
Unit -1 (Notes)

1. Skimming

Definition – 1 Skimming is used to quickly identify the main ideas of a text. When you read the 

newspaper, you're probably not reading it word-by-word, instead you're scanning the text. Skimming is 

done at a speed three to four times faster than normal reading. People often skim when they have lots 

of material to read in a limited amount of time. Use skimming when you want to see if an article may be 

of interest in your research.

There are many strategies that can be used when skimming. Some people read the first and last 

paragraphs using headings, summarizes and other organizers as they move down the page or screen. 

You might read the title, subtitles, subheading, and illustrations. Consider reading the first sentence of 

each paragraph. This technique is useful when you're seeking specific information rather than reading 

for comprehension. Skimming works well to find dates, names, and places. It might be used to review 

graphs, tables, and charts.

Definition – 2 Skimming refers to the process of reading only main ideas within a passage to get an 

overall impression of the content of a reading selection.

How to Skim:

 Read the title.

 Read the introduction or the first paragraph.

 Read the first sentence of every other paragraph.

 Read any headings and sub-headings.

 Notice any pictures, charts, or graphs.

 Notice any italicized or boldface words or phrases.

 Read the summary or last paragraph.

Skimming Passage and Questions for Main Ideas

Skimming for Main Ideas

When you are skimming questions and passages for main ideas, you’ll be on the hunt for specific words

that will help you understand the passage and answering the questions. Remember to focus on nouns

and verbs when you are skimming.

When you’re skimming questions you’ll be looking for two types of words: content and process words.



 Content words tell you what you’re looking for.

For example, the content words are highlighted in bold in the following question: According to

the reading passage, why was Giovanni avoiding Baglioni?

 You’ll then want to skim through the reading passage looking for any mention of Giovanni

avoiding Baglioni.

 Process words tell you what you’ll need to do with the content.

For example, the process words are italicized in the following question: According to the reading

passage, why was Giovanni avoiding Baglioni?

 You’ll want to think about Giovanni’s interactions with Baglioni and thenexplain why Giovanni is

avoiding him.

 Ask yourself “what does this question want me to do?”

 Before you skim the reading passage looking for the main ideas

 You’ll want to first look at the title of the reading passage because titles can often be a clue as to

the overall topic of a piece of writing (knowing the topic will help locate any related words or

concepts)

 You’ll also want to read any introductory information that is included: it might tell you where

the reading passage is from (a novel, textbook, article from a magazine or newspaper), or it

might give you information about the author

 This information will help guide you as you skim the passage

 Focus on the nouns and verbs that are related to the main topic of the passage

 Look for transitional words that connect the main ideas

 It might be helpful to read the first and last sentences of each paragraph. The first sentence is

usually the topic sentence, and the final sentence usually acts as a transition between

paragraphs and ideas.

 Spend six minutes skimming the 10 or so paragraphs in a passage before looking at any of the 

questions. That leaves 14 minutes to do the questions

Exercise 1: Read the first sentence of each paragraph in the following text.
OILS

There are three main groups of oils: animal, vegetable and mineral. Great quantities of animal oil come 

from whales, those enormous creatures of the sea which are the largest remaining animals in the world. 

To protect the whale from the cold of the Arctic seas, nature has provided it with a thick covering of fat 

called blubber. When the whale is killed, the blubber is stripped off and boiled down, either on board 



ship or on shore. It produces a great quantity of oil which can be made into food for human 

consumption. A few other creatures yield oil, but none so much as the whale. The livers of the cod and 

the halibut, two kinds of fish, yield nourishing oil. Both cod liver oil and halibut liver oil are given to sick 

children and other invalids who need certain vitamins. These oils may be bought at any chemist's.

Vegetable oil has been known from antiquity. No household can get on without it, for it is used in 

cooking. Perfumes may be made from the oils of certain flowers. Soaps are made from vegetable and 

animal oils.

To the ordinary man, one kind of oil may be as important as another. But when the politician or the 

engineer refers to oil, he almost always means mineral oil, the oil that drives tanks, aeroplanes and 

warships, motor-cars and diesel locomotives; the oil that is used to lubricate all kinds of machinery. This 

is the oil that has changed the life of the common man. When it is refined into petrol it is used to drive 

the internal combustion engine. To it we owe the existence of the motorcar, which has replaced the 

private carriage drawn by the horse. To it we owe the possibility of flying. It has changed the methods of 

warfare on land and sea. This kind of oil comes out of the earth. Because it burns well, it is used as fuel 

and in some ways it is superior to coal in this respect. Many big ships now burn oil instead of coal. 

Because it burns brightly, it is used for illumination; countless homes are still illuminated with oil-

burning lamps. Because it is very slippery, it is used for lubrication. Two metal surfaces rubbing together 

cause friction and heat; but if they are separated by a thin film of oil, the friction and heat are reduced. 

No machine would work for long if it were not properly lubricated. The oil used for this purpose must be 

of the correct thickness; if it is too thin it will not give sufficient lubrication, and if it is too thick it will not 

reach all parts that must be lubricated.

The existence of oil wells has been known for a long time. Some of the Indians of North America used to 

collect and sell the oil from the wells of Pennsylvania. No one, however, seems to have realised the 

importance of this oil until it was found that paraffin-oil could be made from it; this led to the 

development of the wells and to the making of enormous profits. When the internal combustion engine 

was invented, oil became of worldwide importance.

What was the origin of the oil which now drives our motor-cars and air-craft? Scientists are confident 

about the formation of coal, but they do not seem so sure when asked about oil. They think that the oil 

under the surface of the earth originated in the distant past, and was formed from living things in the 

sea. Countless billions of minute sea creatures and plants lived and sank to the sea bed. They were 

covered with huge deposits of mud; and by processes of chemistry, pressure and temperature were 

changed through long ages into what we know as oil. For these creatures to become oil, it was necessary 



that they should be imprisoned between layers of rock for an enormous length of time. The statement 

that oil originated in the sea is confirmed by a glance at a map showing the chief oilfields of the world; 

very few of them are far distant from the oceans of today. In some places gas and oil come up to the 

surface of the sea from its bed. The rocks in which oil is found are of marine origin too. They are 

sedimentary rocks, rocks which were laid down by the action of water on the bed of the ocean. Almost 

always the remains of shells, and other proofs of sea life, are found close to the oil. A very common 

sedimentary rock is called shale, which is a soft rock and was obviously formed by being deposited on 

the sea bed. And where there is shale there is likely to be oil.

Geologists, scientists who study rocks, indicate the likely places to the oil drillers. In some cases oil 

comes out of the ground without any drilling at all and has been used for hundreds of years. In the 

island of Trinidad the oil is in the form of asphalt, a substance used for making roads. Sir Walter Raleigh 

visited the famous pitch lake of Trinidad in 1595; it is said to contain nine thousand million tons of 

asphalt. There are probably huge quantities of crude oil beneath the surface.

The king of the oilfield is the driller. He is a very skilled man. Sometimes he sends his drill more than a 

mile into the earth. During the process of drilling, gas and oil at great pressure may suddenly be met, 

and if this rushes out and catches fire the oil well may never be brought into operation at all. This 

danger is well known and steps are always taken to prevent it.

There is a lot of luck in drilling for oil. The drill may just miss the oil although it is near; on the other 

hand, it may strike oil at a fairly high level. When the drill goes down, it brings up soil. The samples of 

soil from various depths are examined for traces of oil. If they are disappointed at one place, the drillers 

go to another. Great sums of money have been spent, for example in the deserts of Egypt, in 

'prospecting' for oil. Sometimes little is found. When we buy a few gallons of petrol for our cars, we pay 

not only the cost of the petrol, but also part of the cost of the search that is always going on.

When the crude oil is obtained from the field, it is taken to the refineries to be treated. The commonest 

form of treatment is heating. When the oil is heated, the first vapours to rise are cooled and become the 

finest petrol. Petrol has a low boiling point; if a little is poured into the hand, it soon vaporizes. Gas that 

comes off the oil later is condensed into paraffin. Last of all the lubricating oils of various grades are 

produced. What remains is heavy oil that is used as fuel.

There are four main areas of the world where deposits of oil appear. The first is that of the Middle East, 

and includes the regions near the Caspian Sea, the Black Sea, the Red Sea and the Persian Gulf. Another 

is the area between North and South America, and the third, between Asia and Australia, includes the 

islands of Sumatra, Borneo and Java.



The fourth area is the part near the North Pole. When all the present oil-fields are exhausted, it is 

possible that this cold region may become the scene of oil activity. Yet the difficulties will be great, and 

the costs may be so high that no company will undertake the work. If progress in using atomic power to 

drive machines is fast enough, it is possible that oil-driven engines may give place to the new kind of 

engine. In that case the demand for oil will fall, the oilfields will gradually disappear, and the deposits at 

the North Pole may rest where they are for ever.

(From Power and Progress by G. C. Thornley (Longman, 1950))

^

Notice how reading these sentences gives you a good idea about the meaning of the text. If you need 

more details, read the text again.

Exercise 2 Read the first sentence of each paragraph in the following text.

LANGUAGE AS SYMBOLISM

Animals struggle with each other for food or for leadership, but they do not, like human beings, struggle 

with each other for things that stand for food or leadership: such things as our paper symbols of wealth 

(money, bonds, titles), badges of rank to wear on our clothes, or low-number licence plates, supposed 

by some people to stand for social precedence. For animals, the relationship in which one thing stands 

for something else does not appear to exist except in very rudimentary form.

The process by means of which human beings can arbitrarily make certain things standfor other things 

may be called thesymbolic process. Whenever two or more human beings can communicate with each 

other, they can, by agreement, make anything stand for anything. For example, here are two symbols:     

X Y

We can agree to let X stand for buttons and Y stand for bows: then we can freely change our agreement 

and let X stand for Chaucer and Y for Shakespeare, X for the CIO and Y for the AFL. We are, as human 

beings, uniquely free to manufacture and manipulate and assign values to our symbols as we 

please. Indeed, we can go further by making symbols that stand for symbols. If necessary we can, for 

instance, let the symbol M stand for all the X's in the above example (buttons, Chaucer, CIO) and let N 

stand for all the Y's (bows, Shakespeare, AFL). Then we can make another symbol, T, stand for M and N, 

which would be an instance of a symbol of a symbol of symbols. This freedom to create symbols 

of any assigned value and to create symbols that stand for symbols is essential to what we call the 

symbolic process.



Everywhere we turn, we see the symbolic process at work. Feathers worn on the head or stripes on the 

sleeve can be made to stand for military leadership; cowrie shells or rings of brass or pieces of paper can 

stand for wealth; crossed sticks can stand for a set of religious beliefs; buttons, elks' teeth, ribbons, 

special styles of ornamental haircutting or tattooing, can stand for social affiliations. The symbolic 

process permeates human life at the most primitive as well as at the most civilized levels.

Of all forms of symbolism, language is the most highly developed, most subtle, and most complicated. It 

has been pointed out that human beings, by agreement, can make anything stand for anything. Now 

human beings have agreed, in the course of centuries of mutual dependency, to let the various noises

that they can produce with their lungs, throats, tongues, teeth, and lips systematically stand for 

specified happenings in their nervous systems. We call that system of agreements language.For 

example, we who speak English have been so trained that, when our nervous systems register the 

presence of a certain kind of animal, we may make the following noise: 'There's a cat.' Anyone hearing 

us expects to find that, by looking in the same direction, he will experience a similar event in his nervous 

system - one that will lead him to make an almost identical noise. Again, we have been so trained that 

when we are conscious of wanting food we make the noise 'I'm hungry.'

