 Lecture Notes
Basic Grammar

Parts of Speech

Words are divided into different kinds or classes, called Parts of Speech, according to their use; that is, according to the work they do in a sentence. The parts of speech are eight in number:

1. Noun

2. Pronoun

3. Verb

4. Adverb

5. Adjective

6. Preposition

7. Conjunction

8. Interjection

1. Noun

A noun is a word used as the name of a person, place or thing.

Note: The word thing includes (i) all objects that we can see, hear, taste, touch, or smell; and (ii) something that we can think of, but cannot perceive by the senses.

Nouns are simply the names we give to everything around us, whether it be a person, an event, a place or an object, etc. Every particular name used to define something is a noun. 

E.g. : Amsterdam, Anita, Blackberry, Honesty, Waiter, King, Mohan, Mumbai, Table etc.  
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PROPER NOUN

A proper noun is the name given to a particular person. These nouns are always capitalised as they need to be distinct from other nouns.

Examples

William Shakespeare was a playwright. - Proper noun that is the name of a specific person.

I will be visiting New York next month. - Proper noun that is the name of a specific place.

Everyone dislikes Monday mornings. - The names of days are proper nouns. 

COMMON NOUN

A common noun is a name given in common to persons and things belonging to the same species. They are capitalized only when they are at the beginning of a sentence. 

Example

The boys went to play cricket. - Both boys and cricket are common nouns as they can refer to any boy or any cricket match.

A developed country has more responsibilities.

COLLECTIVE NOUN

A collective noun is the name given to a collection or group of persons or things taken as a single group or entity.

Example

A class of students.

A crowd of people/spectators.

A gang of thieves.

A group of dancers.

A team of players.

A troupe of artists/dancers.

ABSTRACT NOUN

An abstract noun is the name given to a quality or action or state which we can understand but we  can not touch and see.

Examples:
E.g. 

Quality - kindness, darkness, honesty

Action - laughter, theft

State - sleep, sickness

COUNTABLE NOUN

The nouns that fall under this category are the ones that have both singular and plural forms. They can be counted either relatively or completely, and form plurals to associate with plural verbs in a sentence. They can also be expressed in numerical terms.

Examples

I need to buy four new suitcases for my trip.  - Suitcase (s) is a countable noun as adding ‘s’ to it makes it plural.

Does anyone want some oranges? - Here some is being used to count the noun orange(s).

book, pen, apple, boy

UNCOUNTABLE NOUN

These nouns are the exact opposite of Countable Nouns. These nouns are the names of things that cannot be counted and have only a singular form. These nouns use singular verbs in a sentence.

Example

Honesty, gold, milk

Is 250gms of sugar enough? -  Here, sugar is an uncountable noun as sugar itself cannot be counted. It can only be weighed. 

He always answers questions with honesty. - Honesty is an uncountable noun as it has no plural and cannot be counted in physical terms either. 

POSSESSIVE NOUN

Nouns or pronouns can also modify themselves to show possession of another noun, usually by attaching 's' to the end of the noun. These nouns that show possession are called Possessive Nouns. 

 In the singular form, the possessive case is formed by adding 's to the noun.
The clothes of the girl. 
The girl’s clothes.    

The toys of the boy. 
The boy’s toys.

Mary goes to this school.
This is Mary’s school.

King’s castle, grandfather’s stick, my dog’s bowl and all of the above are formed by adding the 's. 

For certain words, instead of 's, only ' is used to avoid a hissing noise. Keep this is mind when using possessive nouns.
Some examples would be:
Boss’ office.
For goodness’ sake. 

There are two rules to follow in case the noun is in plural form.

If the noun ends in s then the possessive case is formed by adding the apostrophe


E.g. the donkeys’ tail, the boys’ hostel, the cousins’ aunt.

If the noun does not end in s then the possessive case is formed by adding 's.

 
E.g. the children’s park, the men’s room.

Noun-Gender

Masculine gender:
A noun is said to be in the Masculine gender if it refers to a male character or member of a species.

Man, lion, hero, boy, king, horse and actor are few nouns of masculine gender.

Example:
A boy is playing in the play-ground.

Hero of the movie is not a native of this country.

Feminine gender:
A noun is said to be in the feminine gender if it refers to a female member of a species. 

Woman, lioness, heroine, girl, mare, niece, empress, cow and actress are few of the feminine-gender nouns that we use.

Example:
A girl is playing in the play-ground.

Heroine of the movie is not a native of this country.

Common gender:

A noun is said to be in Common gender if it refers to a member of species which can be a male or a female.

Child, student, friend, applicant, candidate, servant, member, 

parliamentarian and leader are few of the common-gender nouns.

Example:
A child is playing in the play-ground.

A Parliamentarian should have command over his language.

Neuter gender:
A noun is said to be in the neuter gender if it refers to a member of a species which is neither a male nor a female.

Normally nouns referring to lifeless objects are in neuter nouns.

Chair, table, tree, star, mountain, street, book, car, school,
paper, pencil and computer are few of the neuter nouns which We use regularly.


Example:

• Computer has brought about drastic changes in our lives.
• Tree is cleansing the air.
• Stars are not visible in the day-time.

Noun-Number

Singular:

When we speak about one person and one thing, we use the noun in singular form.

Single means one.

Examples:

A man is smoking within the premises.

This chair is made of plastic

Kiara is an intelligent girl.

2. Plural:
When we speak about more than one person and one thing, we use the noun in plural form.

Examples:

Few men are standing in the foyer.

These chairs are made of plastic.

Keep the knives in a safe place

Converting Nouns to Plural Form

Most nouns can be converted into plural forms by adding ‘-s’ or ‘-es’ at the end of the word. E.g.:  box-boxes, cat-cats, echo-echoes , etc. 

