Voice Sentences to Passive Voice

1. The manager approved the new policy.

2. They are discussing the project.

3. The company will release a new software update.
4. She has completed the assignment.

5. The board rejected the proposal.

6. They are designing a new website.

7. The technician repaired the machine.

8. Someone stole my phone.

9. They have signed the contract.

10. The government announced new regulations.

Answers for Exercise 1

1. The new policy was approved by the manager.
2. The project is being discussed.
3. A new software update will be ¥eleased by the company.
4. The assignment has been comipleted by her.
5. The proposal was rejected.by the board.
6. A new website is being designed.

7. The machine was repaired by the technician.

8. My phone was stalen.

9. The contract has'been signed.

10. New regulations were announced by the government.

Conclusion

Understanding and using passive voice effectively helps in professional communication,
making writing more neutral, formal, and objective. It is especially useful in scientific,
academic, and business contexts where the focus is on actions and results rather than
individuals.
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When and Why to Use Passive Voice in Professional Writing

1. Introduction

Passive voice is often used in professional writing to create a formal, objective, and
impersonal tone. It helps emphasize the action or result rather than the person performing the

action. Understanding when and why to use passive voice is essential for writing clear and
effective professional documents.

2. What is Passive VVoice?

In passive voice, the focus is on the receiver of the action rather than the doer: The sentence
structure usually follows this pattern:

Subject + form of "to be" + past participle (+ by + agent, if needed)
Example:

e Active: The manager approved the report.
o Passive: The report was approved by the manager.

The passive voice is useful when the action is mare important than the person performing it.

3. When to Use Passive Voice in Professional Writing
1. When the doer is unknown oP unimportant

Sometimes, it is unnecessary or impossible to identify the person performing the action. In
such cases, passive voicehelps convey the message without adding unnecessary details.

Example:

Active: Someone stole my laptop.

Passive: My laptop was stolen.

Active: They made several changes to the policy.
Passive: Several changes were made to the policy.

2. When the focus is on the action or result

Professional writing often emphasizes outcomes rather than individuals. Passive voice allows
writers to highlight what happened rather than who did it.

Example:

e Active: The company launched a new product.
o Passive: A new product was launched.
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o Active: The team completed the project on time.
o Passive: The project was completed on time.

3. In scientific and technical writing

Passive voice is widely used in scientific, medical, and technical documents because the
focus is on the research, process, or findings rather than the researcher.

Example:
« Active: Scientists discovered a new species.
o Passive: A new species was discovered.
e Active: Engineers developed a new software system.
o Passive: A new software system was developed.

4. In formal or diplomatic communication

In professional settings, direct language can sometimes sound harsh, Passive voice helps
soften the tone and makes communication more neutral.

Example:
e Active: You made a mistake in the report.
o Passive: A mistake was made in the report.
e Active: The customer service team failed to respond quickly.
o Passive: A quick response was not provided by the customer service team.

5. When avoiding blame or responsibility

Passive voice is useful when diseussing mistakes or problems without directly blaming
anyone. This is helpful in business, legal, and corporate settings.

Example:

e Active: The employee missed the deadline.

o Passive: The deadline was missed.

o ActivesThe manager did not approve the request.
o Passive: The request was not approved.

6. To/Create an objective and professional tone

In business and academic writing, neutrality is important. Passive voice helps maintain an
impartial tone by focusing on facts rather than individuals.

Example:
o Active: We found the data to be inaccurate.
o Passive: The data was found to be inaccurate.

e Active: They implemented new safety regulations.
o Passive: New safety regulations were implemented.
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4. Why Use Passive Voice in Professional Writing?

1. Creates a formal tone: Passive voice makes writing sound more professional and
authoritative.

2. Emphasizes the action: It highlights the process or result rather than the person
involved.

3. Removes personal bias: Passive voice makes writing more neutral and objective.

4. Avoids assigning blame: It helps maintain diplomacy and politeness.

5. Is preferred in reports and research: Scientific, academic, and business reports
often use passive voice to focus on findings rather than people.

5. Exercises

Exercise 1: Convert Active Voice Sentences to Passive Voice

. The manager reviewed the document.

The team is designing a new website.

1
2.
3. The company will announce the results tomorrow:
4. The technician repaired the printer.

5. They updated the software last week.

6.
7
8
9.
1

Someone sent an email to all employees.

. The board has approved the proposal,
. The team developed a new marketing strategy.

The scientists discovered a breakthrough in cancer treatment.

0. The HR department will conduct interviews next week.

Exercise 2: Identify When to Use Passive Voice

For each sentence, explain’'why passive voice is appropriate:

AR A

The documents were submitted before the deadline.

A mistake-was made in the financial report.

The néw policy was implemented across all departments.
The-application has been approved.

Several errors were found in the presentation.

6. Answers

Answers for Exercise 1

el oA

The document was reviewed by the manager.

A new website is being designed by the team.

The results will be announced by the company tomorrow.
The printer was repaired by the technician.
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5. The software was updated last week.
6. An email was sent to all employees.
7.
8
9.
1

The proposal has been approved by the board.

. A new marketing strategy was developed by the team.

A breakthrough in cancer treatment was discovered by the scientists.

0. Interviews will be conducted by the HR department next week.

Answers for Exercise 2

1. The documents were submitted before the deadline. (The action is more important
than who submitted them.)

2. A mistake was made in the financial report. (Avoids directly blaming anyone for'the
mistake.)

3. The new policy was implemented across all departments. (The focus is on the
implementation, not the implementers.)

4. The application has been approved. (Professional and neutral tone,avoiding personal
involvement.)

5. Several errors were found in the presentation. (Emphasizes the.errors rather than the
person who found them.)

7. Conclusion

Passive voice plays a crucial role in professional writing. It enhances formality, neutrality,
and objectivity, making communication moregeffective in business, academic, and technical
fields. Knowing when and why to use passive voice helps in crafting clear and professional
documents, ensuring the focus remains-en actions and results rather than individuals.

2. 4 : Direct and Indirect Speech

Rules for conyerting direct speech to indirect speech and vice versa
Importance of indirect speech in professional communication

Rules for'Converting Direct Speech to Indirect Speech and Vice Versa

1 “Introduction

Speech can be reported in two ways: Direct Speech and Indirect Speech.

Direct Speech: The exact words spoken by a person are quoted. Example: She said, "I
am happy."

Indirect Speech: The spoken words are reported without quotation marks and with
necessary changes. Example: She said that she was happy.
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Converting direct speech to indirect speech and vice versa requires following certain rules
related to pronouns, tense changes, time expressions, and reporting verbs.

2. Rules for Converting Direct Speech to Indirect Speech
1. Change in Pronouns
e The pronouns change according to the speaker and listener.
o Example:
o Direct: He said, "I love my job."
o Indirect: He said that he loved his job.

2. Change in Tenses

« If the reporting verb is in the past tense, the tense of the reported speech changes as
follows:

\ Direct Speech (Tense) H Indirect Speech (Tengse) \
\Present Simple (am/is/are) HPast Simple (was/were) \
IPresent Continuous (is doing)|[Past Continuous (was deirg) |
Present Perfect (has done)  |[Past Perfect (had done) |
|
|
|

Past Simple (did) |Past Perfect (had done)
\Past Continuous (was doing) HPast Perfect.Continuous (had been doing)
\Future (will do) HWouId do

e Example:

o Direct: She said,."l am reading a book."
o Indirect: She-said that she was reading a book.

3. Change in Timeand Place Words

e Words related to time and place change in indirect speech.

IDirect Speech|Indirect Speech |
\now chen \
today that day |

1

\tomorrow che next day
\yesterday che previous day
\next week che following Week\
last week ||the previous week |
lhere there |

o Example:
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o Direct: He said, "I will go there tomorrow."
o Indirect: He said that he would go there the next day.