There is, as has been said, no necessary connection between the symbol and that which is 

symbolized. Just as men can wear yachting costumes without ever having been near a yacht, so they can 

make the noise, 'I'm hungry', without being hungry. Furthermore, just as social rank can be symbolized 

by feathers in the hair, by tattooing on the breast, by gold ornaments on the watch chain, or by a 

thousand different devices according to the culture we live in, so the fact of being hungry can be 

symbolized by a thousand different noises according to the culture we live in: 'J'ai faim', or 'Es hungert 

mich', or 'Ho appetito', or 'Hara ga hetta', and so on.

However obvious these facts may appear at first glance, they are actually not so obvious as they seem 

except when we take special pains to think about the subject. Symbols and things symbolized are 

independent of each other: nevertheless, we all have a way of feeling as if, and sometimes acting as if, 

there were necessary con-nections. For example, there is the vague sense we all have that foreign 

languages are inherently absurd: foreigners have such funny names for things, and why can't they call 

things by their right names? This feeling exhibits itself most strongly in those English and American 

tourists who seem to believe that they can make the natives of any country understand English if they 

shout loud enough. Like the little boy who is reported to have said: 'Pigs are called pigs because they are 

such dirty animals', they feel that the symbol is inherently connected in some way with the things 



symbolized. Then there are the people who feel that since snakes are 'nasty, slimy creatures' 

(incidentally, snakes are not slimy), the word 'snake' is a nasty, slimy word.

(From Language in Thought and Action, by S. Hayakawa, Harcourt Brace Jovanovich, 1939)

Notice how reading these sentences gives you a good idea about the meaning of the text. If you need 

more details, read the text again.

2. Scanning

Scanning text

You can use the scanning technique to look up a phone number, read through the small ads in a 

newspaper, or for browsing television schedules, timetables, lists, catalogues or webpages for 

information. For these tasks you don’t need to read or understand every word. Scanning is also useful 

when you don’t have time to read every word. This could be when you’re studying or looking for specific 

information from a book or article and need to find it quickly.

Definition -1 Scanning is a way of letting your eyes move quickly over a piece of writing. Along the way, 

you look for key words that give you a sense of what the sentences, paragraphs, and sections are about.

It takes practice to find key words. Try it out.

Definition – 2 Scanning is a reading technique to be used when you want to find specific information 

quickly. In scanning you have a question in your mind and you read a passage only to find the answer, 

ignoring unrelated information.

Definition – 3 Scanning is a technique you often use when looking up a word in the telephone book or 

dictionary. You search for key words or ideas. In most cases, you know what you're looking for, so you're 

concentrating on finding a particular answer. Scanning involves moving your eyes quickly down the page 

seeking specific words and phrases. Scanning is also used when you first find a resource to determine 

whether it will answer your questions. Once you've scanned the document, you might go back and skim 

it.

When scanning, look for the author's use of organizers such as numbers, letters, steps, or the words, 

first, second, or next. Look for words that are bold faced, italics, or in a different font size, style, or color. 

Sometimes the author will put key ideas in the margin.



Reading off a computer screen has become a growing concern. Research shows that people have more 

difficulty reading off a computer screen than off paper. Although they can read and comprehend at the 

same rate as paper, skimming on the computer is much slower than on paper.

How to Scan:

 State the specific information you are looking for.

 Try to anticipate how the answer will appear and what clues you might use to help you locate 

the answer. For example, if you were looking for a certain date, you would quickly read the 

paragraph looking only for numbers.

 Use headings and any other aids that will help you identify which sections might contain the 

information you are looking for.

 Selectively read and skip through sections of the passage.

Tips: Better Scanning

 Don’t try to read every word. Instead let your eyes move quickly across the page until you find 

what you’re looking for.

 Use clues on the page, such as headings and titles, to help you.

 In a dictionary or phone book, use the header words to help you scan. You can find these in bold 

type at the top of each page.

 If you’re reading for study, start by thinking up or writing down some questions that you want to 

answer. Doing this can focus your mind and help you find the facts or information that you need 

more easily.

• Many texts list things in alphabetical order from A to Z. These include everyday materials, such 

as the phone book or indexes to books and catalogues.

 There are many ways to practise scanning skills. Try looking up a favourite recipe in the index of 

a cookbook, search for a plumber in your local Yellow Pages or scan webpages on the internet to 

find specific information.

Tips on locating specific information

 Keep in mind what you want to locate in a text.

 Jot down on a piece of paper a few key words that are related to the topic you want to explore 

in a text. When you read, look for those key words. Slow down when you see them. After some 



practice, you could perform this 'anticipation-confirmation of anticipation' process mentally 

instead of actually writing the key words.

 DON'T read every word.

 Make use of headings. If you read a book, use the contents page or the index. If you read an 

article, make use of the headings and sub-headings to help you locate the information you want.

 Set a time limit for yourself. If you cannot find anything relevant after the set time, the text 

probably does not provide what you want.

 DON'T use a dictionary unless you are very sure the word in doubt is related to the information 

you are looking for.

Reading strategies

 Make sure you clearly understand what information you will be looking for

 Think in what form that information may appear (figures, dates, proper nouns, tables)

 Analyse the organisation of content

 Use headings, titles and subtitles to identify which section may contain the necessary 

information

 Scan the text running your eyes over several lines of the text at a time 

 Skip the sections that are not relevant

•     When you locate the necessary piece of information, read the whole sentence to

 understand the immediate context

Use authentic materials as much as possible:

 Newspapers

 Magazines

 Lecture notes

 Course readings

 Advertisements

 Newsletters

 E-mail

 Restaurant menus

 Travel guide books

 Telephone directories



 Library catalogues

 Any readings you come across in your daily life

Exercise 1 - Answers

Read the following text quickly and fill in the table. What do the numbers given in the table refer to?

1% had engaged in role-play

2% had experienced field trips

6% felt competent at writing essays

13% felt A-level courses had prepared them very well for university

16% had used video/audio

30% had made significant use of primary sources

3/4 felt A-level courses had prepared them fairly well for university

86% reported that their teachers had been more influential in their 

development as historians than the students' own reading and 

thinking.

3. Note – making

One of the most valuable skills you need to develop at university is the ability to make notes effectively. 

Good skills in taking and making notes will help you, as an active learner, to organise, categorise and 

recall information you can use when completing assignments or revising for exams. You can experiment 

with different strategies to find those which best suit your purpose and learning style. 

You will find information here about taking notes during lectures and making notes after lectures, as 

well as from written texts. You will also learn about different techniques such as paraphrasing, 

annotation and diagrams. Some examples of different layouts you can use to organise your notes are 

available for you to explore. 

Taking notes from lectures

Find out about preparing before lectures, taking notes during lectures and reviewing them after the 

lecture.

Making notes from texts

Read about some of the most common features of note making from books and scholarly journals.



Note making techniques

Learn about techniques for note making such as annotation, diagrams and paraphrasing.

Note layouts

Explore some ideas for note layouts to find those that best suit you and your purposes. 

Organising your notes

Read about ways to keep your notes organised so you can access them easily when you need them.

I – Taking notes in lectures:

Making notes is an important aspect of studying at university. Effective notes will:

 help you to recall key points and relevant details about what you have heard in lectures or read

 highlight key ideas of a text and compare these to others

 identify relevant supporting details such as examples, explanations, diagrams and other material

 summarise lengthier texts.

During the lecture

What you decide to note, and in how much detail, will depend to some extent, on your subject and what 

you need the notes for. If the information in the lecture is not available anywhere else, or very difficult 

to obtain from other sources, then your notes will need to be as detailed as possible. However if the 

information is readily available in books or journals (especially a set textbook for the subject), then you 

should focus on the points or issues that are highlighted by the lecturer.

There are some common features that you might need to note down:

 main points as emphasised by the lecturer

 topic specific terms, phrases and key words

 definitions examples diagrams

 formulae (and their derivations if appropriate) calculations

 relevant questions and answers.

After the lecture

Immediately after the lecture (or as soon as possible and certainly within twenty-four hours) review 

your notes. This will enable you to:

 identify any gaps in the information and add in any new information that you might have 

thought of since the lecture

 formulate questions that need further research

 highlight key points

 add relevant references and link them to the main points of the lecture.



Storing your notes

Store your notes in a loose-leaf folder, or a ring binder, so that you can move the pages around as well 

as add any new material such as handouts and other reference matter.

Regular revision

It is a good idea to revise your notes on a regular, ongoing basis, say for five to ten minutes once a week. 

Each time you skim through your notes the material will become a little more firmly embedded in your 

memory.

II - Making notes from texts:

In most subjects, books and scholarly journals will provide the largest source of material for your notes.

What you decide to note, and the amount of detail will depend, to some extent, on your purpose for 

taking notes. However, there are some common features that you might wish to include:

 main points & relevant supporting details

 topic specific terms, phrases and key words definitions diagrams

 formulae (and their derivations if appropriate) calculations quotes 

III – Note making techniques:

There are many different ways to take and make notes and some tools you may want to try, bearing in 

mind copyright issues. Thinking about how your notes can be used for revision and for writing your 

assignments is also important. Using abbreviations for common words will save you time so you can 

focus on essential ideas and information.

Techniques

Annotation involves you adding comments to a text that explain or critique what you have read. These 

can be written in the margins and may accompany words you have highlighted to identify key 

information. Of course, this would not be on borrowed texts! 

Diagrams are a more visual form of taking notes. They could be mind-maps, charts, tables, graphs, or 

perhaps a drawing to capture a process or cycle for example. 

Paraphrasing is expressing the ideas and information of others in your own words. Transforming the 

original source material helps you to understand it. 

Summaries are focused on the main points of the source material so they are a shorter overview.

Tools

Pens, pencils, coloured highlighters and paper note pads are familiar tools for hand written notes. 

However, there are other effective tools for recording lecture material and for making notes 



electronically on a computer, tablet, iPad or smartphone for example. A variety of note-taking software 

and mobile applications are also available. 

It can be useful to audio record lectures for later review and follow-up note making. Digital recorders 

are increasingly affordable and files can be transferred to a computer. Many mobile phones also enable 

audio recording. Mobile devices such as iPads and other tablets and smartpens are becoming popular 

options. Please note that you must first have the permission of the lecturer to make such digital 

recordings.

Issues

Intellectual copyright is a crucial issue to consider when recording audio or photographing presentation 

slides in lectures. You must have the permission of the lecturer to record these. Some lecturers may 

provide students with a copy of their lecture and/or presentation slides on their unit site or by request.

Using notes for revision

Your notes are a key part of your revision strategies when preparing for exams, or indeed, for preparing 

for active, informed participation in tutorials and when researching for and writing your assignments. 

Organising and reviewing your notes can also help you make connections between individual ideas and 

gain an overview of the whole subject. 

You will need to revisit and work on the notes you have taken throughout the semester. 

 Organise notes in a logical way so you can find important information quickly 

 Read them again, highlighting key words and ideas

 Summarise your notes to help remember ideas and information – your goal now is to minimise 

them to serve as a memory aid

 Consider creating mindmaps or brief outlines to summarise.

Remember, revision is best done throughout the semester, not just when exams are scheduled. Time 

management is very important as your semester plan should include exam preparation and dates, 

supported by specific weekly plans for the week leading up to and during your exams.

Visit the Exams section for information on revising for exams.

Visit the Managing Your Studies section for information on time management.