1. For most nouns, add an ‘s’ at the end of the word.

For some words ending with ‘o’ add an ‘s’

	Singular 
	Plural 

	Car 
	Cars 

	Desk 
	Desks 

	Tree 
	Trees 

	Piano 
	Pianos 

	Logo 
	Logos 

	Radio 
	Radios 

	Boy 
	Boys 


2. For nouns that end with ‘s’, ‘x’, ‘z’, ‘ch’, or ‘sh’, add ‘es’ at the end of the word.

	Singular 
	Plural 

	Boss 
	Bosses 

	Box 
	Boxes 

	Dish 
	Dishes 

	Bush 
	Bushes 

	Watch 
	Watches 

	Church 
	Churches 


3. For some words that end with ‘o’, add ‘es’ at the end of the word.

	Singular 
	Plural 

	Potato 
	Potatoes 

	Echo 
	Echoes 

	Hero 
	Heroes 


4. By changing the last letter y into ies.
	Singular 
	Plural 

	Baby 
	Babies 

	City 
	Citied 

	Story 
	Stories 


5. By changing ‘f’ or ‘fe’ into ‘ves’ .

	Singular 
	Plural 

	Thief 
	Thieves 

	Half 
	Halves 

	Leaf 
	Leaves 

	Wife 
	Wives 

	Knife 
	Knives 


For some other words ending with ‘f’ add ‘s’ at the end of the word

	Singular 
	Plural 

	Roof 
	Roofs 

	Chef 
	Chefs 


Exceptions:

• Chief-chiefs
• Roof-roofs
• Gulf-gulfs
• Safe-safes

6. For some nouns, other letters must be replaced or added, sometimes changing the words completely.
	Singular 
	Plural 

	Child 
	Children 

	Foot 
	Feet 


2. Pronoun

A pronoun is a word used instead of a noun.


Examples:

Raman is boy. He is going to school.
Of these sentences, in the second sentence, the word “he” is used to indicate “Raman”. So the word “he” is a pronoun.

The students refuse to take their meals. They want to meet the warden.
In the second sentence, the word “they” is used to indicate “the students”. So the word “they” is a pronoun.

Exercise:

Personal Pronoun: 

I, we, you, he, she, they are called Personal Pronouns because they stand for three persons. 

E.g. 

I am going.

We are going.

You are going.

S/HE is going.

They are going.
Indefinite Pronoun

Do not denote a definite person/thing.

E.g.
One evening a beggar came to my door.

Somebody stole the mangoes.
Relative Pronoun- such as that, who, which, whose and whom which give extra information about the subject.

E.g.

The woman who interviewed me was very friendly.

I can't stand dogs that bark loudly.
Possessive Pronoun

Denote possession

Eg. Mine, ours, yours, theirs etc. 

Interrogative Pronoun

Perform the function of asking questions

Which is your favourite movie?

What do you want?

Distributive Pronoun

These indicate each of the persons or things used in a sentence.

Each, either, none, any etc.

Demonstrative Pronoun

These indicate some noun.

Eg. This, that, these, those.

Reflexive Pronoun

These indicate influence on the subject.

3. Verb

A verb is a word that describes an action or occurrence or indicates a state of being. A Verb may tell us-

What a person or thing does; as,

Hari laughs.

The clock strikes.

What is done to a person or thing ; as,

Hari is scolded.

The window is broken.

What a person or thing is; as,

The cat is dead.

Examples:

Mr. Kapoor takes the class today morning.

What does Mr. Kapoor do today morning?

He takes the class.

The action he is doing is “taking” the class.

So the action is denoted by the word “takes”. In that case that word “takes” is the verb.

The Students write their examination in the Lawtey hall.

Here, the word “write” is the verb. 

Types of Verbs

Auxiliary Verbs

Regular Verbs

Irregular Verbs

Modal Verbs

Auxiliary Verb: ‘To Do’, ‘Be’ and ‘Have’ are the English auxiliary verbs / helping verbs used in a negative 
structure, a question or to show tenses.

Modal Verb: Modal verbs are used to express ideas such as possibility, intention, obligation and necessity.

E.g.

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

Regular Verb: A regular verb is one that follows the pattern of taking -ed for the past simple and past participles.

E.g. walk / walked / walked

Irregular Verb: An irregular verb is one that does not take the -ed ending for the Past Simple and Past Simple forms. Some verbs do not change.

4. Adverb

An adverb is a word used to add something to the meaning of a verb, an adjective or another adverb.

Examples:

• He worked the sum quickly. (modifies verb)

Here, whether he worked the sum slow or quickly is answered by the word “quickly”. So the word, “quickly” is an adverb.

• This flower is very beautiful. (modifies adjective)

Here the word “very” is used to add more meaning to the word “beautiful”. That means the flower is more beautiful. So the word “very” is an adverb.

Few other adverbs are wonderfully, nicely, fast, beautifully, honestly, freely, slightly, healthily, calmly etc…

Many of the adverbs end with -ly as stated above.
But it is not a condition.


5. Adjective

An adjective is word used to add something to the meaning of a noun or pronoun.

Adjectives are what define nouns and give them characteristics to differentiate them from other nouns. 

For example:

He was wearing a blue shirt.

Here ‘blue’ is an adjective as it is describing the noun ‘shirt’ by answering the question ‘what kind of shirt?’

There are seven rooms in the house.

Here ‘Seven’ is also an adjective as it’s telling the quantity/the number of the noun ‘rooms’, answering the question ‘how many rooms?’. 

He is a brave boy.

In this sentence, “what kind of boy is he” is answered by the 
word “brave”. So the word “brave” is an adjective.

 They are perfect people.

In this sentence, “what kinds of people are they” is answered by 
the word “perfect”. So the word “perfect” is an adjective.



Few other adjectives are beautiful, tall, shy, courteous, ugly, short, long, lengthy, costly, calm, nice etc… 

An adjective can come before a noun.
Eg. a new car
It can come after  verbs.

such as be, become, seem, look, etc.: that car looks fast
5.1 Adjectives of quality:
Good, honest, old, big etc…

Examples :


Their good performance in their final examinations gave them what they expected.
• Mr. Antonio is an honest policeman.
• Our Chairman is an old man.
• The big temple might have been constructed a long time back.




5.2  Adjectives of quantity: 

Little, some, much, enough etc…



Examples: 

• I know little about music.


• Adding some sugar will make the coffee tastier.


• We have enough study-materials for the forth coming examinations.

5.3. Definitive numeral adjectives: 
One, two, three, four, five, six, seven etc..



Examples: 

• One student came forward to become a leader of this class.


• Four subjects of “Management Studies” are very difficult.

5.4  Indefinite numeral adjectives: 
All, no, many, few, several etc…

Examples :

• All the employees have to be here by 10am tomorrow.

• No one will be exempted from paying the monthly due.