4. Change in Modal Verbs

e Some modals change in indirect speech.

IDirect Speech]|Indirect Speech|

will lwould |

Ishall Ishould |

\can Hcould \

[may |might |

Imust lhad to |
o Example:

o Direct: She said, "I can swim."
o Indirect: She said that she could swim.

5. Change in Interrogative Sentences

e The question is changed into a statement, and "if"" or "whether" is used for yes/no
questions.
o Example:
o Direct: He asked, "Are you coming?"
o Indirect: He asked if | was coming.
e For WH-questions, the question:word is retained.
e Example:
o Direct: She asked;*Where do you live?"
o Indirect: She asked where I lived.

6. Change in Imperative:Sentences (Commands & Requests)

"To" is used for positive commands, and "not to" for negative commands.
Example;
o ~Direct: The teacher said, "Close the door."
&~ Indirect: The teacher told me to close the door.
Requests: Use "requested" instead of "said".
Example:
o Direct: He said, "Please help me."
o Indirect: He requested me to help him.

7. Change in Exclamatory and Optative Sentences

o Expressions like "Hurrah!", "Alas!", "Wow!" change into appropriate reporting
phrases.
o Example:
o Direct: He said, "Hurrah! We won the match.”
o Indirect: He exclaimed with joy that they had won the match.
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3. Rules for Converting Indirect Speech to Direct Speech

1.

Remove ""that™ and add quotation marks
o Indirect: She said that she was tired.
o Direct: She said, "I am tired."
Change the pronouns back to their original form
o Indirect: He said that he loved his job.
o Direct: He said, "I love my job."
Convert the verb tense back to its original form
o Indirect: She said that she had finished her homework.
o Direct: She said, "I have finished my homework."
Revert time and place words
o Indirect: He said that he would go there the next day.
o Direct: He said, "1 will go here tomorrow."
Use appropriate reporting verbs
o Indirect: He requested me to help him.
Direct: He said, "Please help me."

4. Exercises

Exercise 1: Convert the following direct speech’into indirect speech.

1
2
3
4.
5.
6
7
8
9.
1

. She said, "I am learning French."

He said, "We will travel to London next month."

. The teacher said, "Do your homework."

He asked, "Did you see my*book?"
She said, "I can play the. guitar."

. They said, "We watched a movie yesterday."
. John said, "My brother is coming tomorrow."
. She said, "I have never been to Paris."

The doctor:said, "Take your medicine regularly.”

0. He exclaimed, "Wow! This place is amazing!"

Exercise 2:>Convert the following indirect speech into direct speech.

He said that he was working on a project.

: She said that she had completed the assignment.

He asked if I was feeling better.

1
2
3.
4. The manager told us to submit the report on time.
5.
6
7
8
9.
1

She exclaimed with surprise that the view was beautiful.

. They said that they had visited the museum the previous day.

He told me not to touch the electric wire.

. She said that she could solve the problem.

The teacher asked me where | lived.

0. The child requested his mother to buy him a toy.
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5. Answers

Answers for Exercise 1

1
2
3
4.
5.
6
7
8
9.
1

. She said that she was learning French.

He said that they would travel to London the next month.

. The teacher told us to do our homework.

He asked if | had seen his book.
She said that she could play the guitar.

. They said that they had watched a movie the previous day.
. John said that his brother was coming the next day.
. She said that she had never been to Paris.

The doctor advised me to take my medicine regularly.

0. He exclaimed with wonder that the place was amazing.

Answers for Exercise 2

He said, "'l am working on a project.”

. She said, "I have completed the assignment."”

He asked, "Are you feeling better?"

1
2
3.
4. The manager said, "Submit the report on time.”
5. She said, "Wow! The view is beautiful."

6.
7
8
9.
1

They said, "We visited the museum yesterday."
He said, "Do not touch the electric wire."

. She said, "I can solve the problem.*

The teacher asked, "Where do yeu live?"

0. The child said, "Mother, please buy me a toy."

6. Conclusion

Mastering direct and indirect speech is essential for clear communication. Understanding the
rules and practicing conversions help improve both spoken and written English.

2. lmportance of Indirect Speech in Professional Communication

Indirect speech plays a crucial role in professional communication as it helps in conveying
messages accurately, maintaining formality, and improving clarity in reports, presentations,
and discussions. Below are some key reasons why indirect speech is important in professional

settings:

1. Ensures Clarity and Accuracy
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Indirect speech allows professionals to communicate the essence of a message clearly without
misrepresenting or misquoting someone’s words. In business meetings and official emails, it
is important to report information correctly to avoid misunderstandings.

Example:

o Direct Speech: The manager said, "You must complete the project by Friday."
o Indirect Speech: The manager said that we must complete the project by Friday.

In the indirect form, the focus is on the key message rather than the exact words spoken.

2. Maintains Professionalism

Using indirect speech makes communication sound more formal and respectful, dt eliminates
unnecessary repetition of personal pronouns and direct quotations, making reports and
conversations more polished.

Example:

o Direct Speech: The client said, "I want a refund immediately!"
o Indirect Speech: The client requested a refund immediately.

The indirect speech version sounds more professionaland avoids emotional tone.
3. Helps in Reporting and Documentation
In corporate environments, employees often need to summarize conversations, meetings, or
reports. Indirect speech is useful in drafting minutes of meetings, summarizing discussions,
and preparing official documents.
Example:

o Direct Speech: The CEO said, "We will be launching a new product next month."

« Indirect Speech; " The CEO announced that a new product would be launched next

month.

4. Facilitates(Diplomatic and Polite Communication

Indirect'speech helps soften strong statements and makes communication more diplomatic,
whichdis essential in professional interactions.

Example:

o Direct Speech: The supervisor said, "You did not follow the instructions.”
o Indirect Speech: The supervisor mentioned that the instructions were not followed.

This indirect way of speaking avoids direct blame and encourages a positive work
environment.

5. Useful in Media and Journalism
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Journalists and media professionals use indirect speech when reporting news. It ensures the
speaker’s message is conveyed without distortion while maintaining neutrality.

Example:

o Direct Speech: The politician said, "I will lower taxes."
« Indirect Speech: The politician stated that taxes would be lowered.

Indirect speech allows news reports to sound objective and professional.
6. Aids in Legal and Official Communication

Legal professionals often use indirect speech in contracts, agreements, and case reports to
ensure precise communication without ambiguity.

Example:

o Direct Speech: The witness said, "I saw the suspect running,away."
o Indirect Speech: The witness stated that they had seen the-stispect running away.

This careful use of indirect speech ensures that legal statements remain factual and neutral.

Paragraphs using different reporting verbs in simple language:

1. The Manager’s Announcement
The manager announced that a-aew policy would be introduced next month. He
stated that this change wouldbenefit all employees. He also confirmed that the new
rules would be effective from the first of the month.

2. The Scientist’s Discovery
The scientist claimed that his new research could solve energy problems. He
explained how thestechnology worked and added that further tests were needed.
Some experts argued that more evidence was required before accepting his theory.

3. The Teacher’s Advice
The teacher advised the students to study regularly. She warned them that last-
minute-preparation would not help. She also suggested making a study plan for better
results.

4. The Journalist’s Report
The journalist reported that a major storm had hit the city. She described the damage
caused by strong winds and stated that rescue teams were helping people. The
government assured the public that aid would be provided.

5. The Witness in Court
The witness testified that he saw the suspect near the crime scene. He insisted that
the person was carrying a black bag. The lawyer argued that the evidence was not
strong enough.

6. The Doctor’s Explanation
The doctor explained that regular exercise helps maintain good health. He
emphasized that eating healthy food is equally important. He recommended a
balanced diet and daily workouts.
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7.