Abbreviations for making notes

Whichever note-making layout you choose to use, you may find it useful to use abbreviations and 

shortened versions of commonly used words. This will help you save time with writing so that you can 

concentrate on noting the essential points or ideas. Some common abbreviations are listed below. 



About, regarding, concerning re
Against, opposite, versus vs
Agree ☺
And &, +
And others et al
And so on, so forth etc
Approximately, roughly, round about ≈
At @
Because ∵
Before b4
Can't, couldn't cx
Change Δ
Characteristics chx
Confused, clarify ?
Confused totally ???!!!
Copyright ©
Definition defn
Don't, does not dx
Down, declining, decreasing ↓
Each way ↔
Equal to or greater than ≥
Equal to or less than ≤
Especially ≡
Example eg
Frequency fr
Greater than >
Important *
Infinity, forever, always ∞
Less than <
Man/men, male(s) ♀
Member of ∈
Micro µ
Negative, bad, not —
Necessary, necessarily □
Not nx or —
Not a member of ∉
Note nb
Not the same as, does not equal ≠
Number #
Parallel ‖
Percent %
Plus or minus ±
Positive, good, plus, in addition +
Possibly, possible ♢

Same as, equals, identical =
Should be s/b



Sum of, collectively ∑
Therefore ∴
That is ie
Unequal, not the same as ≠
Up, rising, increasing ↑
Very important **
With w/ or c
Without w/o
Woman/women, female(s) ♀
IV – Note layouts:

There are many ways you can lay out your notes. Some common approaches are demonstrated in this 

section: linear notes, key word trees, mind maps, networks and the herringbone technique. Links to 

other ideas for layouts, including the Cornell Method, are also provided. 

Linear notes

Taking notes in a linear or sequential fashion is probably the most common way of laying out your notes.

A wide left-hand margin is used so that you can add material to your notes at a later date.

Details of lecture, book or article.
Wide left hand margin. 
Approximately one third of 
your page. 
This allows you to add 
material either 

 during the lecture. 
 when reviewing your 

notes. 
 when doing other 

research. 

A. MAJOR TOPIC 
1. Key point 

o supporting point. 
o supporting point. 
o supporting point. 

2. Key Point 
o supporting point. 
o supporting point. 
o supporting point. 

B. MAJOR TOPIC 
Key word trees



Mind maps

In this style of notetaking the information is represented in a diagrammatical form. Many different types 

of diagrams can be used such as key word trees, networks, and herringbone techniques. As a general 

rule the main idea or topic is written in the centre of the page (or in a prominent position) with key 

points added around it in a cluster fashion branching out from the central idea.



Mind maps are extremely useful ways of organising ideas. However, you are restricted to using key 

words. This requires you to be concise but it can be difficult if there is a large bulk of information and it 

cannot easily be condensed.

Mind maps are also very effective in helping you organise material when you are planning an essay 

outline.

Networks

This basically makes use of a slash pattern to organise ideas. It is especially useful if you are trying to 

map out the ideas in a debate or controversy. It enable opposing ideas to be mapped e.g. pros/cons, 

costs/benefits, advantages/disadvantages, and so on.

Herringbone technique

The herringbone technique, so-named because it resembles a fish skeleton, is useful for analysing a 

single idea. You ask of the main idea Who?, What?, When?, Where?, Why?, and How? In so doing you 

are able to represent the key idea and aspects of its supporting data.



Each of who, what, when, where, why and how help you interrogate the key idea thereby assisting you 

to understanding it. There will be times when one or more of the six questions will not be relevant or 

appropriate.

3 column approach



V - Organising your notes

You may have explored some note layouts you can use to record, review and annotate what you read 

and hear as part of your learning, but it is also important to organise and store your notes effectively for 

easy access.

Here are some useful tips:

 Use a separate file for each subject area Use file dividers to separate major topics

 Use a separate page for each minor topic Label files and dividers clearly

 Number and label pages so you can find and re-file them quickly

 Keep an updated contents page at the front of each file.

If you are making notes electronically, either by creating documents or audio recordings for example, 

you also need to manage your digital media. 

 Create a separate digital folder for each subject area

 Create separate folders within the subject folder for major topics

 Create separate documents saved in the appropriate folder for each minor topic

 Name your folders and files meaningfully and logically

 Include page numbers and document labels in headers and/or footers.



4. SENTENCE COMPLETION

 1. Word Fitting

 2. Transitional Words

o 2.1 Contrast Indicators

o 2.2 Support Indicators

o 2.3 Cause And Effect Indicators

 3. Apposition

 4. Punctuation

 5. Positive/Negative Flow

 6. Process of Elimination(POE)

1. Word Fitting:

Before you look at the answer-choices, think of a word that "fits" the sentence.

Example: Crestfallen by having done poorly on the GRE, Susan began to question her abilities. 

Her self-confidence was ..........

A. appeased B. destroyed C. placated D. elevated E. sustained

If somebody is crestfallen (despairing) and has begun to question herself, then her self-confidence 

would be destroyed. Hence, the answer is (B).

2. Transitional Words:

Be alert to transitional words. Transitional words tell you what is coming up. They indicate that the 

author is now going to draw a contrast with something stated previously, or support something stated 

previously.

2.1 Contrast Indicators:

To contrast two things is to point out how they differ. In this type of sentence completion problem, we 

look for a word that has the opposite meaning (an antonym) of some key word or phrase in the 

sentence.

Following are some of the most common contrast indicators:

But Yet Despite Although However Nevertheless

Example: Although the warring parties had settled a number of disputes, past experience made them 

.......... to express optimism that the talks would be a success.



A. rash B. ambivalent C. scornful D. overjoyed E. reticent

"Although" sets up a contrast between what has occurred--success on some issues--and what can be 

expected to occur--success for the whole talks. Hence, the parties are reluctant to express optimism. 

The common word "reluctant" is not offered as an answer-choice, but a synonym--reticent--is. The 

answer is (E).

2.2. Support Indicators:

Supporting words support or further explain what has already been said. These words often introduce 

synonyms for words elsewhere in the sentence.

Following are some common supporting words:

And Also Furthermore

Likewise In Addition For

Example: Davis is an opprobrious and .......... speaker, equally caustic toward friend or foe--a true 

curmudgeon.

A. lofty B. vituperative C. unstinting D. retiring E. laudatory

"And" in the sentence indicates that the missing adjective is similar in meaning to "opprobrious," which 

is very negative. Now, vituperative--the only negative word--means "abusive." Hence, the answer is (B).

2.3. Cause And Effect Indicators:

These words indicate that one thing causes another to occur. Some of the most common cause and 

effect indicators are

Because For Thus Hence

Therefore If , Then .

Example: Because the House has the votes to override a presidential veto, the President has no choice 

but to ..........

A. object B. abdicate C. abstain D. capitulate E. compromise

Since the House has the votes to pass the bill or motion, the President would be wise to compromise 

and make the best of the situation. The answer is (E).



3. Apposition:

This rather advanced grammatical structure is very common on the GRE. (Don't confuse "apposition" 

with "opposition": they have opposite meanings.)

Words or phrases in apposition are placed next to each other, and the second word or phrase defines, 

clarifies, or gives evidence to the first word or phrase. The second word or phrase will be set off from 

the first by a comma, semicolon, hyphen, or parentheses.

Note: If a comma is not followed by a linking word--such as and, for, yet--then the following phrase is 

probably appositional. Identifying an appositional structure, can greatly simplify a sentence completion 

problem since the appositional word, phrase, or clause will define the missing word.

Example: His novels are .......... ; he uses a long circumlocution when a direct coupling of a simple subject 

and verb would be best.

A. prolix B. pedestrian C. succinct

D. vapid E. risque

The sentence has no linking words (such as because, although, etc.). Hence, the phrase following the

semicolon is in apposition to the missing word--it defines or further clarifies the missing word. Now, 

writing filled with circumlocutions is aptly described as prolix. The answer is (A).

4. Punctuation:

Whenever the punctuation "," (comma) appears, followed by a blank in between two sentences, then it 

means that the synonym of the phrase/word before "," is the meaning of the blank. In simple words, 

when you find ',' followed by a blank then find the synonym of the word before ',' and check the options 

to match the synonym of the word.

In the same way, when you find ":"( colon) or ";"( semi-colon) in the sentence, they will indicate that the 

idea coming up is merely an explanation of the earlier idea. So, simply find the synonym of the 

word/phrase before the punctuation and fill in the blank with the synonym from the options given.

5. Positive/Negative Flow:

When you read the sentence, you have to look out for adjectives/adverbs which tell you the idea of the 

sentence. After finding these adjectives/adverbs, you need to find out if the idea of the sentence is 

positive/negative. All the negative ideas may be a "bad word/bad phrase" or any term which has 

no/none/not... in it.



You need to just go on marking the words with +/- and keep on doing till the end of the sentence. Then 

you need to use the punctuations/conjunctions clue which would break the sentence into 2/3 parts. 

After that you need to compare the +/- signs on both sides and enter the desired sign in the blank. In 

simple words, if the flow of the first part of the sentence is positive and the second part is negative, then 

the blank must be negative to even the flow of the sentence. This would solve the sentence completion 

question without even understanding the question.

Example: Because he did not want to appear_______, the junior executive refused to dispute the 

board's decision, in spite of his belief that the decision would impair employee morale.

A. contentious B. indecisive C. solicitous

D. overzealous E. steadfast

Explanation: (C) and (E) are gone because they're positive words. .(B)doesn't work because the clue is 

"refused to dispute." That doesn't work with indecisive. For the same reason,(D) doesn't work either. So 

the best answer is option A.

6. Process of Elimination (POE):

You can easily eliminate all the options that are definitely wrong or are eliminated through the 

positive/negative flow. Suppose if you have a blank in the sentence for which the answer is positive, 

then you can eliminate all the options which are negative. In this way you can eliminate options and 

have very less options remaining. The probability of you getting right answer from 2 options is much 

higher than you getting right from 5 options.



5. PREPOSITIONS

Prepositions are short words (on, in, to) that usually stand in front of nouns (sometimes also in front of 

gerund verbs). Even advanced learners of English find prepositions difficult, as a 1:1 translation is usually 

not possible. One preposition in your native language might have several translations depending on the 

situation. There are hardly any rules as to when to use which preposition. The only way to learn 

prepositions is looking them up in a dictionary, reading a lot in English (literature) and learning useful 

phrases off by heart (study tips).

Consider the professor's desk and all the prepositional phrases we can use while talking about it.

You can sit before the desk (or in front of the desk). The professor can sit on the desk (when he's being 

informal) or behind the desk, and then his feet are under the desk or beneath the desk. He can stand 

beside the desk (meaning next to the desk), before the desk, between the desk and you, or even on the 

desk (if he's really strange). If he's clumsy, he can bump into the desk or try to walk through the desk 

(and stuff would fall off the desk). Passing his hands over the desk or resting his elbows upon the desk, 

he often looks across the desk and speaks of the desk or concerning the desk as if there were nothing 

else like the desk. Because he thinks of nothing except the desk, sometimes you wonder about the desk, 

what's in the desk, what he paid for the desk, and if he could live without the desk. You can walk 

toward the desk, to the desk, around the desk, by the desk, and even past the desk while he sits at the 

desk or leans against the desk.  All of this happens, of course, in time: during the class, before the class, 

until the class, throughout the class, after the class, etc. And the professor can sit there in a bad mood 

[another adverbial construction]. 

A prepositional phrase is a group of words containing a preposition, a noun or pronoun object of the 

preposition, and any modifiers of the object.  A preposition sits in front of (is “pre-positioned” before) its 

object.