5.5 Distributive numeral adjectives: 
Each, every, either, neither etc…



Examples :

• Each one of you should support this cause.


• I mean that every employee has stake in the growth of this company.


• Either of you should take care of your child.


• Neither of you can go away from other.

5.6 Demonstrative adjectives: 
This, that, these, those, such etc…


Examples: 

• This dog is ours.


• That gentleman donated his fortunes to a charitable trust.


• These flowers are not for sales.

5.7 Interrogative adjectives :

What, which, whose, when etc…



Examples: 

• What happened after I came out of the house is not known to me.


• Which team won the match is not our problem.


• Whose child is this is a mystery.

Fun Time

Name chain

6. Preposition

A preposition is word used with a noun or a pronoun to show how the person or thing denoted by the noun or pronoun stands in relation to something else.

Prepositions: are words that we can use to indicate time, place and space.
Examples:

• There is cow in the garden.
Here the word “in” is preposition.

• He is in the play-ground.
Here the word “in” is a preposition.

• They are coming to your office.
Here, the word “to” is a preposition.

• The fruits are behind the leaves.
Here the word “behind” is preposition.

Commonly used prepositions

About, above, across, against, at, before, behind below, , by, down, during, for, from, into, of, on, over, since, to, within, in, up, over, off, towards, until, with etc.


Fun Time

Identify slogans with Prepositions in them

E.g.
Lets go in an ALTO – Maruti

King of good times - Kingfisher

7. Conjunction

Conjunction is word or a phrase which connects two words or two phrases or two clauses or two sentences. 

Examples:

• Ram is a student. John is a student. Ram and John are students.
Here the word “and” is used to join the two words Ram & John. So the word “and” is a conjunction.

• I ran fast, but missed the train.
The word “but” is a conjunction.

Few other conjunctions are or, either…or, not only, so that, still, else, since, so, after ,for, also, only, because, if, as, when, while etc…

F – For

A – And

 N – Nor

 B – But

O – Or

 Y – Yet

S - So

8.Interjection

An interjection is a word which expresses some sudden feelings.

Examples:

• Hurrah! I have one the game.

• Ah! Have they gone? 

• Oh! I got such a fright. 

In these sentences, the words “hurrah” ,”ah” and “oh” are used to express the sudden feelings of those who use these sentences.

Ahem - The sound of someone clearing their throat and means “attention” or “listen”

Aah - This is used as a call for help or when someone is scared

Boo - Used to scare someone or to voice disapproval

Eh - This is used when you didn’t hear or understand what someone said

Eww - Shows dislike or disgust

Hmm - This can mean you are thinking or hesitating

Oops - An exclamation people use when they accidentally do something

Phew - This expresses relief or that you are glad something is over

Yahoo - Expresses joy or happiness

Yeah - This shows a very strong affirmation or approval

Check  point

Identify parts of Speech

2. You have to believe in yourself if you ever expect to be successful at something.

3. We left for the mountain just before six in the morning.

4. We first went to the store to buy a few things. 

5. We had a breakfast at a café near the rail station.

6. The weather was very cold.

7. My friend said, "Oh! What a cold weather!“

8. We got back home late at night but we didn't go to sleep immediately. We were very hungry.

Articles

Three words are used as articles.

They are:

1. a
2. an
3. the

Of these, a and an are indefinite articles.

Because, the indefinite-articles are used to indicate not any specific object or subject in the sentence.

“The” is the only definite article

The definite article is used to indicate a specific object or subject in the sentence.


Few Uses of the Indefinite articles:



The indefinite articles are used before a singular countable.

Examples

We want to construct a house for us.

A ball costs only few cents.

A boy was born to the couples two days back.

II. “An” is used before a word beginning with a vowel (or a vowel sound).

Examples:

He gave me an onion.

What he needed was an umbrella.

An apple a day keeps the doctor away.

III. “A” is used before a word beginning with a consonant.

Examples:

A cat is running behind the rat.

We need a man to safeguard our car.

A hole in the boat will endanger its safety.

Please Note:

An” is used before the word beginning with ‘h’ in case the ‘h’ is silent in pronunciation.

Examples:

It is difficult to find an honest policeman.

The train was late by an hour.

“A” is used before the words beginning with a vowel which is pronounced like the ‘y’ in young.

Example:

The employees of this company formed a union.

IV When the word ‘such’ is applied to countable things, the indefinite article is used after ‘such’.



Examples:



• Mr. Ram is an honest man. You can not find such a man.


• He confused everybody with his witty talk. Such a blunder is rare to find in our lives.

V The indefinite article is used when a singular noun stands for a whole group or species.



Examples:



• A cow is a useful animal.


• A dog is a faithful animal.


Few Uses of the Definite articles:



To refer to both countable nouns and uncountable nouns

Examples:

The book is costly one.

The pen is what He sells in his shop.

The news is not sweet for our ears.

II. To refer to a particular person or thing or one already mentioned in the sentence.


Examples:

There is a chair but the chair is broken.

The book that you want is not available in this library.

The President arrived by a special plane.

III. Before names of unique of their kind.

Examples:

The Sun is the source of all forms of energies.

The Sky looks beautiful every night.

The earth is the example of patience.

NOTE:

The two words “Man” and “Woman” in the general sense do not take any article.

Man (not “The Man”) is the only animal that has intelligence.


IV. To refer to rivers, seas, oceans, groups of islands, mountains, ranges trains etc…

V. To refer to Holy books.

NOTE:



“The” is not used when the author name of the book is used as follows.


PRACTICAL GRAMMAR

· Sentence

· Punctuation

· Tenses

SENTENCE

Every sentence consists of 2 parts:

SUBJECT (The part about which something is said ) & PREDICATE (The part which says something about the subject)

Mr. Clinton is teaching Algebra to the students



In the above sentence, the word “Mr. Clinton” is the subject. The phrase “is teaching” is the predicate. The words “Algebra & The students” are objects.

Now, It’s your turn to answer

· The children built a sandcastle.

· Shanaya played chess with Alicia.

· Orange is my favorite color.

· The magician's trick amazed everyone

· The carrot sticks were delicious

Phrases & Clauses

 A phrase is a collection of words that may have nouns or verbs, but it does not have a subject doing a verb. 

Example:

leaving behind the dog

smashing into a fence

before the first test

A clause is a collection of words that has a subject that is actively doing a verb. The following are examples of clauses:

· since she laughs at diffident men

· when the saints go marching in

· because she smiled at him.