The Customer’s Complaint
The customer complained that his order was delivered late. He demanded a refund
and insisted that the company should improve its service. The manager assured him

that the issue would be resolved soon.
8. The Student’s Doubt
The student asked if the test would be difficult. The teacher replied that it would be
easy if they studied well. She encouraged them to revise all topics and motivated
them to stay confident.
9. The Politician’s Speech
The politician declared that he would work for the welfare of the people. He
promised to improve healthcare and education. He urged everyone to support his
policies for a better future.
10. The Employee’s Request
The employee requested a salary raise because of his hard work. He justified his
request by explaining his contributions to the company. The boss replied that his
performance would be reviewed before making a decision.

Unit 11

3.1: Subject-Verb Agreement

3.2: Pronoun-Antecedent Agreement

3.3: Misplaced and Dangling Modifiers

3.4: Punctuation“Errors

Common Errors in Writing

Rules of subject-verb agreement
Common mistakes and how to avoidithem

Ensuring pronouns agree with-their antecedents in number
and gender
Common pitfalls and correction strategies

Identifying and correcting misplaced and dangling
modifiers
Strategies for ¢clear and precise writing

Commen punctuation mistakes (commas, semicolons,
colons, apostrophes)
Rules for correct punctuation in professional writing

3.1 : Subject-Verb Agreement
- Rules of subject-verb agreement
- . Common mistakes and how to avoid them

Common Errors in the Use of Subject-Verb Agreement

1. Introduction

Subject-verb agreement means that the subject and the verb in a sentence must match in
number. A singular subject needs a singular verb, and a plural subject needs a plural verb.
Incorrect subject-verb agreement is a common grammatical mistake that can make writing
unclear and unprofessional.

122



2. Rules of Subject-Verb Agreement

Understanding the rules of subject-verb agreement can help avoid common mistakes. Here
are the key rules:

Rule 1: Singular subjects take singular verbs, and plural subjects take plural verbs.
o Correct: The cat runs across the yard. (Singular subject "cat" matches singular verb
llrunsll)
e Correct: The cats run across the yard. (Plural subject "cats" matches plural verb
llrunll)

Rule 2: Two singular subjects joined by "and" take a plural verb.

o Correct: The dog and the cat are playing. ("Dog" and "cat" together make a plural
subject, so the verb is plural.)

Rule 3: Singular subjects joined by "or'* or ""nor"* take a singular verb.

o Correct: Either the teacher or the student is correct. (The subject closest to the verb
"student" is singular, so the verb is singular.)

Rule 4: When "or" or ""nor" joins a singular.and plural subject, the verb agrees with
the closer subject.

o Correct: Either the boys or the-girl is responsible. ("Girl™ is singular, so the verb "is"
is singular.)

« Correct: Either the girl ar.the boys are responsible. ("Boys" is plural, so the verb
"are" is plural.)

Rule 5: Collective nouns usually take singular verbs.

e Correct: The'team is winning. ("Team" is a single entity.)

« Exception: The team are arguing among themselves. (If the members act
individually, use a plural verb.)

Rule 6 Indefinite pronouns like "everyone," ""nobody," and "each™ take singular
verbs!

o Correct: Everyone wants to succeed.
o Correct: Nobody likes being ignored.

Rule 7: ""None™ can take a singular or plural verb depending on the meaning.

« Correct: None of the cake is left. (Cake is uncountable.)
o Correct: None of the students are present. (Students are countable and plural.)

Rule 8: Titles, names, and amounts take singular verbs.
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e Correct: "The Lord of the Rings™ is a great book.
e Correct: Five dollars is not enough.

Rule 9: Subjects starting with ""there is" or ""there are’ must match the following noun.

e Correct: There is a problem.
o Correct: There are many problems.

Rule 10: Some nouns look plural but are singular in meaning.

o Correct: Mathematics is difficult.
o Correct: The news is surprising.

3. Common Mistakes and How to Avoid Them
Mistake 1: Forgetting the real subject
e Incorrect: The group of students are going on a trip.
e Correct: The group of students is going on a trip. (The real subject is "group,” which
is singular.)
Mistake 2: Confusion with *or** and "*nor"
e Incorrect: Either my parents or my sister are coming.
o Correct: Either my parents or my.sister is coming. ("Sister" is singular, so the verb
must be singular.)
Mistake 3: Using a plural verkywith indefinite pronouns
e Incorrect: Everybody know the answer.
e Correct: Everybady knows the answer. ("Everybody" is singular, so the verb must be
singular.)
Mistake 4: Misunderstanding collective nouns
e Incorrect: The team are playing well. (If you mean the team as one unit, the verb
should be singular.)
o~ “"Correct: The team is playing well.

Mistake 5: Incorrect verb choice after "there is'* and *'there are™

e Incorrect: There is many books on the table.
o Correct: There are many books on the table. ("Books" is plural, so "are™ is used.)

4. Exercises
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Exercise 1: Choose the correct verb

The teacher and the student (was/were) present.

The committee (decides/decide) on the budget tomorrow.
Each of the players (run/runs) every morning.

The news (is/are) shocking.

The dogs or the cat (is/are) outside.

orwdPE

Exercise 2: Correct the errors

The boy with his friends are coming to the party.
Either my mother or my brothers is at home.
One of the students have lost his book.
Mathematics are my favorite subject.

There is many reasons to celebrate.

agkrownE

5. Answer Key
Answers to Exercise 1

were
decides
runs

is

is

orwdPE

Answers to Exercise 2

The boy with his friends is coming to the party.
Either my mother orcmy brothers are at home.
One of the students has lost his book.
Mathematics-is'my favorite subject.

There are many reasons to celebrate.

ko

6. Conclusion
Subject-verb agreement is an essential part of clear communication. Following these rules

helps in writing grammatically correct sentences. Understanding common mistakes and
practicing regularly will improve accuracy in both spoken and written English.
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3.2 Pronoun-Antecedent Agreement
- Ensuring pronouns agree with their antecedents in number and gender
- Common pitfalls and correction strategies

Pronoun-Antecedent Agreement

1. Introduction

Pronoun-antecedent agreement means that a pronoun must match its antecedent in number
(singular or plural) and gender (male, female, or neutral). The antecedent is the noun that the
pronoun replaces. If the pronoun and antecedent do not agree, it can lead to confusion in
writing and speaking.

2. Rules for Pronoun-Antecedent Agreement
Understanding the rules will help in avoiding errors. Below are the key rules:
Rule 1: Singular antecedents take singular pronouns.
o Correct: The teacher explained his lesson well. (*Teacher" is singular, so "his" is
. uCSoegr.?act: Maria forgot her keys at home. (*Maria™ is singular, so "her" is used.)
Rule 2: Plural antecedents take plural pronouns.
. Co;r;act: The students finished-their homework. ("Students" is plural, so "their" is
used.

o Correct: The workers received their salaries. ("Workers" is plural, so "their" is used.)

Rule 3: Indefinite pronouns’(everyone, anybody, each, etc.) are singular and take
singular pronouns.

o Correct: Everyone should bring his or her book. ("Everyone" is singular, so "his or
her" is used.)

e Incorrect: Everyone should bring their book. ("Everyone" is singular, but "their" is
plural.)

Rule4: Two or more singular nouns joined by ""and™ take a plural pronoun.
e Correct: Tom and Jerry finished their lunch. ("Tom and Jerry" together make a plural
subject, so "their" is used.)
o Correct: Maria and her sister packed their bags. ("Maria and her sister" make a plural
subject, so "their" is used.)

Rule 5: Singular nouns joined by "or" or ""nor™ take a singular pronoun.

« Correct: Either John or Mark will bring his laptop. ("John™ and "Mark™ are singular,
so "his" is used.)
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o Correct: Neither Sarah nor Jane remembered her appointment. ("Sarah™ and "Jane"
are singular, so "her" is used.)