The following words are the most commonly used prepositions:

About below excepting Off toward

Above beneath for On under

Across beside(s) from Onto underneath

After between in Out until



Against beyond in front of Outside up

Along but inside Over upon

Among by in spite of Past up to

around concerning instead of Regarding with

at despite into Since within

because of down like Through without

before during near Throughout with regard to

behind except of To with respect to

The following table contains rules for some of the most frequently used prepositions in English:

Prepositions – Time

English Usage Example
on  days of the week  on Monday

in

 months / seasons
 time of day
 year
 after a certain period of time 

(when?)

 in August / in winter
 in the morning
 in 2006
 in an hour

at
 for night
 for weekend
 a certain point of time (when?)

 at night
 at the weekend
 at half past nine

since  from a certain point of time (past 
till now)  since 1980

for  over a certain period of time (past 
till now)  for 2 years

ago  a certain time in the past  2 years ago
before  earlier than a certain point of time  before 2004

to  telling the time  ten to six (5:50)
past  telling the time  ten past six (6:10)
to / 
till / 
until

 marking the beginning and end of 
a period of time  from Monday to/till Friday

till / 
until

 in the sense of how long 
something is going to last  He is on holiday until Friday.

by  in the sense of at the latest
 up to a certain time

 I will be back by 6 o’clock.
 By 11 o'clock, I had read five 

pages.



Prepositions – Place (Position and Direction)

English Usage Example
 In  room, building, street, town, 

country
 book, paper etc.
 car, taxi
 picture, world

 in the kitchen, in London
 in the book
 in the car, in a taxi
 in the picture, in the world

 at  meaning next to, by an 
object

 for table
 for events
 place where you are to do 

something typical (watch a 
film, study, work)

 at the door, at the station
 at the table
 at a concert, at the party
 at the cinema, at school, at 

work

 on  attached
 for a place with a river
 being on a surface
 for a certain side (left, right)
 for a floor in a house
 for public transport
 for television, radio

 the picture on the wall
 London lies on the Thames.
 on the table
 on the left
 on the first floor
 on the bus, on a plane
 on TV, on the radio

 by, next to, 
beside

 left or right of somebody or 
something

 Jane is standing by / next 
to / beside the car.

 Under  on the ground, lower than 
(or covered by) something 
else

 the bag is under the table

 below  lower than something else 
but above ground

 the fish are below the 
surface

 over  covered by something else
 meaning more than
 getting to the other side 

(also across)
 overcoming an obstacle

 put a jacket over your shirt
 over 16 years of age
 walk over the bridge
 climb over the wall

 above  higher than something else, 
but not directly over it

 a path above the lake

 across  getting to the other side 
(also over)

 getting to the other side

 walk across the bridge
 swim across the lake

 through  something with limits on 
top, bottom and the sides

 drive through the tunnel

 to  movement to person or 
building

 movement to a place or 
country

 for bed

 go to the cinema
 go to London / Ireland
 go to bed

 into  enter a room / a building  go into the kitchen / the 
house



 towards  movement in the direction 
of something (but not 
directly to it)

 go 5 steps towards the 
house

 onto  movement to the top of 
something

 jump onto the table

 from  in the sense of where from  a flower from the garden

Other important Prepositions

English Usage Example
 from  who gave it  a present from Jane
 of  who/what does it belong to

 what does it show
 a page of the book
 the picture of a palace

 by  who made it  a book by Mark Twain
 on  walking or riding on 

horseback
 entering a public transport 

vehicle

 on foot, on horseback
 get on the bus

 in  entering a car / Taxi  get in the car
 off  leaving a public transport 

vehicle
 get off the train

 out of  leaving a car / Taxi  get out of the taxi
 by  rise or fall of something

 travelling (other than walking 
or horseriding)

 prices have risen by 10 
percent

 by car, by bus
 at  for age  she learned Russian at 45
 about  for topics, meaning what 

about
 we were talking about you

Other Prepositions 

Preposition Explanation Example

from

 used to show the origin of 
something or someone

 used to show the material of which 
something is made

 used to show a change in the state 
of someone or something

 "Where are you from?" "I'm from
Italy."

 The desk is made from pine.
 Things went from bad to worse.

of

 used to show possession, 
belonging or origin 

 used after words or phrases 
expressing amount, number or 
particular unit

 a friend of mine 
 a kilo of apples

by  used to show the person or thing 
that does something:

 I'm reading some short stories 
(written) by Chekhov.



Preposition Explanation Example

on
 used for showing some methods of 

travelling 
 entering a public transport vehicle

 It'd be quicker to get there on foot 
/ on horse

 get on the train 

in  entering a car / Taxi  She got in the car and drove fast. 

off  leaving a public transport vehicle  She got off the bus 

out of  leaving a car / Taxi  She got out of the train 

by

 used to show measurements or 
amounts 

 travelling (other than walking or 
horseriding)

 Their wages were increased by 
12%. 

 She went by car, by bus, by train 

at  age  In theory, women can still have 
children at the age of 50.

about  on the subject of; connected with  What's that book about?

Insert the correct preposition 

1. Do you think it is a good idea to ban smoking in public places? 

2. Look at the picture on the wall.

3. My house is at the end of the street. 

4. I stopped at Nancy's house.

5. Do you like walking in the garden? 

6. I found my keys on the desk. 

7. I met him in Paris.

8. He was crying at the back of the classroom. 

9. I saw the film on TV. 

10. These people live in my hometown.

Exercise on Prepositions – Place

1. In the picture, I can see a woman. 

2. The woman is sitting at a table. 

3. She is sitting on a chair. 

4. There is another chair opposite the woman. 

5. Her feet are under the table 

6. The woman is holding a cup in her hands. 

7. On the table are a laptop, a paper, a calculator, an appointment calendar, two pens and a 

muffin. 



8. The woman is looking at her laptop. 

9. The woman's bag is under the table. 

10. In the picture, I can see a family in a kitchen.

11. There is a vase and fruits on the worktop.

12. The mother is standing in front of her husband and her daughter.

13. She is holding a mug in in her hand.

14. The father and the daughter are sitting at the worktop on beautiful iron chairs.

15. There is a picture on the wall.

16. There is a window behind the father.

17. The woman is looking at her daughter.

Use the right preposition of time:

1. What are you doing on Saturday?

2. I am going to the countryside on / at the weekend.

3. I haven't been to the countryside since December.

4. What time are you leaving?

5. I am leaving in the afternoon. May be at three o'clock pm.I am coming back on Sunday evening. 

I'll catch the half past seven train on Sunday. I'll be here by nine o'clock.

6. So you'll be there for the whole weekend. I'll be missing you! 

7. What are you doing at the weekend? 

8. I don't know yet. Maybe I'll go to the cinema on Saturday. 

9. That's interesting. I haven't been to the cinema for so many years. 

10. We could go there together in the afternoon. 

11. That would be great. But I would prefer to go there in the evening. I am visiting my grandma on

Saturday. 

12. That's okay. The film starts at eight o'clock. 

13. I can pick you up at half past seven. How long does the film last? 

14. It lasts for two hours and forty-five minutes. 

15. From eight till a quarter to eleven. 

16. That's right. But I must hurry home after the film. I have to be home by eleven o'clock. 

Put in the correct prepositions of place

1. The wine is in the bottle. 

2. Pass me the dictionary, it’s on the bookshelf.



3. Kumar is at work. 

4. Berlin is in Germany. 

5. You have something on your face. 

6. Turn left at the traffic lights. 

7. He has a house on the river. 

8. The answer is at the bottom of the page. 

9. Suresh will be on the plane now. 

10. She lives in London. 

11. I’ll meet you at the airport. 

12. The cat is in the house somewhere. 

13. She has a house in Japan. 

Sources: 

1. http://www.ego4u.com/en/cram-up/grammar/prepositions/exercises

2. http://grammar.ccc.commnet.edu/grammar/quizzes/preposition_quiz2.htm

3. http://www.perfect-english-grammar.com/prepositions-of-place-exercise-2.html



6. REFERENCE WORDS

Using reference words 

This section explains the system used to refer forward or backward from where you are in a text to 

other words or concepts. You use reference words to show the connections between ideas, giving 

greater cohesion and clarity to your writing. You will already be familiar with the word ‘reference’, 

meaning conventions for acknowledging authors or documents you have used in your research and 

reading. You ‘reference’ these authors when you quote them or paraphrase them. (See Module 2, Unit 

3: Quoting and paraphrasing). However, the term reference is also used to refer to a system of creating 

cohesion in a text. Reference words point backwards or forwards to other words or concepts that have 

already appeared in the text or are about to appear in the text. In the majority of cases, the word has 

already occurred in the text i.e. the reference word is pointing backwards.

Example

1. There are a number of  distinct phases of childhood development. Broadly speaking, these are 

linked to the motor, emotional and linguistic development of the child. 

In this sentence, these is a reference word pointing back to phases in the preceding sentence. 

2. Those changes requiring only a moderate level of financial support were addressed first. 

In this sentence, those is a reference word pointing forwards to the changes requiring only a moderate 

level of financial support.

Reference words are important because they are another way you can strengthen the connections 

between different elements of your text and clarify the progression of ideas. 

Categories of reference words

There are six main kinds of reference words. 

1. Personal pronouns

The personal pronouns are I, you, she, he, it, we, they.

Because an impersonal style of writing is strongly favoured by most academic disciplines, you may rarely 

find yourself using pronouns like I, you and we. 

The most commonly used personal pronouns in academic writing are it (referring to things) and they

(referring to either things or people). In academic writing, ‘things’ are usually phenomena and abstract 

nouns, and people are usually previous researchers. He and she may also be used, usually to refer to 

authors previously mentioned in the text.



Example

The approach taken by Bernstein is unacceptably narrow because it (the pronoun it picks up the 

information contained in the noun phrase the approach.) focuses solely on the psychological rather 

than the psycholinguistic features of development.

2. Possessive pronouns 

The possessive pronouns show a relationship of ownership or ‘belonging to’. They are: my, mine, your, 

yours, his, her, hers, its, our, ours, their, theirs. 

As with personal pronouns, my and our are not commonly used in academic writing. The most 

commonly used possessive pronouns in academic writing are its, their, his, her.

Example

Mawer (2000) and Farrington (2001) agree  that sociological factors carry considerable weight  

in any discussion of educational attainment. Their research clearly demonstrates that reliance 

on purely maturational factors is misplaced. (The pronoun their picks up the previous reference 

to both Mawer & Farrington.)

3. Demonstratives 

Demonstratives are similar to personal and possessive pronouns in that they refer to nouns usually 

already present in the text. However, they have a stronger pointing quality – they identify (point at) 

exactly which thing or things are being referred to.

The most common demonstratives are: this, that (singular), these, those (plural), such. 

Example

However, the researchers also conducted a subsequent study. This study strongly 

confirmed the results of the previous one.  (In this sentence, the pronoun this points to the

particular subsequent study already mentioned.)

4. Comparatives 

Comparatives are sometimes used as pronouns and sometimes as adjectives. You do not need to be able 

to distinguish the two because, in both cases, they are being used to refer to something or someone in 

the text.

Comparatives include words like: another, other, both, similar, the same, better, more, earlier, later, 

previous, subsequent. 



Example

This research has undoubtedly revolutionized thinking in the field. The same could be said of 

Drury’s (2003) later research.  (The comparative form the same refers the reader back to 

the content of the immediately preceding statement.)

5. The definite article ‘the’

The definite article the is often used to refer back to something which has already been mentioned in 

the text and is now occurring for the second (or perhaps the third or fourth) time. 