An independent clause  contains a subject, a verb, and a complete thought.

I wrote my first book last year

A dependent clause contains a subject and a verb, but no complete thought.

After I wrote my first book last year

1. A SIMPLE SENTENCE has one independent clause.

Tom read novel

2. A COMPOUND SENTENCE has two independent clauses joined by

a coordinating conjunction (for, and, nor, but, or, yet, so),

a conjunctive adverb (e.g. however, therefore), or

a semicolon alone.

3. A COMPLEX SENTENCE has one dependent clause (headed by a subordinating conjunction or a relative pronoun ) joined to an independent clause.

4. A COMPOUND-COMPLEX SENTENCE has two independent clauses joined to one or more dependent clauses.

There are four kinds of Sentences. 

They are: 

1. Declarative or Assertive Sentences 
2. Interrogative Sentences 
3. Imperative Sentences 
4. Exclamatory Sentences 


1.Declarative Sentences: 


These sentences simply make statements or assertions.


Examples: 

They are my friends. 

This is not my ball. 

Tell your friends that you will join them after 6pm.

He is not in town now. 

2.Interrogative Sentences 

A sentence that asks a question is called an Interrogative sentence.

Examples: 

· How are you? 

· Where are you?

· What do you do?

· Where is your brother?

· What did happen to your car?

· Why can not you become a member of this organization?

· Where do you live? 

3.Imperative Sentences: 

A sentence that expresses a command or an entreaty is called an Imperative sentence.

It can end in a full stop or an exclamation mark, depending on how forceful the command is:

Examples:

· Pour me a glass of water.

· Leave the package at the door.

· Take me to the library.

· Get up. 

· Go out. 

· Come here.

4.Exclamatory Sentences 

A sentence that expresses strong feeling is called an exclamatory sentence.

Examples:

· No, you did not have permission to stay out this late!

· I can’t figure this out!

· Our team won the championship!

· I don’t know what happened here!

· What a shame!


Sentence Errors


Some mistakes are easy to spot in a sentence:


The softball players is going out for pizza after the game. 


Other mistakes are more difficult to identify


She didn't seem very effected by her poor grade.

Answer: Effected should be affected. Effect can be used as a verb meaning 'to cause' or a noun meaning 'a result'. Affect is a verb meaning 'to change' or 'to influence.'   


Let's try some more:

· I can't here what you are saying.

· Manuel went to the store to return what he will buy.

· We went to the Brown’s house and slept on they’re couch.

· the dog was very cute, white with brown spots.

· Are you crying !
Punctuation

Read this passage

My Name is Nysa I am a writer  and I write articles for various magazines I live in India I love travelling and I have visited many different parts of the world this gives me the opportunity to write  travel articles I enjoy taking photographs

Writing it correctly

My Name is Nysa.I am a writer  and I write articles for various magazines. I live in India. I love travelling and I have visited many different parts of the world. This gives me the opportunity to write  travel articles. I enjoy taking photographs

Because the passage has now been  broken up into sentences, it makes sense. Each statement is complete in itself.

To mark the end of a sentence which is not a question or an exclamation.

Rome is the capital of Italy.

I was born in India and now live in Australia.

To indicate an abbreviation

I will be in between 6 a.m. and 7 p.m.

special case - three dots

Often you will see a sentence concluding with three dots. This indicates that only part of the sentence or text has been quoted or that it is being left up to the reader to complete the rest of the sentence.

The Lord's Prayer begins, 'Our Father which are in Heaven...'

A comma in writing is like a pause inside a sentence when speaking. We use commas inside sentences. Commas separate parts of a sentence into logical elements. Commas have no meaning, but they help us to see the structure and therefore the meaning of the sentence.

Put a space after a comma. Do not put a space before a comma.

Using the comma to separate phrases, words, or clauses in lists

a series of nouns

The meal consisted of soup, fish, chicken, dessert and coffee.

2. a series of adjectives

She was young, beautiful, kind, and intelligent.
Note: if an adjective is modifying another adjective you do not separate them with a comma - e.g. She wore a bright red shirt.

a series of verbs
Tony ran towards me, fell, yelled, and fainted.

A series of clauses

The car smashed into the wall, flipped onto its roof, slid along the road, and finally stopped against a tree.

a series of phrases

On my birthday I went to the cinema, ate dinner in a restaurant,and went dancing.

B. Using the comma to enclose insertions or comments. The comma is placed on either side of the insertion.

China, one of the most powerful nations on Earth, has a huge population.

C. Use the comma in 'tag questions‘

She lives in Paris, doesn't she?

We haven't met, have we?
D. Use to mark off interjections like 'please', 'thank you', 'yes', and 'no‘

Yes, I will stay a little longer, thank you.

Note:

Use a comma for addresses, some dates, and titles following a name.

911 Avenue Mansion, Petchburi Road, Bangkok, 10400, Thailand

Delhi, India

November 4, 1948 (but 4 November 1948)

Roshan Saxena, Professor of English

Putting a comma in the wrong place can lead to a sentence with a completely different meaning, look at these two examples:

I hate liars like you, I believe that honesty is the best policy.

I hate liars, like you, I believe that honesty is the best policy.

At the end of all direct questions

What is your name?

Do you speak Italian?

You're Spanish, aren't you?

2. Do not use the question mark for reported questions.

He asked me what my name was.

She asked if I was Spanish.

Ask them where they are going.

Exclamation Mark

The exclamation mark is used to express exasperation, astonishment or surprise or to emphasise a comment or short, sharp phrase.

Help! Help!

That's unbelievable!

Get out!

Look out!

The difference between a 'bracket' and a 'parentheses' can be a bit confusing.

Generally, parentheses refers to round brackets () and brackets to square brackets []. However, we are more and more used to hearing these referred to simply as 'round brackets' or 'square brackets'.

Usually we use square brackets - [ ] - for special purposes such as in technical manuals. Round brackets - ( ) -, or 'parentheses' are used in a similar way to commas when we want to add further explanation, an afterthought, or comment that is to do with our main line of thought but distinct from it.

The semicolon is somewhere between a weak full stop and a strong comma and used to join phrases and sentences without having to use a conjunction (and, but etc.) where the phrases or sentences are thematically linked but independent

Colon

The colon expands on the sentence that precedes it.