Rule 6: If one antecedent is singular and the other is plural, the pronoun agrees with the
closer noun.

o Correct: Either the boys or the girl will present her project. ("Girl™" is closer, so "her"
is used.)

o Correct: Either the girl or the boys will present their project. ("Boys" is closer, so
"their" is used.)

Rule 7: Collective nouns (team, group, jury, etc.) take singular pronouns when referring
to the group as a whole.

e Correct: The jury gave its decision. ("Jury" is a collective noun, so."its""is used.)
e Correct: The team celebrated its victory. ("Team" is singular, so "its" is used.)

Rule 8: Companies and organizations take singular pronouns.
o Correct: Microsoft released its new product. (*"Microsoft™ is a company, so "its" is
used.)
e Correct: The bank updated its policy. ("Bank" is@ingular, so "its" is used.)

Rule 9: Titles of books, movies, and countries take'singular pronouns.

e Correct: "The Lord of the Rings" has;its own fan base.
o Correct: The United States changedits immigration policy.

Rule 10: "They/them/their' can be'used as singular pronouns for gender-neutral
references.

o Correct: If a student-arrives late, they must report to the office.
e Correct: Someongleft their bag on the bench.

3. Common:Pitfalls (Mistakes) and How to Fix Them
Mistake-1: Using plural pronouns for singular antecedents

o Incorrect: Each student should submit their homework.
e Correct: Each student should submit his or her homework.

Mistake 2: Using ""it"" for people

e Incorrect: If a person wants to succeed, it must work hard.
o Correct: If a person wants to succeed, he or she must work hard.

Mistake 3: Ignoring collective nouns
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e Incorrect: The committee gave their decision.
o Correct: The committee gave its decision.

Mistake 4: Confusion with ""or'" and "'nor"*

e Incorrect: Either Tom or Jerry forgot their keys.
o Correct: Either Tom or Jerry forgot his keys.

Mistake 5: Confusing gender-neutral pronouns

e Incorrect: Everyone should bring his book. (This assumes everyone is male.)
o Correct: Everyone should bring his or her book. (This is correct but sounds farmal.)
e Better: Everyone should bring their book. (This is widely accepted now.)

4. Exercises
Exercise 1: Choose the correct pronoun

Each of the boys must bring __ (his/their) own lunch.

The jury gave __ (its/their) final verdict.

Neither John nor Alex remembered __ (his/their) password.
Microsoft released __ (its/their) new software update.
Someone forgot __ (his or her/their) keys in the classroom.

orwdPE

Exercise 2: Correct the errors

The team celebrated their victory.

Every student should complete their assignments.
Either Sarah or Tom forgot their phone.

The company changed their policy.

The government announced their new budget plan.

ko

5. Answer_Key
Answers'to Exercise 1

his
its
his
its
their

Ok wN

Answers to Exercise 2

1. The team celebrated its victory.
2. Every student should complete his or her assignments.

128



3. Either Sarah or Tom forgot his phone.
4. The company changed its policy.
5. The government announced its new budget plan.

6. Conclusion

Pronoun-antecedent agreement is important for clear communication. By following these
rules and avoiding common mistakes, writing will become more precise and professional,
Regular practice and careful attention to agreement will help improve both spoken and
written English.

Misplaced and Dangling Modifiers
1. Introduction

Modifiers are words, phrases, or clauses that describe or give:more information about other
parts of a sentence. When used correctly, modifiers make writing clearer and more precise.
However, when modifiers are misplaced or left dangling,-they can confuse readers or change
the meaning of a sentence.

Misplaced and dangling modifiers are common-errors in writing. A misplaced modifier is a
word or phrase that is not correctly placed near the word it is meant to describe. A dangling
modifier is a descriptive word or phrase that does not clearly refer to any word in the
sentence.

This guide will explain how to identify and correct misplaced and dangling modifiers and
provide strategies for clear writing.

2. Identifying and Correcting Misplaced Modifiers
What is a Misplaced Modifier?

A misplaced modifier appears too far from the word it is meant to modify, making the
senternce unclear or unintentionally humorous.

Examples of Misplaced Modifiers and Their Corrections:

1. Misplaced: She almost drove her kids to school every day.

o (Incorrect Meaning: She "almost™ drove but did not.)

o Corrected: She drove her kids to school almost every day.
2. Misplaced: The man walked his dog in a suit.

o (Incorrect Meaning: The dog is wearing a suit.)

o Corrected: The man, in a suit, walked his dog.
3. Misplaced: I saw a bird looking through my window.
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o (Incorrect Meaning: The bird is looking through the window:.)
o Corrected: Looking through my window, I saw a bird.
4. Misplaced: We saw three lions on our African safari named Max, Leo, and Simba.
o (Incorrect Meaning: The safari is named Max, Leo, and Simba.)
o Corrected: On our African safari, we saw three lions named Max, Leo, and
Simba.
5. Misplaced: The waiter served a dinner to the guests that was delicious.
o (Incorrect Meaning: The guests were delicious.)
o Corrected: The waiter served a delicious dinner to the guests.

How to Fix Misplaced Modifiers

o Place the modifier as close as possible to the word it describes.
« If the sentence is confusing, reword it to make the meaning clearer.

3. Identifying and Correcting Dangling Modifiers
What is a Dangling Modifier?

A dangling modifier is a phrase that does not logically refer to any word in the sentence. It
often occurs when the intended subject is missing.

Examples of Dangling Modifiers and Their.Corrections:

1. Dangling: Driving to work, the traffic was heavy.
o (Incorrect Meaning: The traffic is driving.)
o Corrected: Driving towork, I noticed the traffic was heavy.
2. Dangling: After finishing.the assignment, the computer was turned off.
o (Incorrect Meaning: The computer finished the assignment.)
o Corrected: After finishing the assignment, I turned off the computer.
3. Dangling: To improve his grade, the test was retaken.
o (Incorrect' Meaning: The test is trying to improve its grade.)
o Cofrected: To improve his grade, he retook the test.
4. Dangling=’While hiking in the mountains, a bear was seen.
o (Incorrect Meaning: The bear was hiking.)
o~ Corrected: While hiking in the mountains, we saw a bear.
5. .Dangling: Having worked all night, the report was finally completed.
o (Incorrect Meaning: The report worked all night.)
o Corrected: Having worked all night, she finally completed the report.

How to Fix Dangling Modifiers

o Add the subject that the modifier is supposed to describe.
e Rewrite the sentence to make the meaning clearer.

4. Strategies for Clear and Precise Writing
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To avoid misplaced and dangling modifiers, follow these strategies:

1. Place modifiers near the words they describe.
o Incorrect: He only eats vegetables.
o Correct: He eats only vegetables.
2. Use active voice when possible.
o Incorrect: To pass the exam, studying is required.
o Correct: To pass the exam, you need to study.
3. Be specific with your descriptions.
o Incorrect: The girl found a puppy walking home.
o Correct: Walking home, the girl found a puppy.
4. Read sentences aloud to check for clarity.
o This helps in identifying misplaced and dangling modifiers.
5. Rewrite unclear sentences for better understanding.
o If a sentence sounds odd, try rewording it to ensure clarity.

5. Exercises
Exercise 1: Identify and Correct the Misplaced Modifier
Rewrite each sentence correctly.

She served a sandwich to the guests in.a.paper bag.

The teacher gave homework to the students that was difficult.
| heard the dog barking in my pajamas.

The boy watched the airplane with binoculars.

The little girl saw a deer looking out the window.

orwdPE

Exercise 2: Identify and Correct the Dangling Modifier
Rewrite each sentence correctly.

Running through the park, the flowers looked beautiful.
While studying for the test, the TV was too loud.