Example

He was faced with a difficult choice. The choice he made demonstrated his ability to make 

sound decisions under extreme pressure. (In this example, the refers back to the previously 

mentioned choice)

The definite article can also be used to point (refer) forwards, although this is less common.

Note that the definite article is not always used referentially.

Example

Galileo tested his theory by dropping objects of a different weight off a tall building. The speed 

with which they fell confirmed that objects fall through space at the same speed. (In this 

example, the does not refer back to any word or concept in the preceding sentence.)

6. General reference

Usually a reference word is tied to a word, phrase or other grammatical element which is clearly 

identifiable in the preceding or subsequent text. 

However, sometimes a reference word refers back to an entire stretch of text – perhaps even a 

paragraph or two - without referring to any one particular component of it. In this case, the reference 

word has the function of summarising the preceding information.

The words most commonly used to do this are the demonstrative pronouns this and these. 

Example

The question arises of  how best  to allocate resources in a competitive environment where 

all parties’ requests seem to be of equal merit. Should applicants be required to demonstrate

superior need? How can they demonstrate this when they are not aware of each others’ 

needs? Should more stringent parameters be developed so that the pool of eligible 

applicants is decreased? Is the answer to deliver less funding to more applicants and so run the 

risk of no single applicant being able to show a worthwhile return on their funding? Should 

applicants have to show a willingness to match, dollar for dollar, investment by the funding 



body? These are the hard problems now facing national funding bodies. (The demonstrative 

pronoun these does not point at any particular element of the preceding text. It summarises 

the possible courses of action being put forward in the text overall.)

Think and try

Look at the reference word in each of these sentences. What type of reference word is it? Identify the 

word or phrase it is referring to. Then, check your understanding by clicking on the highlighted reference 

word.

1. The perspectives offered by this research are unique in that they allow an insight into the 

workings of the criminal mind. (The personal pronoun they makes reference to the previous 

noun phrase the perspectives.)

2. Although the study was conducted sometime ago, its on-going relevance cannot be doubted. 

(The pronoun its refers back to the study – a singular pronoun.)

3. The study found that the health of the newborn was intimately connected with the health of the 

mother. Such studies are crucial to our understanding of the pre-natal life of infants. (The 

pronoun such is a general reference, pointing to studies of the particular kind being discussed, 

including the study in this sentence.)

4. Those researchers who have investigated the issue in detail have uniformly found maternal diet 

to be an important factor in the health of newborns. (The pronoun those points forward to a 

description of the researchers i.e. the researchers who have investigated the issue in detail.)

References:

http://writesite.elearn.usyd.edu.au/m3/m3u5/m3u5s5/m3u5s5_7.htm



7. Wh – Questions

WH questions ask for information. They are different than Yes/No questions. Wh- Questions allow a 

speaker to find out more information about topics. There are 6 different WH question words:

Question Answer Example

What Object/Idea/Action/ Thing What is that?

When Time When is the game?

Who Person Who do you live with?

Where Place Where do you live?

Why Reason Why are you happy?

How Directions/Feelings/Manner How are you?

STRUCTURE

WH questions in simple present use “do” or “be”:

WH Questions with "do"

WH + DO/DOES + SUBJECT + VERB

Examples: 

* Where do you work?

* When does she wake up?

* Who is your brother? 

WH Questions with "be"

WH + BE + SUBJECT

Examples:

* Where are you from?

* Who is that man?

* When is your class?

WH Questions are similar to YES/NO questions except they  have WH words at the start.

Examples:

Are you from Chennai?

* Where are you from?

Here are some example questions and answers:



* Where are you from?

* I am from Japan.

* What is your name?

* My name is Jacob.

* When do you wake up?

* I wake up at 7:30 am.

* Why are you angry?

* I am angry because I did not pass my exam.

Other words can also be used to inquire about specific information:

Which (one)? Choice of alternatives

Whose? Possession 

Whom? Person (objective formal) 

How much? Price, amount (non-count) 

How many? Quantity (count) 

How long? Duration 

How often? Frequency 

How far? Distance 

What kind (of)? Description

The "grammar" used with wh- questions depends on whether the topic being asked about is the 

"subject" or "predicate" of a sentence. For the subject pattern, simply replace the person or thing being 

asked about with the appropriate wh-word.

(Someone has my baseball.)

(Something is bothering you.)

Who has my baseball?

What is bothering you?

For the predicate pattern, wh- question formation depends on whether there is an "auxiliary" verb in 

the original sentence. Auxiliary or "helping" verbs are verbs that precede main verbs. Auxiliary verbs are 

italicized in the following sentences.

I can do it.

They are leaving.

I have eaten my lunch.

I should have finished my homework.



To make a question using the predicate pattern, first form a yes/no question by inverting the subject 

and (first) auxiliary verb. Then, add the appropriate wh- word to the beginning of the sentence.

(You will leave some time.) ? will you leave

When will you leave? 

(He is doing something.) ? is he doing

What is he doing? 

(They have been somewhere.) ? have they been

Where have they been?

If there is no auxiliary and the verb is "be," invert the subject and verb, then add the appropriate wh-

word to the beginning of the sentence.

(He is someone.) ? is he

Who is he? 

(The meeting was some time.) ? was the meeting

When was the meeting? 

If there is no auxiliary and the verb is not "be," add do to the beginning of the sentence. Then add the 

appropriate wh-question word. Be sure to "transfer" the tense and number from the main verb to the 

word do.

(You want something.)
? do you want

What do you want?

(You went somewhere.)
? did you go (past tense)

Where did you go?

(She likes something.)
? does she like (third person -s)

What does she like?



8. Tenses (Simple)

Present Tenses

The Uses of the English Tenses

Type of Tense Type of Action Expressed

Simple - Actions occurring at regular intervals

- General truths, or situations existing for a period of time

- Non-continuous actions

Continuous - Continuous, ongoing actions

Perfect - Non-continuous actions completed before a certain time

Perfect Continuous - Continuous, ongoing actions completed before a certain time

1 – Simple Present

A) Form

Affirmative
Negative Interrogative

Negative 

interrogative

I play I do not play Do I play? Do I not play?

You play You do not play Do you play? Do you not play?

He/she/it play
He/she/it does not 

play
Does he/she/it play?

Does he/she/it not 

play?

We play We do not play Do we play? Do we not play?

You play You do not play Do you play? Do you not play?

They play They do not play Do they play? Do they not play?

Note: In the affirmative the simple present has the same form as the infinitive but adds an s for the third 

person singular. 

B) Uses:

1. To express habitual action:

Ex. a) I get up everyday. 

b) He exercises every week.

c) Dogs bark.



2. It is used in newspaper headlines: 

Ex. a) PRISONER EXCAPES 

b) RIVER VAIGAI FLOWS

3. It can be used for dramatic narrative. It is often used by radio commentators at sports events, 

public functions, etc.

Ex. a) When the curtain rises, Joe is writing at his desk. Suddenly the window opens and a 

thief enters. 

4. It can be used for a planned future action or series of actions, particularly when they refer to a 

journey:

Ex. a) We leave Australia at 10.00 next Monday and arrive in London at 13.00. We spend 

two hours in London and leave again at 15.00. we arrive in Rome at 19.30, spend four 

hours in Rome etc.

5. It is used in conditional sentences, type I:

Ex.  a) If I see Kumar I’ll ask him. 

b) Unless you take the brake off the car won’t move.

6. It is used in time-clauses:

Ex. a) When there is an idea of routine:

i) As soon as he earns any money he spends it.

ii) She takes the girl to school before she goes to work.

b) When the main verb is in a future form:

i) It will stop raining soon. Then we’ll go out.

ii) When it stops raining we’ll go out. 

2 – Present continuous

A) Form

Affirmative
Negative Interrogative

Negative 

interrogative

I am playing I am not playing Am I playing? Am I not playing?

You are playing You are not playing Are you playing? Are you not playing?

He/she/it is playing
He/she/it is not 

playing
Is he/she/it playing?

Is he/she/it not 

playing?



We are playing We are not playing Are we playing? Are we not playing?

You are playing You are not playing Are you playing? Are you not playing?

They are playing They are not playing Are they playing? Are they not playing?

Note: The present continuous tense is formed with the present tense of the auxiliary verb be + the 

present participle. 

B) Uses 

1. For an action happening now:

Ex. i) It is raining.

ii) What are you doing now?

2. For an action happening about this time but not necessarily at the moment of speaking:

Ex. 1. I am reading a novel by Jane Austen.

2. He is teaching English and learning French.

3. For a definite arrangement in the near future:

Ex. 1. I am meeting Pradeep evening. He is taking me to the park. 

2. Are you doing anything day after tomorrow afternoon? – Yes, I am going to the 

cinema.

4. With a point in time to indicate an action which begins before this point and probably continues 

after it:

Ex. At seven I am bathing the baby. (I start bathing him before seven.)

5. With “always”

Ex. She is always losing her keys.

6. Verbs not normally used in the continuous tenses

Ex.  i) verbs of the senses – feel, hear, see, smell, notice, observe, etc. 

ii) verbs expressing feelings and emotions – admire, adore, appreciate, desire, dislike, fear, 

hate, like, love, mind, respect, etc.

iii) verbs of mental activity – agree, appreciate, assume, believe, expect, feel, know, mean, 

realize, recall, recognize, recollect, etc.

iv) verbs of possession – belong, owe, own, possess.



3 – Present Perfect

A) Form 

Affirmative
Negative Interrogative

Negative 

interrogative

I have played I have not played Have I played? Have I not played?

You have played You have not played Have you played? Have you not played?

He/she/it has played
He/she/it has not 

played.

Has he/she/it 

played?

Has he/she/it not 

played?

We have played We have not played Have we played? Have we not played?

You have played You have not played Have you played? Have you not played?

They have played They have not played Have they played?
Have they not 

played?

Note: The present perfect tense is formed with the present tense of have + the past participle: I have 

played etc. 

B) Use

This tense is a mixture of present and past. It implies a strong connection with the present and it 

primarily used in conversations, letters, newspapers and television and radio reports.

1. The present perfect used with just for a recently completed action.

Ex. He has just gone out = He went out a few minutes ago. 

2.  This tense is used for recent actions when the time is not mentioned:

Ex.  a) I have read the poem but I don’t understand it. 

b) Have you had lunch? No, I haven’t had it yet. 

3. The present perfect used with for and since

for is used with a period of time: for six days, for a long time. 

for used with the present perfect tense denotes a period of time extending into the present:

Ex. We have lived in London for ten years (and still live there)

Since is used with a point in time and means ‘from that point to the time of speaking’. It is always used 

with a perfect tense. 

Ex. a) He has been here since 7o’clock. (and is still here)

b) We have been friends since our school days. 



4) The present perfect is often used in letters: 

Ex. a) We have carefully considered the report which you sent us on 25th May, and have 

decided to take the following action. 

b) I am sorry I have not written before but I’ve been very busy lately as Tom has been 

away. 

5) The action usually begins in the past and continues at the time speaking in the present:

Ex. a) He has been in Delhi for five years. (He is still in Delhi.)

b) We have worked all day. (we are still working.)

c) He has lived here all his life. (He still lives here.) 

6) You can use the present perfect with just, already, and yet. 

a) just = a short time ago

Ex. i) Are you hungry? No, I’ve just had lunch.

ii) Hello. Have you just arrived. 

b) We use already to say that something happened sooner than expected. 

Ex. i)  Don’t forget to send the letter. I’ve already sent it.  

ii) What time is Manish leaving? He’s already gone. 

c) Yet = until now. Yet shows that the speaker is expecting something to happen. Use yet only in 

questions and negative sentences. 