There are many reasons for poor written communication: lack of planning, poor grammar, misuse of punctuation marks and insufficient vocabulary.

He collected a strange assortment of items: bird's eggs, stamps, bottle tops, string and buttons.

Peter had an eclectic taste in music: latin, jazz, country and western, pop, blues and classical.

Apostrophe

An important thing to understand is that the apostrophe has two very different (and very important) uses in English.

to show possession and ownership - e.g. Jack's car. Mary's father.

to indicate a contraction - he's (he is), we're (we are), they're (they are)

Examples

Colombia's coffee exports have risen steadily over the past decade.

Colombia's one of the main coffee producing countries in the world.

A hyphen joins two or more words together (e.g. x-ray, door-to-door) while a dash separates words into parenthetical statements (e.g. She was trapped - no escape was possible.

Generally, hyphens are used to avoid confusion or ambiguity but today most words that have been hyphenated quite quickly drop the hyphen and become a single word (e.g. e-mail and email, now-a-days and nowadays). In many cases though a hyphen does make the sense clear:

I am thinking of re-covering my sofa (to put a new cover on it)

I would like to recover my sofa. (perhaps from someone who has borrowed it as this means 'to get it back')

Capital

At the start of a sentence

2.     With proper nouns (particular persons, places and things):

Her name is Mary.

She lives in Spain.

3.For the first and all of the main words in titles

The Great Gatsby

The Queen of England

The Heart of Darkness

4. For the pronoun 'I‘

In the future I hope that I will be able to visit NASA.

 Punctuating speech with quotation marks

Usage

Although you will still see the double quotation marks used to quote direct speech it is more and more common to punctuate speech and direct quotations with single quotation marks with the double quotation marks reserved for quoting 'speech within speech'.

Example

'I haven't spoken to Peter for months,' Dianne said. 'The last time I spoke to him he said, "I'm going to Bahrain and won't be back for about three years", I've heard nothing since then'.

Notice that the comma is placed within the quotation marks and that double quotation marks are only used when the quoted speaker is quoting someone else directly.

TENSES

Three kinds of sentences:

Present tense : E.g. I write a letter.

Past tense : E.g. I wrote a letter.

Future tense :  E.g. I will write a letter.

Four degrees are used to indicate degree of completeness of action:

Indefinite (simple)

Continuous : Action is taking place

Perfect : Action is completed

Perfect continuous : Action has begun but is not yet complete

PRESENT TENSE

Present Indefinite (Simple) Tense

Present tense may express action which is going on at the present time or which occurs always, repeatedly, or habitually.

Structure of sentence – Rules

Positive Sentence
     • Subject + Main verb + Object
     • Subject + 1st form of verb (or base verb) + Object

Note: If the subject in a sentence is “he, she, it, singular or proper noun” then “s” or “es” is added to the first form of verb or base form in the sentence.

Examples. 
         I write a letter. 
         He gets up early in the morning.
         Sun rises in east.

Negative Sentences


   • Subject + auxiliary verb +NOT + Main verb +object
   • Subject + Do not/Does not + 1st form of verb (or base form) + object

Examples.
         I do not write a letter.
         He does not get up early in the morning.
         Sun does not rise in east.

Interrogative Sentence


   • Auxiliary verb + Subject + Main verb + Object
   • Do/Does + Subject + 1st for of verb (or base verb) + Object

Examples.
         Do I write a letter?
         Does he get up early in the morning?
         Does sun rise in east?

2. Present Continuous Tense

Structure of sentence

Positive Sentence
    • Subject + auxiliary verb + main verb-ing (Present participle) + object
    • Subject + am/is/are + (1st form of verb or base verb + ing) + object

3. Present Perfect Tense

Structure of Sentence

Positive Sentence
         • Subject + Auxiliary verb + main verb (past participle) + object
         • Subject + has/have + 3rd form of verb or past participle + object

If the subject is “He, She, It, singular or proper name” then auxiliary verb “has” is used after subject in sentence.
If subject is “You, They or plural” then auxiliary verb “have” is used after subject in sentence.

Examples
       I have eaten meal
       She has learnt a lesson

Negative Sentence


        • Subject + Auxiliary verb + NOT + main verb (past participle) + object
        • Subject + has/have + NOT + 3rd form of verb or past participle + object

Rules for using auxiliary verb “has or have” in negative sentence are same as mentioned above.

Examples
      I have not eaten meal.
      She has not learnt a lesson.

Interrogative Sentences


         • Auxiliary verb + Subject + main verb (past participle) + object
         • Has/have + Subject + 3rd form of verb or past participle + object

Interrogative sentence starts with auxiliary verb. If the subject is “He, She, It, singular or proper name” then the sentence starts with auxiliary verb “has”.
If subject is “You, They or plural” then the sentence starts with auxiliary verb “have”.

Examples
      Have I eaten meal?
      Has she learnt a lesson?

4. Present Perfect Continuous Tense

It is used to express a continued or ongoing action that started in past and is continued until now.

Note: If there is not time reference or sense of time reference then it is not Present perfect continuous tense because there is no hint about the time of action when it started in past and it seems just an ongoing action at present time which resembles “present Continuous tense. So the reference of time differentiates between Present perfect continuous tense and Present continuous tense.
Structure of sentence.

Positive Sentence.


• Subject + Auxiliary verb + main verb (Present participle) + Object + Time reference
• Subject + has been/have been + (1st form of verb or base verb + ing) + object +    time reference

Examples.
        He has been watering the plants for two hours.
        I have been studying since 3 O’clock

 

Negative Sentence.


• Subject +”Not” between the Auxiliary verb + main verb (present participle) +     Object + Time reference

• Subject + has not been/have not been + (1st form of verb or base verb + ing) +    object + time reference

Examples.

He has not been watering the plants for two hours.

I have not been studying since 3 O’clock.

Interrogative Sentence.
• Auxiliary verb + Subject + Auxiliary verb + main verb (present participle) + object +    time reference

• Has/have + Subject + been + (1st form of verb or base verb+ing) + object + time    reference

Examples.
      Has he been watering the plants for two hours?
      Have I been studying since 3 O’clock?

PAST TENSE

Past Indefinite tense

2. Past Continuous tense

It is used to express a continued or ongoing action in past, an ongoing action which occurred in past and completed at some point in past.