After finishing the book, the lamp was turned off.
Driving home, the sun set behind the hills.

T0 get a good grade, hard work is needed.

agkrownE

6. Answer Key
Answers to Exercise 1

She served a sandwich in a paper bag to the guests.
The teacher gave difficult homework to the students.
In my pajamas, | heard the dog barking.

The boy watched the airplane using binoculars.

el A
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5. Looking out the window, the little girl saw a deer.
Answers to Exercise 2

Running through the park, I saw the beautiful flowers.
While studying for the test, | found the TV too loud.
After finishing the book, I turned off the lamp.
Driving home, | watched the sun set behind the hills.
To get a good grade, you need to work hard.

agkrownE

7. Conclusion

Misplaced and dangling modifiers can make sentences confusing or humorous. By carefully
placing modifiers near the words they describe and ensuring that sentences, have clear
subjects, writers can improve clarity and precision in their writing. Regular practice and
careful revision will help in mastering these concepts.

3.4 : Punctuation Errors

- Common punctuation mistakes (commas, semicolons, colons, apostrophes)
- Rules for correct punctuation in professional writing

Punctuation Errors

1. Introduction
Punctuation is essential in-writing as it helps to structure sentences and clarify meaning.
Incorrect punctuation-can lead to confusion, misinterpretation, and a lack of professionalism

in writing. This guide will explain common punctuation mistakes, their corrections, and
provide exercises-with answers to help you master proper punctuation usage.

2. Common Punctuation Mistakes and Their Corrections
Common Mistakes While Using Capital Letters

Capital letters are important in writing, but many people make mistakes when using them.
Below are some common errors:

The first letter of every sentence should always be capitalized. Here are some examples:

1. Incorrect: the sun rises in the east.
Correct: The sun rises in the east.
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2. Incorrect: yesterday, we went to the park.
Correct: Yesterday, we went to the park.

3. Incorrect: my mother is a teacher.
Correct: My mother is a teacher.

4. Incorrect: he likes to play football.
Correct: He likes to play football.

5. Incorrect: in summer, the weather is very hot.
Correct: In summer, the weather is very hot.

N

. Capitalizing Common Nouns Instead of Proper Nouns

o Incorrect: | love reading Books.
o Correct: | love reading books.

w

. Not Capitalizing Proper Nouns

o Incorrect: | visited paris last summer.
o Correct: | visited Paris last summer.

4. Incorrect Capitalization in Titles

o Incorrect: The book is called the great gatsby.
o Correct: The book is called The Great Gatsby.

ol

. Using Capitals for Every Word in a Sentence

o Incorrect: She Went To The Park Yesterday.
o Correct: She went to the park yesterday.

(o2}

. Not Capitalizing

o Incorrect:.i am very happy today.
o Correct: 1'am very happy today.

\‘

. RandomlycUsing Capital Letters in a Sentence

o ..\Incorrect: My Brother Loves TO Play Soccer.
¢~ Correct: My brother loves to play soccer.

To avoid these mistakes, remember to capitalize only proper nouns, the first word of a
sentence, and titles correctly.

A. Comma Errors

A comma (,) is used to separate elements in a sentence, but improper placement can lead to
confusion.

1. Missing Comma in a Compound Sentence

e Incorrect: | wanted to go to the market but it started raining.
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e Correct: | wanted to go to the market, but it started raining.

2. Unnecessary Comma

e Incorrect: The dog, that was barking, ran away.
o Correct: The dog that was barking ran away.

3. Comma Splice (Using a Comma Instead of a Period or Semicolon)
e Incorrect: | finished my work, | went to bed.
e Correct: I finished my work. | went to bed.
e Alternative: I finished my work; I went to bed.

4. Missing Comma After Introductory Elements

e Incorrect: After eating dinner we watched a movie.
o Correct: After eating dinner, we watched a movie.

5.Commain a List
e Incorrect: | bought apples oranges bananas and grapes.

o Correct: | bought apples, oranges, bananas, and grapes. (Oxford comma preferred in
professional writing)

B. Semicolon Errors

A semicolon (;) is used to connect closely related independent clauses or separate complex
list items.

1. Incorrect Use of a Semicolon Between an Independent and Dependent Clause

e Incorrect: I liketoread; because books are interesting.
o Correct: | like to read because books are interesting.

2. Missing Semicolon in a Complex List
« Incarrect: The meeting included John, the manager, Sarah, the assistant, and Mark,
the CEO.

o..0"Correct: The meeting included John, the manager; Sarah, the assistant; and Mark, the
CEO.

C. Colon Errors

A colon (:) is used to introduce lists, explanations, or quotations.

1. Incorrect Use of a Colon

134



e Incorrect: My favorite fruits are: apples, oranges, and bananas.
o Correct: My favorite fruits are apples, oranges, and bananas.

2. Missing Colon Before an Explanation

e Incorrect: There is only one solution we must work harder.
e Correct: There is only one solution: we must work harder.

D. Apostrophe Errors

An apostrophe () is used to show possession or contractions.
1. Using Apostrophes for Plural Words

e Incorrect: The cat’s are playing outside.
o Correct: The cats are playing outside.

2. Missing Apostrophe in Possessive Nouns

e Incorrect: The teachers book is on the table.
e Correct: The teacher’s book is on the table.

3. Confusing "It’s" and "Its"

e Incorrect: The dog wagged it’s tail,
o Correct: The dog wagged its tail("It’s" means "it is" while "its" is possessive.)

3. Rules for Correct Punctuation in Professional Writing

1. Use commas to.separate elements in a list.
o Examplé: | bought pencils, pens, erasers, and paper.
2. Use commas after introductory words or clauses.
o JExample: After the meeting, we went for lunch.
3. Use semicolons to join closely related independent clauses.
6 Example: She loves painting; it relaxes her.
4..“Use colons before lists or explanations.
o Example: He had one goal: to win the match.
5. Use apostrophes correctly for possession.
o Example: The company’s policy is strict.
6. Do not use apostrophes to make plurals.
o Incorrect: Apple’s are on sale.
o Correct: Apples are on sale.
7. Avoid comma splices by using semicolons, conjunctions, or periods.
o Incorrect: | woke up late, | missed the bus.
o Correct: 1 woke up late. | missed the bus.
8. Ensure subject-verb agreement when using punctuation.
o Incorrect: The team, despite their differences, are united.
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o Correct: The team, despite their differences, is united.
9. Use quotation marks correctly in professional writing.

o Example: He said, “I will call you tomorrow.”
10. Do not overuse punctuation.

o Incorrect: Stop!!!

o Correct: Stop!

4. Exercises
Exercise 1: Correct the Punctuation Errors
Rewrite the sentences correctly.

1. The books on the shelf belong to Sarahs sister.

2. We went to the store but it was closed.

3. John loves these colors red blue and green.

4. The CEO said We must improve our sales.

5. Its important to finish your work on time.

6. She was happy; because she won the contest.

7. They went to Paris London and Rome for their trip.

8. The students bag was left in the classroom.

9. The cake is missing some ingredients flour sugar and eggs.
10. He ran quickly but he was still late.

5. Answer Key

1. The books on the shelf belong to Sarah’s sister.

2. We went to the storepbut it was closed.

3. John loves these colors: red, blue, and green.

4. The CEO said, “We must improve our sales.”

5. It’s important to finish your work on time.

6. She was happy because she won the contest.

7. Theyawent to Paris, London, and Rome for their trip.

8. Thestudent’s bag was left in the classroom.

9. .The cake is missing some ingredients: flour, sugar, and eggs.
10."He ran quickly, but he was still late.