Ex. i) Has it stopped raining yet?

ii) I’ve written the letter, but I’ve sent it yet. 

4 – Present Perfect Continuous

A) Form 

Affirmative
Negative Interrogative

Negative 

interrogative

I have been playing I haven’t been playing
Have I been 

playing?

Have I not been 

playing?

You have been 

playing

You haven’t been 

playing

Have you been 

playing?

Have you not been 

playing?

He/she/it has been 

playing

He/she/it hasn’t been 

playing.

Has he/she/it been 

playing?

Has he/she/it not 

been playing?



We have been playing
We haven’t been 

playing

Have we been 

playing?

Have we not been 

playing?

You have been 

playing

You haven’t been 

playing

Have you been 

playing?

Have you not been 

playing?

They have been 

playing

They haven’t been 

playing

Have they been 

playing?

Have they not been 

playing?

Note: The form of the verb is: has / have + been + verb + -ing

Use:

1. This tense is used for an action which began in the past and is still continuing:

Ex.  a) I’ve been waiting for an hour and he still hasn’t turned up.

b) I’m sorry I’m late. Have you been waiting long?

2. We use the present perfect continuous tense for an activity that has recently stopped or just 

stopped. There is a connection with now:

Ex. a) Prem is very tired. He’s been working very hard. (=he’s tired now)

b) Where have you been? I’ve been looking or you everywhere. 

3. We can use this tense for actions repeated over a period of time:

Ex. a) Tendulkar is a very good player in Cricket. He’s been playing since he was sixteen. 

b) Every morning they meet in the same park. They’ve been going there for years. 



9. WORD FORMATION

Definition: Word formation - In descriptive linguistics and traditional grammar, the formation of a

word by changing the form of the base or by adding affixes to it. In this sense, derivation is also called

"word formation." In historical linguistics, the derivation of a word is its history and etymology. In

generative grammar, derivation means a sequence of linguistic representations that indicate the

structure of a sentence or other linguistic unit before, during, and after the application of some

grammatical rule or set of rules

The Formation of Words has few rules which determine the nature of the words formed thus. 

Words can be classified into four types as follows:

1. Primary Words.   2. Compound Words

3. Primary Derivatives 4. Secondary Derivatives 

Now, let us see how each type of word is formed. 

1. Primary Words: 

Words which are not derived or compounded or developed from other words are called Primary Words.  

They belong to the original stocks of the words. 

Examples: 

Most of the words in English language are only Primary Words. 

Moon, sun, day, night, month, school, boy, girl, road, write, go sit, walk, net, dash, dot, book, pin, he, 

she, it etc… 

A Primary Word may be of the type of noun, verb, adjective, pronoun, adverb etc… 

The Formation of Words has few rules which determine the nature of the words formed thus. 

2. Compound Words: 

The Compound Words are formed by joining two or more Primary Words. 

Examples: 

Moonlight, undertake, nevertheless, man-of-war, misunderstanding etc… 

This way the Compound Words are formed. 

A Compound Word may be of the type of noun, verb, adjective, pronoun, adverb, conjunction, 

preposition etc… 

An addition to the beginning of a word is a Prefix. 

An addition to the end of word is a Suffix. 

Compound Words are the most part Nouns, Adjectives and Verbs.



Now let us wee how the Compound Words of Nouns, Adjectives and Verbs are formed. 

Compound Words-Nouns: 

Compound Words-Nouns may be formed: 

i. Noun + Noun: 

Examples: 

• Moonlight • Armchair • Postman • Railway 

• Shoemaker • Windmill • Teaspoon • Haystack 

• Ringleader • Jailbird • Horse-power • Screwdriver 

• Tax-payer • Airman • Manservant • Fire-escape 

• Chess-board 

ii. Adjective + Noun: 

Examples: 

• Sweetheart • Nobleman • Shorthand • Blackboard 

• Quicksilver • Stronghold • Halfpenny 

iii. Verb + Noun: 

Examples: 

• Spendthrift • Makeshift • Breakfast • Telltale 

• Pick-packet • Cut-throat • Daredevil • Hangman 

• Scarecrow 

iv. Gerund + Noun: 

Examples: 

• Drawing-room • Writing-desk • Looking-glass • Walking-stick 

• Blotting-paper • Stepping-stone • Spelling-book 

v. Adverb (or Preposition)+ Noun:

Examples: 

• Outlaw • Afternoon • Forethought • Foresight 

• Overcoat • Downfall • Afternoon • Bypass 

• Inmate • Inside 

vi. Verb + Adverb: 

Examples: 

• Drawback • Lock-up • Go-between • Die-hard 

• Send-off 



vii. Adverb + Verb: 

Knowledge of Formation of words will help you form your own words. 

Examples: 

• Outset • Upkeep • Outcry • Income 

• Outcome 

Compound Words-Adjectives: 

i. Noun + Adjectives (or Participle): 

Examples: 

• Blood-red • Sky-blue • Snow-white • Pitch-dark 

• Breast-high • Skin-deep • Lifelong • World-wide 

• Headstrong • Homesick • Stone-blind • Seasick 

• Love-lorn • Hand-made • Bed-ridden • Heart-broken 

• Moth-eaten • Note-worthy 

Knowledge of Formation of words will help you form your own words. 

ii. Adjective + Adjective: 

Examples: 

• Red-hot • Blue-black • White-hot • Dull-grey Lukewarm

iii. Adverb + Participle: 

Examples: 

• Longsuffering • Everlasting • Never-ending • Thorough-bred 

• Well-deserved • Outspoken • Down-hearted • Inborn 

• Far-seen 

iv. Noun + Verb: 

• Waylay • Backbite • Typewrite • Browbeat 

• Earmark

v. Adjective + Verb: 

Examples: 

• Safeguard • Whitewash • Fulfill 

vi. Adverb + Verb: 

Examples: 

• Overthrow • Overtake • Foretell • Undertake 

• Undergo • Overhear • Overdo • Outbid 



• Outdo • Upset • Ill-use 

NOTE:

In most Compound Words, it is the first word which modifies the meaning of the second word. The 

accent is placed upon the modifying word when the amalgamation is complete.When the two elements 

are only partially blended, a hyphen is put between the two words and the accent fall equally on both of 

them. 

3. Primary Derivatives:

These words are formed by making some changes in the body of the Primary Words. 

• Bond from bind • Breach from break • Wrong from wring 

NOTE:

The most important class of words formed by internal changes consists of the past tenses of the Primary 

Words. Those past tense-words are not treated as Derivatives. 

i. Formation of Nouns from Verbs: 

Examples: 

• Choice from choose • Bliss from bless • Chip from chop 

• Breach from break • Dole from deal • Dike from dig 

• Fleet from float • Doom from deem • Bier from bear 

• Watch from wake • Seat from sit • Gap from gape 

• Girth from gird • Grief from grieve • Woof from weave 

ii. Formation of Nouns from Adjectives: 

Examples: 

• Dolt from dull • Heat from hot • Pride from proud 

iii. Formation of Adjectives from Verbs: 

Examples: 

• Fleet from float • Low from lie 

iv. Formation of Adjectives from Nouns: 

Examples: 

• Milch from milk • Wise from wit 

v. Formation of Verbs from Nouns: 

Examples: 

• Bathe from bath • Bleed from blood • Believe from belief 



• Breathe from breath • Breed from brood • Clothe from cloth 

• Drip from drop • Feed from food

The Formation of Words has few rules which determine the nature of the words formed thus. 

vi. Formation of Adjectives from Verbs: 

Examples: 

• Cool from chill • Hale from heal 

vii. Formation of Nouns from Verbs: 

Examples: 

• Gold from gild • Grass from graze • Half from halve 

• Knot from knit • Sale from sell • Sooth from soothe 

• Tale from tell • Thief from thieve • Wreath from wreathe 

4. Secondary Derivatives: 

Secondary derivatives of a word are formed by adding either a prefix or a suffix to the word. 

An addition to the beginning of a word is a Prefix. 

An addition to the end of word is a Suffix. 

Examples: 

• Income is a secondary derivative of the word ‘word’. 

• Here the addition ‘in’ is a prefix. 

• Undergo is a secondary derivative of the word ‘go’. 

• Here the addition ‘under’ is a prefix. 

• Friendship is a secondary derivative of the word friend. 

• Here the addition ‘ship’ is a suffix. 

• Darkness is a secondary derivative of the word ‘dark’. 

• Here the addition ‘ness’ is a suffix. 

There are many prefixes and suffixes. 

The Formation of Words has few rules which determine the nature of the words formed thus.



10. Word Expansion (Root Words / Etymology)

You must understand what a root word is in order to understand what a prefix is.

A root word is a word you can change into a new word by adding a beginning and/or an ending.

A prefix is a beginning that is added to a root word.

For example, take the root word "purpose." By adding the prefix "multi" to "purpose," the new word 

"multipurpose" is formed. Every prefix has its own meaning. When added to a root word, a prefix 

changes the meaning of the root word to which it is added. The root word "purpose" means "an aim or a 

goal one wishes to achieve." The prefix "multi" means "many." The new word "multipurpose" means 

"designed or used for many purposes."

Learning to identify prefixes and knowing their meanings are great ways to expand your vocabulary. An 

expanded vocabulary will increase your listening and speaking comprehension. It will also help you 

communicate more effectively when writing or taking tests.

Some Common Prefixes

Here are some common prefixes. The meaning of each prefix is shown, as well as words that can be 

formed by adding the prefix to root words. Using these prefixes and others will expand your vocabulary.

Prefix Meaning of Prefix Words Formed Using the Prefix

re Again replay, resend, replace

hyper Over hyperactive, hypersensitive, hyperventilate

un Not unclear, unsure, undecided

tri Three triangle, tricycle, tri-weekly

pre Before prepay, prepackage, predate

mis Wrong misconduct, misspell, misunderstand

sub Below subway, substandard, submarine

To build your vocabulary using prefixes, do the following:

1. When you see a prefix whose meaning you do not know, look up its meaning in a dictionary.

2. Write the prefix and its meaning where you can refer to it easily and often. 

3. Review the meaning of these prefixes from time to time.

4. Form words by adding these prefixes to root words. 

5. Use these words when you speak and write.



Etymology is the scientific study of the origin of words. This etymological study improves your

vocabulary. 

The strong vocabulary gives you 

• a more challenging and rewarding job. 

• greater self-confidence in speaking and in writing. 

• improved comprehension in all your reading. 

• success in your studies. 

Etymology is not only a science, but also an art in that the beauty of the building of the words is 

understood. Convinced that memorizing lists of words is both difficult and unrewarding, we have 

developed this exclusive page on Etymology, the direct and successful method of vocabulary-building, 

based on the ROOT-WORDS and the proper Etymology of the ENGLISH words. 

In this page on Etymology:

• Each ROOT-WORD is clearly defined and discussed. 

• Examples are provided showing the role of the ROOT-WORD in a variety of words. 

Etymology is the best method to strengthen our command over English Language. By using your 

knowledge of familiar words, you will soon master the secret of vocabulary building, starting with the 

thousands of words in this page. 

One ROOT-WORD a day will open the door to mastery of the ENGLISH language. It is guaranteed that if 

you learn only the ROOT-WORDS, you will become familiar with thousands of words which we use 

regularly. Do not try to memorize them. Merely read and understand. Then use the words in your daily 

conversations and writing. Soon, your vocabulary will expand greatly. Etymology is the best method to 

strengthen our command over English Language. The Canons of Etymology will make the points clear. 