Let us see 3 types of statements:

POSITIVE STATEMENTS

NEGATIVE STATEMENTS

INTERROGATIVE STATEMENTS 

3. Past Perfect Tense

It is used to express an action which has occurred in past (usually, a long time ago) and action which has occurred in past before another action in past. 


For example,
I had lived in America.

The students had gone before the teacher came.  (The first part of sentence “The student has gone” is sentence of past perfect tense, it says about an action which occurred before another action in past which is “the teacher came”. The second part “the teacher came” is sentence of past simple tense.

Structure of sentence

Positive sentence


        • Subject + auxiliary verb + main verb (past participle) + object
        • Subject + had + 3rd form of verb or past participle + object

They had visited a doctor.

He had slept.

I had finished my work last year.

It had rained heavily last month.

The film had started before we reached cinema.

Negative sentence


        • Subject + auxiliary verb + NOT + main verb (past participle) + object
        •Subject + had + not + 3rd form of verb or past participle + object

   “Not” is written after auxiliary verb in negative sentence.

I had not finished my work last year.

It had not rained heavily last month.

The film had not started before we reached cinema.

Interrogative sentence


       • Auxiliary verb + subject + main verb (past participle) + object
       • Had + subject + 3rd form of verb or past participle + object

     Interrogative sentence starts with auxiliary verb “had”

Had they visited a doctor?

Had he slept?

Had I finished my work last year?

Had it rained heavily last month?

Had the film started before we reached cinema.

4. Past Perfect Continuous

It is used to express a continued or ongoing action that started in past and is continued until now. 

There will be a time reference, such as “since 1980, for three hours etc” from which the action has been started. 

Note: If there is not time reference or sense of time reference then it is not Present perfect continuous tense because there is no hint about the time of action when it started in past and it seems just an ongoing action at present time which resembles “present Continuous tense. 

Structure of sentence.

Positive Sentence


• Subject + Auxiliary verb + main verb (Present participle) + Object + Time reference
• Subject + had been + (1st form of verb or base verb + ing) + object +    time reference

If the subject is “He, She, It, singular or proper name” then auxiliary verb “has been” is used after subject in sentence.
If subject is “You, They or plural” then auxiliary verb “have been” is used after subject in sentence.

Examples.
        He had been watering the plants for two hours.
        I had been studying since 3 O’clock

Negative Sentence


• Subject +”Not” between the Auxiliary verb + main verb (present participle) +     Object + Time reference

• Subject + has not been/have not been + (1st form of verb or base verb + ing) +    object + time reference

It has not been raining for three days.

I have not been living in America since 2003.

He has not been playing cricket for two hours.

They have not been watching television since 6 O’clock.

She has not been working in this office since 2007.

Interrogative Sentence.


• Auxiliary verb + Subject + Auxiliary verb + main verb (present participle) + object +    time reference

• Has/have + Subject + been + (1st form of verb or base verb+ing) + object + time    reference

Interrogative sentence starts with auxiliary verb. If the subject is “He, She, It, singular or proper name” then the sentence starts with auxiliary verb “has” and auxiliary verb “been” is used after subject
If subject is “You, They or plural” then the sentence starts with auxiliary verb “have” and “been” is used after subject


Has it been raining for three days?

Have I been living in America since 2003?

Has he been playing cricket for two hours.

Have they been watching television since 6 O’clock?

Has she been working in this office since 2007?

FUTURE TENSE

Future Simple Tense

It is used to express an action which has not occurred yet.

These sentences express actions which will be done in future.

Structure of sentence

Positive sentence


       • Subject + auxiliary verb + main verb (present participle) + object


       •Subject + will + (1st form of verb or base form +ing) + object 

He will start a business.

She will send me a letter.

I will give you a pen tomorrow

Students will take exams at the end of semester.

They will buy a new car.

The Pattern of exam will change next year.

Negative sentence


      • Subject + auxiliary verb+ not + main verb (present participle) + object


      • Subject + will +not + (1st form of verb or base form +ing) + object 
   
     To make negative sentence “not” is written after auxiliary verb in sentence.

He will not start a business.

She will not send me a letter.

I will not give you a pen tomorrow

Students will not take exams at the end of semester.

They will not buy a new car.

The pattern of exam will not change next year.

Interrogative sentence


      • Auxiliary verb + subject + main verb (present participle) + object
      • Will + subject + (1st form of verb or base form +ing) + object 

Future Continuous Tense

It is used to express a continued or an ongoing action in future. For example, “I will be waiting for you tomorrow”, it conveys ongoing nature of an action (waiting) which will occur in future.


Structure of sentence

Positive sentence


   • Subject + auxiliary verb + main verb (present participle) + object
   • Subject + will be+ 1st form of verb or base form+ing (present participle) + object

Examples.
       I will be waiting for you.
       You will be feeling well tomorrow.

Negative sentence
          • Subject + not between auxiliary verbs+ not + main verb (present participle)              + object
          • Subject + will not be + 1st form of verb or base form+ing (present participle)              + object 

To make negative sentence “not” is written between auxiliary verbs “will and be” in sentence.

Examples.
       I will not be waiting for you.
       You will not be feeling well tomorrow.

Interrogative sentence
• Auxiliary verb + subject + auxiliary verb + main verb (present participle) + object
• Will + subject + be+ 1st form of verb or base form+ing (present participle) + object

Interrogative sentence starts with auxiliary verb “will” and auxiliary verb “be” comes after subject in interrogative sentence
Examples.
      Will I be waiting for you?
      Will you be feeling well tomorrow?

Future Perfect Tense

It is used to express an action which will occur in future and is thought to be completed in future.

Structure of sentence

Positive sentence
       • Subject + auxiliary verb + main verb (past participle) + object
       • Subject + will have + 3rd form of verb or past participle + object

Examples
        She will have finished the work by Wednesday.
        I will have left for home by the time he gets up.
        You will have started a job.

Negative sentence


      • Subject + Not between auxiliary verbs + main verb (past participle) + object
      • Subject + will not have + 3rd form of verb or past participle + object

Examples
       She will have finished the work by Wednesday.
       I will have left for home by the time he gets up.
       You will not have started a job.