6. Conclusion

Proper punctuation ensures clarity and professionalism in writing. By following punctuation
rules and avoiding common mistakes, writers can communicate their ideas effectively.
Regular practice with punctuation exercises will help improve writing skills, making
messages clear and professional.
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Unit IV Effective Writing Strategies

4.1: Planning and Organizing
- Importance of planning before writing
- Strategies for organizing ideas and structuring content
4.2: Drafting and Revising
- Techniques for drafting professional documents
- Importance of revising and editing for clarity and coherence
4.3: Clarity and Conciseness
- Writing clear and concise sentences
- Avoiding redundancy and unnecessary jargons
4.4 Tailoring Writing for Different Audiences
e Understanding and addressing the needs of different
audiences
e Adapting tone and style for various professional contexts

Effective Writing Strategies

Planning and Organizing

Importance of Planning Before Writing

Planning is the first and most crucial step in writing. It-ensures clarity, coherence, and logical
flow in any document. Without proper planning, writing may become disorganized,
repetitive, or unclear. Here are some reasons why planning is essential:

1.
2.

3.
4.
5

Saves Time — Organizing ideas beforehand reduces the need for extensive revisions.
Ensures Logical Flow — Planning helps structure thoughts in a way that makes sense
to the reader.

Reduces Errors — Writerscan avoid inconsistencies and gaps in information.
Improves Clarity — A planned document is easier to read and understand.

Enhances Persuasiveness — In professional writing, a well-structured argument is
more convincing.

Example:

Before writinga report, an employee can outline key sections such as introduction, data
analysis, findings, and conclusion. This way, they stay focused and do not miss important

points.

Strategies for Organizing Ideas and Structuring Content

There are several techniques to organize ideas effectively. Below are some common
strategies:

1. Brainstorming — Writing down all ideas before selecting the most relevant ones.

o Example: If writing about "Time Management Strategies,” jot down various
techniques like prioritization, delegation, and scheduling before structuring the
document.
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Outlining — Creating a structured framework with headings and subheadings.
o Example: A business proposal outline may include sections such as Problem
Statement, Proposed Solution, Budget, and Conclusion.
Mind Mapping — A visual way to connect ideas using diagrams.

o Example: For an article on "Remote Work Benefits,” a mind map could link
ideas like flexibility, cost savings, work-life balance, and productivity.
Chronological Order — Presenting information in time sequence, useful for historical

or procedural writing.
o Example: A report on company growth may begin with its founding, followed
by major milestones, and end with current progress.
Topic-Based Organization — Grouping similar ideas under specific headings.
o Example: In a research paper on climate change, separate sections can.discuss
causes, effects, and solutions.
Compare and Contrast — Highlighting similarities and differences between two
subjects.
o Example: A comparison between traditional marketing and.digital marketing.

Example of a Well-Organized Structure:

Title: "Effective Communication in the Workplace"

Introduction: Importance of workplace communication

Verbal Communication: Meetings, presentations, phone calls
Written Communication: Emails, reports, memos

Non-Verbal Communication: Body language, facial expressions
Conclusion: Summary and key takeaways

Exercises

Exercise 1: Identify the Best Planning Strategy

Which planning method-would you use for the following writing tasks? Choose from
Brainstorming, Outlining, Mind Mapping, Chronological Order, Topic-Based Organization,
or Compare and Contrast.

AN ol

Writing a biography of a famous leader.

Rreparing a business proposal for a new product.

Creating a list of ideas for a blog post on healthy eating.
Structuring a report on global warming causes and effects.
Writing an essay comparing online and offline shopping.

Exercise 2: Organize the Following Ideas into a Logical Structure

Below are points related to "The Importance of Exercise.” Arrange them into a well-
structured outline:

Reduces stress
Improves heart health
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e Increases energy levels

o Types of exercises: cardio, strength training, flexibility
e Enhances mental well-being

e Helps in weight management

Answers
Exercise 1 Answers:

Chronological Order — A biography follows a timeline of events.

Outlining — A business proposal needs a structured format.

Brainstorming — Listing ideas before deciding the final content.

Topic-Based Organization — Discussing different causes and effects:under separate
sections.

5. Compare and Contrast — Highlighting the differences and similarities between
online and offline shopping.

PonbdE

Exercise 2 Answer: Title: "The Importance of Exercise"

1. Introduction: Why exercise is important
2. Types of Exercises:
o Cardio
o Strength training
o Flexibility exercises
3. Health Benefits of Exercise:
Improves heart health
Helps in weight management
Increases energy levels
Reduces stress
Enhances mental well-being
4. Conclusion: Encouraging regular exercise for a healthier lifestyle

0O O O O O

By following these planning and organizing strategies, writers can create clear, structured,
and effective documents for any purpose.

The Importance of Exercise
Exercise plays a vital role in maintaining overall health and well-being. Regular
physical activity is essential for keeping the body fit, strengthening the heart, and improving
mental health. In today's fast-paced world, people often neglect exercise due to busy
schedules, but incorporating it into daily life can bring numerous benefits.
There are different types of exercises that cater to various fitness needs. Cardio
exercises such as running, cycling, and swimming help in improving heart health and

increasing endurance. Strength training exercises, like weightlifting and resistance band
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workouts, build muscle strength and improve bone density. Flexibility exercises, including
yoga and stretching, enhance mobility and reduce the risk of injuries. A balanced fitness
routine should include a combination of these exercises for overall well-being.

One of the major benefits of exercise is that it improves heart health. Regular
physical activity strengthens the heart muscles, improves blood circulation, and lowers the
risk of cardiovascular diseases. People who engage in exercises such as jogging, brisk
walking, or aerobics often have healthier hearts and lower blood pressure. In additien,
exercise helps to increase energy levels by improving oxygen and nutrient supply to tissues.
This, in turn, boosts stamina and reduces feelings of fatigue.

Another important benefit of exercise is that it helps in weight management. Many
people struggle with weight issues due to unhealthy eating habits and sedentary lifestyles.
Engaging in physical activities burns calories, increases metabolism, and prevents excessive
weight gain. Strength training exercises, in particular, help in building lean muscle, which
further contributes to maintaining a healthy weight.

Apart from physical health, exercise plays a crucial role in reducing stress and
enhancing mental well-being. Physical activity stimulates the release of endorphins, which
are natural mood boosters. These chemicals help-inh reducing stress, anxiety, and depression.
People who exercise regularly often experience improved sleep patterns, better focus, and a
greater sense of happiness. Activities like-yoga and meditation further enhance relaxation and
mental clarity.

In conclusion, exercise is-essential for a healthy life. Whether it is for improving heart
health, increasing energy-levels, managing weight, or boosting mental well-being, regular
physical activity provides numerous advantages. It is important to include a variety of
exercises, such as<cardio, strength training, and flexibility exercises, in daily routines. By

making exercise a priority, individuals can lead healthier, more fulfilling lives.

4.2 Brafting and Revising

Techniques for Drafting Professional Documents

Drafting is the process of creating the first version of a document. A good draft forms the
foundation of a well-structured and professional document. Below are key techniques to

improve the drafting process:

1. Start with a Clear Purpose — Define the objective of the document before writing.
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o Example: If writing a business proposal, outline the goals and expected
outcomes before drafting.

2. Create a Logical Structure — Arrange content in a logical sequence.

o Example: A report should follow an introduction, body, and conclusion
format.

3. Use Simple and Direct Language — Avoid complex sentences and technical jargon
unless necessary.

o Example: Instead of saying, “The implementation of the strategy will be
conducted in a systematic manner,” write, “The strategy will be implemented
systematically.”

4. Write in Active Voice — Active voice makes writing clearer and more engaging.

o Example:

= Passive: The report was completed by the team.
= Active: The team completed the report.
5. Avoid Repetition and Wordiness — Be concise and remove unnecessary words.

o Example: Instead of “In order to achieve success, one must.plan ahead,” write,
“To succeed, one must plan ahead.”