Follow the following procedure:

• Look at the ROOT-WORD. 

• Close your eyes and visualize it. 

• Look over the list of words. 

• Read the brief introductory paragraph. 

• Pronounce each word carefully. 

• Read the meaning of each word. 

• Use those words in your conversations and writings. 

The only thing you need remember is the ROOT-WORD. 

Examples:



a/n not, without Greek abyss - without bottom; achromatic - without color; 
anhydrous - without water

a on Latin afire - on fire; ashore - on the shore; aside - on the side

a, ab/s from, away, 
off Latin

abduct - carry away by force; abnormal - away from normal, 
not normal; absent - away, not present; aversion - the act of 

turning away from; abbreviate: to shorten.

a/c/d to, toward, 
near Latin accelerate – to increase the speed of; accessible - easily 

entered, approached, or obtained; admittance - allowing into;

acro top, height, 
tip, beginning Greek acrobat – a "high walker"; acronym - a word formed from the 

first (capital) letters of a word; acrophobia - fear of height

act do Latin
activity – something that a person does; react - to do 

something in response; interaction - communication between 
two or more things

aer/o air Greek aerate – to let air reach something; aerial - relating to the air; 
aerospace - the air space

agr/i/o farming Latin
Greek

agriculture - management of the land, agribusiness - making 
money by utilizing land; agrarian - relating to the management 

of land

alg/o pain Latin neuralgia - pain caused by a nerve; analgesic - a drug that 
makes one pain free; nostalgia - aching for the familiar

ambi, 
amphi

both, on both 
sides, around Latin

ambidextrous - able to use both hands equally; ambiguous -
having more than one meaning; ambivalence - conflicting or 

opposite feelings toward a person or thing

ambul walk, move Latin amble - to walk in a slow, relaxed way; ambulant - walking or 
moving around; ambulance - a vehicle that moves a patient

ami/o love Latin amiable - friendly, pleasant, lovable; amity - friendly and 
peaceful relations; amorous - showing romantic love

ana

up, back,
against, 
again, 

throughout

Greek
analysis - a close examination of something; anatomy - the 
structure of something as visible when cut up for analysis; 

anachronism - not being in the right place in time

andr/o man, male Greek androgynous - being both male and female; android -
resembling a human; misandry - hatred towards men

anim life, spirit Latin animal - a living organism; animate - to make alive; equanimity 
- of balanced spirit

ann/enn year Latin anniversary - a date observed once a year; annual - happening 
once a year; millennium - 1,000 years

ante before, in 
front Latin antecede - to come before something in time; antemeridian -

before noon; anteroom- a small room before the main room

anth/o flower Greek
chrysanthemum and amaranth - names of flowers; anthology -
a collection of treasured writings; anthozoan - half plant, half 

animal, like anemones and corals.

anthrop/o human Greek
anthropology - the study of mankind; anthropomorphism -
giving human form to non-human things; philanthropy - the 

love to mankind (expressed through good deeds)

anti against, 
opposite of Greek antibody - a substance that destroys micro-organisms; 

antiseptic - preventing infection; antisocial - opposing social 



norm

apo, apho away, off, 
separate Greek

aphorism - a short expression of a general truth; apology - an 
explicit expression of regret, apostrophe - a small dash used in 

place of an omitted letter

aqu/a water Latin aquarium - a water container for fish; aquatic- relating to 
water; aqueduct - a pipeline for water

arbor tree Latin arborist - someone working with trees; arbor - a shady area 
formed by trees; arborous - having many trees

arch/i
chief, most 
important, 

rule
Greek

archbishop - the highest ranking bishop; archenemy - chief or 
worst enemy; matriarch - a female who rules a group; 

monarch - a king or queen

arch/a/i primitive, 
ancient Greek

archaeology - the study of ancient cultures; archaic - belonging 
to an earlier period; archive - a collection of historical 

materials

arthr/o joint Latin
Greek

arthroscope - a tool to see inside a joint; arthritis -
inflammation of a joint; arthropod - invertebrates with jointed 

legs, like spiders, crustaceans, insects

art skill Latin artifact - object made by a person's skill; artisan - a person 
skilled in a craft; artist - a person who creates skillfully

astro, 
aster

star, stars, 
outer space Latin

astronaut - a person traveling to the stars; astronomer -
someone who studies the stars; asterisk - a star-shaped sign 

used as a reference tool

aud/i/io hear Latin audible - loud enough to be heard; audience - people who 
listen to a program; audiovisual - relating to sound and vision

auto self, same, 
one Greek

autocrat - a person who governs with absolute power; 
autograph - a person's own signature; automatic - moving by 

itself

avi/a bird Latin aviary - a large enclosure for birds; aviatrix - a female airplane 
pilot; aviation - the art of designing or operating aircraft

bar/o pressure, 
weight Greek

baric - pertaining to pressure, esp. of the atmosphere; milliard 
- metric unit, equal to 1/1000th of a bar; baryon - heavy 

elementary particle

bell/i war Latin bellicose - warlike; belligerent - hostile, ready to fight; rebel -
person who opposes and fights

bene good, well Latin
benefactor - person who gives money to a cause; beneficial -
producing a good effect; benevolent - showing kindness or 

goodwill

bi/n
two, twice, 

once in every 
two

Latin biannual - happening twice a year; binoculars - optical device 
with two lenses; bilateral - of or involving two sides

bibli/o book Greek bibliography - a list of books used as sources; bibliomania - an 
extreme love of books; bibliophile - a person who loves books

bio life, living 
matter Greek

biography- a life story written by another person; biology - the 
science of life; biosphere - Earth's surface inhabited by living 

things

blast/o cell, primitive, 
immature cell Greek blastula - an early stage of embryonic development; fibroblast 

- a cell that forms connective tissue; blastoderm - the layer 



surrounding the inside of an egg

burs pouch, purse Latin
bursar- an administrative officer in charge of funds; bursary-
the treasury of a college or monastery; disburse- to expend 

especially from a public fund

calc stone Latin
calcite; calcium- the flame of acetylene gas generated by 

reaction of calcium carbide with water; calcification-
impregnation with calcareous matter

cand glowing, 
iridescent Latin

candid- free from bias, prejudice, or malice; candle- something 
that gives light; incandescent- white, glowing, or luminous 

with intense heat

capt, cept, 
ceive take, hold Latin

intercept - to stop or interrupt;
perceive - to take notice of something; captivating - taking 

hold of

cardi/o heart Greek cardiac - relating to the heart; cardiogenic - resulting from 
heart disease; cardiologist - a heart doctor

carn/i flesh, meat Latin carnivorous - flesh-eating; carnal - pertaining to the body or 
flesh; incarnate - given bodily form

cata

down, against 
completely, 
intensive, 

according to

Greek
cataclysm - a flood or other disaster, catalog - a complete 
listing; catastrophe - turning for the worst, a substantial 

disaster

caust, 
caut to burn Latin

Greek

cauterize - to burn with a hot instrument; caustic - capable of 
burning or eating away; holocaust - total devastation, 

especially by fire
cede, 
ceed, 
cess

go, yield Latin exceed - to go beyond the limits; recede - to go back; 
accessible - easily entered, approached, or obtained;

celer fast Latin accelerate - to increase the speed of; decelerate - to reduce 
the speed of

cent/i hundred, 
hundredth Latin centennial- the 100th anniversary; centimeter - 1/100 of a 

meter; century - 100 years

centr/o/i center Greek
egocentric - self-centered; eccentric - not having a common 
center, not according to norm; centrifugal - moving outward 

from a center

cephal/o head Greek
encephalitis - inflammation of the brain; cephalic - pertaining 
to the head; cephalopod - marine mollusks like octopus and 

squid who have tentacles growing from their head

cerebr/o brain Latin cerebral - pertaining to the brain; cerebrate - to use the brain; 
cerebrospinal - pertaining to the brain and the spinal cord

cert sure Latin ascertain- to find out something with certainty; certain - being 
absolutely sure; certify - to state that something is true

chrom/o 
chromat/o, 

chros
color, pigment Greek achromatic - without color; chromium - a blue-white metallic 

chemical element, chromatics - the study of color

chron/o time Greek
chronic - lasting for a long time; chronological - arranging 
events in time order, synchronize - happening at the same 

time



chrys/o gold, yellow Greek chrysanthemum and helichrysum - golden/yellow flowers; 
chrysolite - a yellowish gem

cide, cise cut, kill Latin homicide - murder; incisor - a sharp tooth for cutting food; 
insecticide - a chemical used to kill insects

circum, 
circle around, about Latin circumnavigate - to sail around; circumscribe - to draw 

around; circumspect - looking around

claim, clam shout, speak 
out Latin

clamor - to shout and make noise; exclaim - to cry out loudly 
and suddenly; proclamation - something announced officially 

in public

clar clear Latin clarification - an explanation; clarify - to make something 
clear; declare - to state something clearly

clud, clus close Latin conclusion - the end or last part; exclusion - shutting out, 
rejecting; seclude - to keep away from; to isolate

cline lean Latin inclination - a leaning toward; incline - a surface that slopes or 
leans; recline - to lean back and relax

co with, 
together, joint Latin

coauthor - writer who collaborates with another author; 
coeducation - educating males and females together; 

cohousing - planning your neighborhood in an intentional 
neighborly fashion

col together, 
jointly Latin Collaborate - to work together; collision - smashing together; 

colloquial - words formed by everday interaction

com together, 
common Latin

commemorate - to memorize together; composition - an 
arrangement or putting together of parts; commune - living 

together while owning things in common

cogn/i know Latin
cognition - process of acquiring knowledge; incognito -

disguised so no one knows you; recognize - to discover that 
one knows

con with, jointly Latin
concur - to agree with someone; contemporary - of the same 
time period as others; convention - a gathering of people with 

a common interest

contra/o against, 
opposite Latin contradict to argue against, Contraflow, contraception, 

contrary not in agreement, controversy disagreement

corp/o body Latin corporation - a company recognized by law as a single body; 
corpse - a dead body; corporal - pertaining to the body

cosm/o universe Greek cosmonaut - a Russian astronaut; cosmos - the universe; 
microcosm - a miniature universe

counter
opposite, 
contrary,
opposing

counteract - to oppose the effects of an action; countermand -
to cancel a previous order; counteroffensive - attack against 

an attack

cranio skull Greek craniology - the study of skull characteristics; cranium - skull of 
vertebrates; cranial - pertaining to the skull

cred believe Latin credence - belief that something is true or valid; credulous -
believing things too easily, gullible; incredible - unbelievable

cruc cross Latin
crucial-characteristic of or having the form of a cross ; crucifix-
the cross itself as a Christian emblem; excruciating- so intense 

as to cause great pain or anguish
crypto hidden, secret Greek cryptic - of hidden meaning; cryptography - science of secret 



codes; encrypt - encode into secret code

cumul mass, heap Latin accumulate - to gather or pile up; cumulative - gradually 
building up

curr, curs run Latin
concurrent- running parallel; current- flowing easily and 

smoothly; cursive- having a flowing, easy, impromptu 
character

cycl circle, ring Greek bicycle - a vehicle with two wheels; cycle - a sequence that is 
repeated; cyclone - a storm with circling winds

de reduce, away, 
down, remove Latin decelerate - to slow down, reduce speed; dethrone - to 

remove from power; debug - to remove bugs

dec/a, 
deka ten Greek

decade - 10 years; decathlon - athletic contest that includes 10 
disciplines in which each participant competes; December -

formerly the 10th month of the Roman calendar

deci one tenth Latin deciliter - a tenth of a liter; decimate - reduce dramatically; 
decibel - one tenth of the sound volume unit bel

dem/o people Greek
democracy - government of the people; demographic - the 
study of people; epidemic - spreading among people in a 

region

demi half, less than Latin demitasse - a small cup of coffee; demimonde - someone of 
little respected life style

dendr/o/i tree Greek
philodendron - a climbing plant that grows on trees; 

dendrochronology - dating events by studying growth rings in 
trees; dendriform - in the shape of a tree

dent, dont tooth Latin dental - relating to teeth; dentist - a doctor for the teeth; 
dentures - a set of false teeth

derm/a skin Greek
dermatologist - a doctor for the skin; pachyderm - a class of 

animals with very thick skin (elephant, rhinoceros); dermatitis 
- inflammation of the skin

di/plo two, twice Greek
dichromatic - displaying two colors; diploma - a certificate, 
literally "a letter folded double"; dilemma - a situation that 

requires a choice between two alternatives.