Interrogative sentence 


    • Auxiliary verb + Subject + auxiliary verb + main verb (past participle) + object
    • Will + Subject +have + 3rd form of verb or past participle + object

Examples
Will she have finished the work by Wednesday?
Will I have left for home by the time he gets up?
Will you have started a job?

Future Perfect Continuous tense

It is used to express a continued or ongoing action that will start in future and is thought to be continued till sometime in future.

Note: If there is not time reference or sense of time reference then it is not future perfect continuous tense because there is no hint about the time of action when it will start in future and it seems just an ongoing action in future which resembles “future Continuous tense. So the reference of time differentiates between Future perfect continuous tense between future continuous tense.

Structure of sentence

Positive Sentence.
• Subject + Auxiliary verb + main verb (Present participle) + Object + Time reference
•Subject + will have been + (1st form of verb or base verb + ing) + object + time reference

Examples.
         I will have been waiting for him for one hour.
         She will have been playing football since 2015.

Negative Sentence.


• Subject +”Not” inside Auxiliary verbs + main verb (present participle) + Object +    Time reference
• Subject + will not have been + (1st form of verb or base verb + ing) + object +    Time reference

Interrogative Sentence.
• Auxiliary verb + Subject + auxiliary verb + main verb (present participle) + object +    time reference

• Will + Subject + have been + (1st form of verb or base verb+ing) + object + time    reference

Active & Passive voice (Given in T.N Chhabra)

Spelling errors (Given in C.B Gupta & T.N Chhabra)
Vocabulary Building

· Synonyms (Given in C.B Gupta)
· Antonyms (Given in C.B Gupta)
· Homophones

	accept - take in
	except - other than
	Expect  - 

	Access - Approach
	Excess – more than
	Assess  - Evaluate, calculate

	Accident – mishap / chance
	Incident - event
	

	ad - advertisement
	add - join, combine
	

	Adapt - to adjust , to fit/ change/ modify. 
	Adept - skilful; expert
	Adopt - 

	advice (Noun) - guidance
	Advise (verb)  - recommend
	

	Affect – influenced/pretended
	Effect - result
	

	aid - assist, assistance
	aide - one who gives assistance
	

	ail - to suffer poor health
	ale - a beverage
	

	air - atmosphere
	heir - one who inherits property
	

	aisle - a passage
	I'll - contraction of I will
	isle - island

	allusion - an indirect reference
	illusion - false appearance
	

	altar - table in a church
	alter - to change
	

	Ascent – Rising/climbing
	Assent – expression of approval/agreement
	

	ate - past tense of eat
	eight - the number 8
	

	bail - to clear water
	bail - release of a prisoner
	bale - a large bundle

	band - a ring, something that binds
	band - a group
	banned - prohibited

	bare - uncovered
	bear - large animal
	bear – endure, suffer

	bases - starting points
	bases - four stations on a baseball field
	basis - a basic principle

	beat - to strike, overcome
	beat - exhausted
	beet - a plant with red roots

	Besides – in addition, apart from
	Beside – at the side of/compared with 
	

	blew - past tense of blow
	blue - the color
	

	bread - baked food item
	bred - produced
	

	buy - purchase
	by - near, through
	bye - goodbye


	

	Canvas - 
	Canvass - 

An act or process of attempting to secure votes or  opinions.


	

	capital - punishable by death
	capital - chief city
	capitol - building where legislature meets

	Casual – careless, occasional, irregular
	Causal – cause & effect
	

	ceiling - top of a room
	sealing - setting, fastening
	

	cell - small unit
	sell - to give up for money
	

	cent - a penny
	scent - an odor
	sent - past tense of send

	Check - Verify
	Cheque – negotiable instrument used in a trade
	

	cite - mention, quote
	sight – vision, view, glimpse
	site - place

	coarse - rough
	course - path, procedure
	

	complement - make complete
	compliment - praise
	

	conduct - behavior
	conduct - to lead
	

	Conscience – inner feeling/voice
	Conscious – aware/sensible
	

	council - assembly
	counsel - advice, to advise
	

	dear - loved one, valued
	deer - the animal
	

	desert - to abandon
	desert - dry land
	dessert - after-dinner treat

	Decease - dead
	Disease
	

	Dependent (adjective) - means supported, determined, influenced, or controlled by 
	Dependant (noun) - refers to a person who depends on someone else for support
	

	Descent – fall, decline
	Decent - 
	

	Device – used as a noun
	Devise – used as a verb
	

	die - expire
	dye - color
	

	discreet - tactful
	discrete - distinct
	

	dual - double
	duel - fight
	

	elicit - draw out
	illicit - illegal
	

	Eligible - 
	Illegible - unreadable
	

	Emigrant – One who leaves his country to settle in another
	Immigrant – One who comes to live in a foreign country
	

	eminent - distinguished
	imminent - soon
	

	Human – Natural to mankind
	Humane - Kind
	

	Knotty – extremely difficult
	Naughty - 
	


	meat - food
	meet - to encounter
	mete - to give out

	miner - a worker in a mine
	minor - someone under legal age
	minor - lesser or smaller

	missed - past tense of miss
	mist - a light rain
	

	Negligent - Careless
	Negligible - insignificant
	

	one - the number 1
	won - past tense of win
	

	pail - a container
	pale - not bright or colorful
	

	pair - two of something
	pare - remove, cut back
	pear - the fruit

	passed - past form of pass
	past - a previous time
	past - (preposition)

	patience - endurance
	patients - people under medical care
	

	peace - absence of conflict
	piece - a portion
	

	plain - treeless land
	plain - simple, unadorned
	plane - aircraft

	poor - lacking possessions
	pore - to read carefully
	pour - to cause to flow

	Popular - Famous
	Populous – Thickly inhabited
	

	principal - main, most important
	principal - head of a school
	principle - rule

	profit - gain
	prophet - someone who foretells events
	

	raise - lift
	rays - beams of light
	raze - demolish

	rap - knock
	rap - hip-hop
	wrap - cover, conceal

	role - character, part
	roll - to move forward
	roll - a portion of bread


	sail - fabric used to move a ship
	sale - the act of selling
	

	scene - setting or a part of a play
	seen - past participle of see
	

	seam - a line formed by joining two pieces
	seem - to appear
	

	shear - to cut
	sheer - transparent
	

	soar - to rise or fly
	sore - hurt
	

	stair - step
	stare - gaze
	

	stake - pointed piece of wood
	steak - a slice of beef
	

	stationary - unmoving
	stationery - writing materials
	

	tail - rear part
	tale - story
	

	team - group
	teem - to be present in large quantity
	

	threw - past tense of throw
	through - (preposition)
	

	tide - rising and falling of water
	tied - fastened
	

	vain - conceited, fruitless
	vane - device for showing wind direction
	vein - a blood vessel, streak, or crack

	waist - mid-section of the body
	waste - to spend, wear away
	

	way - a course or manner
	weigh - to measure
	

	weak - frail, not strong
	week - seven days
	

	weather - atmospheric conditions
	whether - if
	

	whine - complain
	wine - an alcoholic drink
	


Exercise 1 on basic Grammar –
1. Name the parts of speech of the underlined words

a) Villagers are drawing water from the well
b) Midnight children is a well written book.