6. Focus on Clarity and Coherence — Ensure each paragraph flews logically to the
next.

o Example: If discussing the benefits of a new policy, start with an introduction,
present the advantages, and conclude with a summary.

7. Use Bullet Points and Headings — Helps in organizing information and improving

readability.
o Example: In a company handbook, list'policies under clear headings for easy
reference.
8. Support Ideas with Evidence — Use facts, data, or examples to strengthen
arguments.

o Example: Instead of saying, “Employee productivity has improved,” say,
“Employee productivity has increased by 20% in the last six months,
according to internal'reports.”

9. Write the First Draft Without Overthinking — Focus on getting ideas down;
refinement comes later.

o Example: M writing a research paper, first list key points and then expand
them indater drafts.

10. Keep the Audience in Mind — Adapt tone and content based on the target readers.

o Example: A formal tone for a business report vs. a conversational tone for a blog post.

Importance of Revising and Editing for Clarity and Coherence

Revising and editing are essential steps that improve the quality of a document. While
revising focuses on the overall structure and content, editing refines grammar, spelling, and
punctuation. Here’s why they are important:

1. Enhances Readability — A well-revised document is easier to read and understand.
o Example: Breaking a long, complex sentence into two shorter, clearer ones.
2. Eliminates Errors — Spelling, grammar, and punctuation mistakes are corrected.
o Example: Correcting “Its a great opportunity” to “It’s a great opportunity.”
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10.

Improves Logical Flow — Ensures ideas connect smoothly from one section to
another.

o Example: Rearranging paragraphs in an article to improve transitions between
ideas.

Removes Unnecessary Words and Jargon — Helps in keeping the writing concise.

o Example: Instead of “Due to the fact that,” write “Because.”

Ensures Consistency — Maintains uniformity in formatting, tone, and terminology.

o Example: Using either “email” or “e-mail” consistently throughout a
document.

Strengthens Arguments — Adds clarity and supporting evidence where needed.

o Example: Expanding on key points with relevant statistics or examples.

Refines Sentence Structure — Corrects awkward phrasing or unclear wording:

o Example: Changing “The policy which was introduced recently is one’that
focuses on efficiency” to “The recently introduced policy focuses’on
efficiency.”

Polishes Professionalism — Well-edited documents appear more credible and
authoritative.

o Example: A client proposal with no errors leaves a better impression than one
with typos.

Ensures Proper Formatting — Aligns the document with professional standards.

o Example: Using consistent font styles and spacing in a report.

Prepares the Document for Final Submission +The last step before publishing or
sending.

Example: A final review before submitting-a job application ensures there are no
mistakes.

Exercises

Exercise 1: Improve the Clarity of These Sentences

Rewrite the following-sentences to make them clearer and more concise:

1.

2.

3
4
5

Due to the’fact that we had a delay, the project was completed later than the originally
planned deadline.

The.proposal which was submitted by the team has been approved by the
management.

."There are many different options available for improving employee satisfaction.

In order to meet the goals, it is necessary to plan ahead and work efficiently.

. The software that has been developed is one that focuses on enhancing security.

Exercise 2: Identify the Editing Mistakes

Find and correct errors in the following sentences:

1.
2.
3.

Their going to present the report tomorrow at the meeting.
The manager asked that each team member submits their ideas.
The company is looking forward to increase its market share in the next quarter.
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4. She recieved an email from the HR department regarding her application.
5. The marketing strategy has been revised and it’s effectiveness has been improved.

Answers
Exercise 1 (Revised Sentences):

Because of the delay, the project was completed later than planned.
The team’s submitted proposal has been approved by management.
Many options are available for improving employee satisfaction.

To meet the goals, planning ahead and working efficiently is necessary.
The newly developed software focuses on enhancing security.

orwdPE

Exercise 2 (Corrected Sentences):

They’re going to present the report tomorrow at the meeting:

The manager asked that each team member submit their ideas.

The company is looking forward to increasing its market Share in the next quarter.
She received an email from the HR department regarding her application.

The marketing strategy has been revised, and its effectiveness has improved.

agkrownE

By applying these drafting and revising techniques,‘writers can create clear, concise, and
professional documents that effectively communicate their message.

Comparison Between a Not Well-Drafted Paragraph and a Well-Drafted
Paragraph

Effective drafting and revising are essential for creating professional documents. A poorly
drafted paragraph can be unclear, unorganized, and ineffective in conveying the intended
message. In contrast, a well=drafted paragraph ensures clarity, coherence, and
professionalism. Below is-a comparison of a not well-drafted paragraph and a revised version
that follows drafting.and revising techniques.

Not Well-Drafted Paragraph:

The company has many problems, and they need to fix them soon. Employees are not
working well, and customers are unhappy. Also, sales are low, and there are financial issues.
If theycompany does not make changes, it might have bigger problems. One way to fix things
is)to change how employees work, and another is to make better products. Advertising is also
important. These things will help, and the company will do better in the future.

Issues in the Not Well-Drafted Paragraph:

Lack of Clarity: The sentences are vague and do not provide specific details.
Poor Organization: The ideas are scattered and do not follow a logical sequence.
Wordiness: Some phrases are unnecessarily long and could be more concise.
Lack of Formality: The tone is too casual for a professional document.

el A
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Well-Drafted Paragraph (Revised for Clarity and Coherence):

The company is facing several challenges that require immediate attention. Employee
productivity has declined, leading to decreased customer satisfaction. Additionally, low sales
and financial difficulties threaten long-term stability. To address these issues, the company
can implement several strategic changes. First, improving employee training programs can
enhance efficiency and morale. Second, refining product quality and innovation can attract
more customers. Lastly, strengthening marketing and advertising efforts will boost brand
awareness and sales. By adopting these measures, the company can improve performance and
achieve long-term success.

Improvements in the Well-Drafted Paragraph:

1. Clarity: The revised paragraph clearly identifies the company’s challenges and
solutions.

2. Logical Flow: The ideas are structured in a logical order, making it easy to
understand.

3. Conciseness: Unnecessary words and vague phrases are removed, making the
message direct.

4. Professional Tone: The language is formal, making the document suitable for
business use.

Conclusion:

Drafting and revising are crucial steps_.in professional writing. A well-drafted document
enhances communication, making it mere effective and professional. By organizing ideas,
using clear language, and maintaining a professional tone, writers can create impactful and
meaningful documents.

Effective Writing Strategies: Clarity and Conciseness
Writing clearly and concisely is an essential skill in professional communication. Clear
writing helps readers’understand the message quickly, while concise writing ensures that

unnecessary words do not distract from the main point. Effective communication relies on
simple, direct;and well-structured sentences that are free from redundancy and jargon.

Writing Clear and Concise Sentences

A clear sentence presents a complete idea in a straightforward manner. A concise sentence
delivers the message using as few words as necessary without losing meaning.

Tips for Writing Clear and Concise Sentences:

1. Use Simple and Direct Language
o X Not clear: The manager is of the opinion that the project requires further
discussion.
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o Clear: The manager thinks the project needs more discussion.
2. Avoid Wordiness

o X Wordy: In order to improve efficiency, we must take into consideration
various factors.

o+ Concise: To improve efficiency, we must consider various factors.
3. Keep Sentences Short and Focused

o X Too Long: Due to the fact that the company is expanding, we are planning
to hire additional employees in various departments.

o Concise: Since the company is expanding, we plan to hire more employegs.
4. Use Active Voice (Whenever Possible)

o X Passive: The report was written by the employee.

o Active: The employee wrote the report.
5. Eliminate Redundant Phrases

o X Redundant: The meeting was postponed until a later date,
o  Concise: The meeting was postponed.
6. Avoid Unnecessary Qualifiers (Very, Really, Basically, etc.)
o X Wordy: The report is basically very important.
o  Concise: The report is important.