c) Blood welled out from the wounds of the patient

d) Well! It can be rectified.

e) Sohan is the right person for this post.

f) Everybody has the right to speak in the meeting.

g) Always travel light.

h) Please make room for the aged.

i) This shop sells iron chairs.

j) Ram asked his servants to iron the clothes.

k) Strike the iron when it is hot.

l) I sat beside the bridegroom.

2. Select Nouns & state what kind of Nouns are they are:

a) Radha has a Laptop

b) Shilpa went to Shimla.

c) Unemployment is a great curse.

d) The team is playing in he ground.

e) Neeraj likes to study economics

3. Use appropriate pronouns in the following sentences:

a) I am going to London to see _________ sister.

b) Rohit lost _____ wallet and could not find ______.

c) _________ is your classroom, Ragini?.

d) You are the laziest worker _________ I have ever seen.

e) They have to blame ________ for their failure.

4. Select the adjectives & state what kind of adjectives they are:

a) The teacher gave him two books.

b) Radha is a clever girl.

c) Kashmiri apples are delicious

d) Which car do you want to buy?

5. Fill in the blanks with the appropriate words from those given in the brackets:

a) I was _________ delighted to see my friend (very ,much).

b) The patient is ________ well now (quite, very).

c) Prerna _____________ studies at all (hard, hardly).

6. Fill in the blanks with suitable prepositions:

a) Prem lives ______ Vasant Vihar ______ New Delhi.

b) In Mumbai I had ________ travel ______ crowded train.

c) She is not for _________ this job.

d) A person ________ Britain is called a Britisher.

e) There is no dispute ____________ India & Bhutan

f) She is able & qualified _________ the advertised post.

g) He prefers tea _________ coffee.

h) It is unwise of you to jump ____________ such a conclusion.

7. State the emotion expresses by the interjections in the following sentences:

a) Alas! He has lost his all.

b) Hip, hip hurrah!

Exercise 2 

A. Edit the following sentences with respect to vocabulary & grammar.

1. He gonna let me have more water? 

2. The work have to be done by monday. 

3. The car an truck is in the backyard. 

4. Yesterday, after the party, we went home. 

5. The cake has eggs flour and milk in it. 

6. We are going to there house. 

7. You going where? 

8. “Wait!” she yelled.

9. Andy make too cake yesterday. 

10. We flied on an airplane this morning. 

11. Arturo like vanilla but he like chocolate more. 

12. Mimi’s are best friend.

13. Jim Rosarios husband is a nice man. 

14. What time we gonna go to the mall? 

15. My friends house is big red and expensive. 

16. She looked at him and said “I will be back in five minutes!

17. The old car doesn’t need to be fixed. 

18. What time it is?

19. would you like to go a swim with me this afternoon?

B. Make sentences using following words.

1. Discreet – discrete

2. Rein – rain

3. Stationary – stationery

4. Morning – mourning

5. Profit - prophet

· Is he going to let me have more water? 

· The work has to be done by Monday. 

· The car and truck are in the backyard. 

· Yesterday, after the party, we went home. 

· The cake has eggs, flour, and milk in it. 

· We are going to their house.

· Where are you going? 

· “Wait!” she yelled. (no correction necessary) 

· Andy made two cakes yesterday. 

· We flew on an airplane this morning. 

· Arturo likes vanilla, but he likes chocolate more. 

· Mimi’s our best friend.

· Jim, Rosario’s husband, is a nice man. 

· What time are we going to go to the mall? 

· My friend’s house is big, red, and expensive. 

· She looked at him and said, “I will be back in five minutes!”

· The old car doesn’t need to be fixed. (no correction necessary) 

· What time is it?

· Would you like to go swimming this afternoon with 
Exercise 3
Q.1 Use the correct word in the following sentences.                        
1. As per the______ I acted upon (Advice/Advise)

2. Poverty has not _________ his honesty (affected/effected)

3. I got lower ________ in the train (birth/berth)

4. I was issued a ______ for RS. 10,000/- (check/cheque)

5. Reema had _________ relations with her boyfriend (elicit/illicit)

Section B
Q.2 

A) Correct the following sentences:                                                     

1. He will heard to your problem

2. I shall see that work is did.
3. Many calfs were grazing.

4. Many babyies were crying.

5. His foots were very dirty.
B) Change the following sentences from Passive to active voice              1. Is your work being done by you?

2. I have been sent a gift by him

3. The stone was thrown by him
4. We are taught by him
5. The game was being played by the participants 

Q.3 Write synonyms                                                                       

1. Loyal

2. Meager

3. False

4. Corrupt

5. Admiration
Q.4 Fill in the blanks                                                                    

1. She works very _______
2. This dress is too ______ to fit you.

3. He has been ill ______ last week.

4. On the way I ________ Rahul

5. Telling lies is a very bad ________
Q.5 Give the meaning of following idioms & use them into sentences     

1. In nut shell

2. A bed of roses

3. To lose heart

4. To be in the good books

5. Bread &butter

Q.6  Give meanings of following foreign words & phrases:                     
1.  ab initio

2. ad hoc

3. bona fide

4. ex gratia

5. en route

6. facsimile

7. inter alia

8. laissez faire

9. mala fide

10. par excellence
Exercise 4
1. Crossword Puzzle on Business letter
Across:

1.
a closing such as Sincerely

2.
a letter written to discuss something with a buisness

6.
describes what day you are writing from

Down:

2.
the middle part of a letter

3.
your address and the date

4.
another word for this is greeting

5.
the address you have written to
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