Avoiding Redundancy and Unnecessary Jargon

Redundancy is using extra words that do not-add meaning to a sentence. Jargon refers to
technical or complex words that may confuse readers.

Examples of Redundancy and How.to Fix Them:

e X Incorrect: The reason why the meeting was canceled is because of bad weather.
o  Correct: The meeting was canceled due to bad weather.

o X Incorrect: Eachyand every employee must follow the rules.

o  Correct: Every employee must follow the rules.

Examples of Unnecessary Jargon and How to Fix It:

o XJargon: The project will undergo a comprehensive evaluation to ascertain
feasibility.
¢,  Simple: We will evaluate the project to see if it is possible.

o X Jargon: The company is leveraging its core competencies to achieve operational
excellence.

o  Simple: The company is using its strengths to improve operations.

Exercises

Exercise 1: Rewrite the Sentences to Make Them Clear and Concise
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Due to the fact that the deadline is approaching, we must work harder.
The manager gave a brief summary of the current situation.

At this point in time, we are unable to make a decision.

The department head is in agreement with the proposed changes.

The reason why she left the job is because she got a better offer.

oL E

Exercise 2: Identify and Correct the Unnecessary Jargon

=

The organization is synergizing efforts to optimize workflow efficiency.

2. We are in the process of implementing innovative solutions to enhance customer
satisfaction.

The team conducted a feasibility assessment to evaluate the viability of the project.
The company is leveraging data analytics to streamline business operations!

The firm aims to deliver value-added services to its esteemed clientele.

ok w

Answers
Exercise 1 (Clear and Concise Sentences):

Since the deadline is approaching, we must work harder.
The manager summarized the current situation;

We cannot make a decision now.

The department head agrees with the proposed changes.
She left the job because she got a better offer.

agkrownE

Exercise 2 (Simplified Sentences):

The organization is working together to improve efficiency.

We are implementing new solutions to improve customer satisfaction.
The team studied whether the project is possible.

The company is using data to improve operations.

The firm aims toprovide useful services to its customers.

agkrownE

Conclusion

Clarity and conciseness improve writing by making it easier to understand. By using simple
words, short sentences, active voice, and avoiding unnecessary jargon, writers can make
their documents more professional and effective. Well-structured writing saves time,
reduces confusion, and enhances communication.
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Comparison: Avoiding Redundancy and Jargon
With Redundancy and Jargon (Ineffective Writing)

At this point in time, the organization is in the process of implementing innovative solutions
to optimize workflow efficiency. Due to the fact that market conditions are rapidly evolving,
it is absolutely essential that we strategize in advance for future uncertainties. Each and every
department must collaborate together to achieve operational excellence, and it is of utmost
importance that all employees are in agreement with the proposed initiatives.

Without Redundancy and Jargon (Effective Writing)

Currently, the organization is implementing new solutions to improve workflow. Since
market conditions are changing rapidly, we must plan ahead for future challenges. Every
department must collaborate to improve operations, and all employees should support the
proposed initiatives.

Key Improvements:

“At this point in time” — “Currently” (Removes redundancy)

“Is in the process of implementing” — “Is implementing” (Concise and clear)
“Optimize workflow efficiency” — “Improve workflow” (Avoids jargon)
“Each and every” — “Every” (Removes unnecessary repetition)

“It is of utmost importance that” — “Should” (More direct and natural)

orwdPE

By eliminating redundancy and jargon, the revised paragraph is clearer, more concise, and
easier to understand while still conveying-the same message effectively.

Effective Writing Strategies: Tailoring Writing for Different Audiences

Writing is most effective when it is tailored to the audience. Different audiences have
different expectations, levels of knowledge, and communication preferences. A message that
works well for onécgroup may be unclear or inappropriate for another. Therefore, it is
important to understand the audience and adjust the tone and style of writing accordingly.
Understanding and Addressing the Needs of Different Audiences

Befare writing, it is essential to consider who will be reading the document. The following
factors help in understanding the audience:

1. Audience Type
Audiences can be broadly classified into: General audience (e.g., blog readers, customers)
Professional audience (e.g., business executives, employees) Technical audience (e.g.,

engineers, scientists) Academic audience (e.g., students, researchers)

Each audience type requires different levels of detail and complexity in writing.
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2. Purpose of Communication

The purpose of writing should match the audience’s needs. For example:
To inform: A news article or company update

To persuade: A sales pitch or business proposal

To instruct: A user manual or training guide

3. Level of Knowledge

A technical report for engineers can use industry-specific terms, but the same information
must be simplified for customers or the general public.

Example:

For a general audience:

"Smartphones use advanced cameras to take high-quality pictures, even in low light."
For a technical audience:

"Smartphones utilize computational photography.and Al-driven image processing to enhance
low-light imaging."”

Adapting Tone and Style for Various Professional Contexts

Tone refers to the writer’s attitude, while style is the way the message is structured. Writing
tone and style should match the context.

1. Formal vs. Informal Tone

Formal Tone (Business, & Academic Writing)

Used in reports, emails to clients, and official documents

Avoids contractions (e.g., “do not” instead of “don’t”)

Uses-respectful and professional language

Example:

"We appreciate your interest in our services. Please find the proposal attached."
Informal Tone (Casual Communication)

Used in internal messages, social media posts, and friendly emails

Allows contractions and conversational style
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Uses simple and friendly language

Example: "Thanks for reaching out! Here’s the proposal you asked for."
2. Direct vs. Indirect Style

Direct Style (Clear and Concise Writing)

Suitable for business reports and instructions

Gets to the point quickly

Example:

"Please submit the report by Friday."

Indirect Style (Polite and Diplomatic Writing)

Suitable for emails to clients and sensitive topics

Uses soft and polite phrasing

Example:

"It would be greatly appreciated if you could submit the report by Friday."
3. Persuasive vs. Informative Writing

Persuasive Writing (Marketing, Proposals, Sales)

Uses strong and convincing language

Focuses on benefits

Example:

"Our software will boost your team’s productivity by 50%!"
Informative Writing (Reports, Newsletters, Manuals)
Focuses on facts and clarity

Avoids emotional language

Example:

"This software includes task management and collaboration features.
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Exercises
Exercise 1: Identify the Audience Type

Read the sentences below and identify the most suitable audience (General, Professional,
Technical, Academic).

"Our company’s revenue grew by 15% this quarter."

"DNA sequencing helps scientists understand genetic disorders."

"This smartphone has a 108MP camera and night mode for better pictures.”
"Please ensure all employees complete the training by Friday."
"Photosynthesis is the process by which plants make their food using sunlight.”
Exercise 2: Rewrite the Sentences in a Different Tone

Rewrite these sentences to match the given tone:

(Formal to Informal): ""We appreciate your participation in the survey."
(Informal to Formal): "Hey, can you send me that-report by tomorrow?"
(Direct to Indirect): "You must submit the application today."

(Persuasive to Informative): "This product is the best in the market and will change your
lifel"

Answers

Exercise 1: Identifying the-Audience

Professional — Business professionals interested in company growth
Technical — Seientists or researchers studying genetics

General-= Everyday consumers interested in smartphone features
Professional — Employees in a workplace setting

Academic — Students or educators learning about biology

Exercise 2: Rewriting in a Different Tone

Informal: "Thanks for taking the survey!"

Formal: "Could you please send me the report by tomorrow?"
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Indirect: "It would be helpful if you could submit the application today."

Informative: "This product has several features designed to improve convenience and
efficiency."”

Conclusion

Tailoring writing for different audiences improves communication and ensures the message is
effective. Writers should consider who they are writing for and adapt the tone and style
accordingly. Using clear and appropriate language helps engage the reader and makes the
writing more impactful.
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