di/s
apart, away, 
not, to the 
opposite

Latin
digression - a departure from the main issue, subject; 

disappear - to move out of sight; dissect - to cut apart piece by 
piece.

dia
through, 
between, 

apart, across
Greek

diabetes - disease characterized by excessive thirst and 
discharge of urine; diagnosis - understanding a condition by 

going through a detailed review of symptoms; dialog -
conversation between two people.

dict speak Latin
contradict - to express the opposite of; prediction - a 

statement foretelling the future; dictate - to speak out loud 
for another person to write down.

domin master Latin dominate - to be the master of; domineering - excessively 
controlling; predominate - to have more power than others

don/at give Latin donation - a contribution or gift; donor - someone who gives 
something; pardon - to give forgiveness for an offense

duc/t lead Latin conduct - to lead musicians in playing music; educate - to lead 
to knowledge; deduction - a subtraction of an amount.



du/o two, twice Latin
duplicate - make an identical copy; duet - a musical 

composition for two voices or instruments; duo - a pair 
normally thought of as being together.

dur harden, to 
last, lasting Latin durable - having the quality of lasting; duration - the length of 

time something lasts; enduring - able to last.

dyn/a/am
power, 
energy, 
strength

Greek dynamo - a generator of energy; dynamic - having physical 
energy/power; dynamite - a powerful explosive.

dys abnormal, bad Greek
dyspepsia - abnormal indigestion; dystopia - an imaginary 

place of total misery; dyslexia - impairment of the ability to 
handle words.

e- out, away Latin
eloquent - speaking beautifully and forcefully; emissary - a 

representative of a country or group sent on a mission; eject -
throw out forcefully.

ego self Latin
Greek

egoistic - self-centered; alter ego - a higher aspect of oneself; 
egomania - excessive preoccupation with oneself.

em, en into, cover 
with, cause

empathy - intention to feel like another person; empower -
put into power; engorge - make larger.

endo within, inside Greek

endotherm - a creature that can keep its inside temperature 
fairly constant; endocrine - relating to glands that secrete 

directly into the blood or lymph; endogamy - the custom to 
marry within one's clan, tribe etc.

enn/i, anni years Latin
bicentennial - of or relating to an age or period of 200 years; 
centennial - of or relating to an age or period of 100 years; 

perennial -lasting through many years.

en, in inside, 
inwards Latin envision - to picture in the mind; enclose - lock inside; inwards 

- towards the inside.

ep/i

on, upon, 
over, 

among, at, 
after, 

to, outside

Greek
epidemic - the rapid spread of something negative; epilogue -
a short speech delivered after a play; epicenter - the center of 

an earthquake.

equ/i equal, equally Latin
equidistant - an equal distance from two points; equanimity -

calm temperament, evenness of temper; equation - a 
statement of equality.

erg/o work Greek
ergonomics - study of the working environment; energy - the 
power to accomplish work; energetics - science that looks at 

energy and its transformation.

esth/aesth
feeling, 

sensation, 
beauty

Latin
esthetician - someone who beautifies; aesthetic - pertaining to 

a sense of beauty; kinesthesia - the sensation of bodily 
movement.

ethno race, people Greek
ethnic - pertaining to a defined group of people; ethnocentric 
- focusing on the ethnicity of people; ethnology - the science 

of people and races.



Unit – 2 (Notes)

1. Telephone Skills

Great telephone skills are the building blocks of every business and it is easy to see why. Many of the 

important experiences that your existing, new, and potential customers are having are based upon the 

level of customer service they are receiving from your employees while on the phone. Employees that 

can use their telephone skills to effectively deliver excellent service will grow and maintain a thriving 

business.

Top 10 Skills

There are many tips and techniques available on the market to help your employees build great 

telephone skills; however, there are only 10 that can truly deliver. The following Top 10 skills have been 

gathered from the Telephone Training Program, an award winning resource that is entertaining and 

simple for any practice to use.

1. Telephone Responsibility - It is important to identify and clarify whose role it is to answer the phone 

to avoid confusion and chaos.

2. The Greeting - It is much more than a "hello" or "good morning." Use your greeting to warmly 

welcome existing and potential customers to your business.

3. Telephone Etiquette - It's not so much "what you say," but "how you say it," that truly matters to your 

customers - continue to provide important information but focus on the delivery.

4. Scheduling Appointments - Make sure your employees know how to schedule those appointments -

don't take it for granted that they already know!

5. Placing Callers on Hold - Establish a customer - friendly manner to place callers on hold without 

offending the customer.

6. Transferring Calls - Don't leave the caller hanging: let him or her know when and why you are 

transferring their call to another employee.

7. Leaving and Taking Messages - Identify what an appropriate message is to leave for a customer, as 

well as, how to gather all the necessary information when taking a message for other employees.

8. Handling the Unhappy Caller - It is important that employees keep their own cool when talking with 

an unhappy caller and work towards a mutually acceptable answer to the caller's concern.

9. Handling Tough Questions - Recognize how much information is okay to provide and when it is time 

to seek the assistance of a more seasoned employee.



10.Personal Calls - There really is no time that is acceptable for employees to make and receive personal 

calls. This behavior communicates to the customer that their time is more valuable than the customer's -

a big put-off!

You can provide your employees with these necessary phone skills in your employee manual and 

through hands-on instruction. Consider adding a web-based front office and/or telephone training 

program to supplement your own training. This will ensure that you cover all bases and give your 

employees the best foundation possible.

In Short...

Do not ignore the significance of an employee that possesses great telephone training. Review the Top 

10 skills with your employees on a regular basis and train a new employee as a part of their employee 

orientation. Your business will continue to thrive with every ring of the telephone.

http://www.streetdirectory.com/travel_guide/18775/corporate_matters/top_10_telephone_skills.html

Telephone Etiquettes

Why telephones…

 Most important tools in communication process carrying out all sorts of conversation for the 

desired results.

 Organizations spend plenty of time & money on their employees to excel in communication.

 Most important for an organization to have well mannered employees with Telephone Etiquette 

who can fulfill the need for a work place, with grace.

Business Telephone Etiquettes…

 There is a surprising lack of knowledge among people about proper business telephone 

etiquettes. Following are a certain set of phone ethics will definitely lead to favourable 

outcomes for the entire business. Read on to learn about it…

Inculcate it…

 It is imperative to know all the rules while talking on a phone for business purposes.

 Business Telephone etiquettes should be taught to all members of the organization, for 

maintaining cordial relations.

Telephone Etiquette Tip-1

 When pick a phone, or even while calling, greet the person depending on the time of the day & 

introduce yourself and give the name of your organization.



 Use short phrases and simple words while talking on the phone.

 There should be screening of calls by possibly the receptionist before forwarding it to the 

concerned person.

Telephone Etiquette Tip – 2

 Ask the caller, “To whom am I speaking?”

 Avoid unnecessary jargon in your conversations.

 Use the caller’s name in your conversation.

 Practice good listening skills.

 Make sure you have a pleasant speaking skill.

 Before placing a caller on hold, ask their permission first and thank them.

 It is better to return a call than to keep someone on hold too long.

Telephone Etiquette Tip – 3

 Do not forget to return the call if promised.

 Do not permit the phone to ring into the office more than three times.

 Answer calls by the second or third ring.

 Never interrupt the person while he/she is talking to you, as far as possible.

 Never engage in an argument with the caller.

 Do not handle an unhappy caller’s or personal calls at work place openly.

Telephone Etiquette Tip – 4

 Do not give  the impression that you are rushed. Give the person the time.

 Learn to handle several calls at one go with ease and grace.

 Always get the best number (and an alternate)

 Do not ever leave a message with someone else. Be responsible to convey the message yourself.

 Be enthusiastic and respectful.

Telephone Etiquette Tip – 5

 Do not answer the phone if you are eating.

 Turn away from your computer, and other works, to avoid distractions. Pay attention to the 

caller.

 Always have something available to write on / with.

 Speak clearly and slowly during business call. You should not mumble or have slurred speech.

 Thank the caller for calling.

Thus….



 Etiquette is demanded by both the caller and receiver.

 Speak clearly and slowly when taking a business call. Keep phone calls brief and friendly.

 These are simple, effective but inexpensive methods to enhance the image of your organization. 

2. Critical reading

Critical reading is the process of reading that goes beyond just understanding a text. Critical reading 

involves:

 Carefully considering and evaluating the reading

 Identifying the reading's strengths and implications

 Identifying the reading's weaknesses and flaws

 Looking at the 'big picture' and deciding how the reading fits into the greater academic context 

(the understandings presented in other books and articles on this topic)

In brief, you are actively responding to the reading. Critical reading is useful at all stages of academic 

study, but is particularly important when writing an article critique or a literature review.

Critical reading often involves asking questions about the reading. In particular, you are examining the 

strengths and weaknesses of the reading's argument.

To do this, you need to consider

 The reading's background

 Its purpose and overall conclusion (claim)

 The evidence used in the reading

 The logical connections between the claim and the evidence

 The reading's balance

 Its limitations

 How it relates to other sources and research

 If the reading is based on research, how this research was conducted

Each of these affects how 'strong' the argument is, that is, how convincing it is.



Note: The questions here can also be used to improve your own writing, especially when you are 

required to construct an argument.

Goals of Critical Reading

Textbooks on critical reading commonly ask students to accomplish certain goals:

 to recognize an author’s purpose

 to understand tone and persuasive elements

 to recognize bias

Notice that none of these goals actually refers to something on the page. Each requires inferences from 

evidence within the text:

 recognizing purpose involves inferring a basis for choices of content and language

 recognizing tone and persuasive elements involves classifying the nature of language choices

 recognizing bias involves classifying the nature of patterns of choice of content and language

Critical reading is not simply close and careful reading. To read critically, one must actively recognize and 

analyze evidence upon the page.

Background

Before you consider the argument of a reading, you should build up a background picture of the reading.

 Who is the author? 

 What type of source is this? 

 Who is the audience? 

 When was it written? 

Purpose

Getting the 'big picture' of the reading is essential so that you can see how all the pieces fit together.

 What is the main claim of the reading? 

 What are the implications of the claim? 

 How is the reading structured? 

Evidence

It is essential to consider the quality of the evidence in the reading, as this directly relates to the 

usefulness of the reading.

Is the evidence fact, research, opinion, or personal experience? 

Is the evidence accurate? 



Is the evidence relevant to the conclusion?

Is the theory appropriate for this topic? 

Methodology

If the reading is based on any kind of research (e.g. a survey, an experiment, a case study) it is important 

to consider how the research was conducted, as this can affect the validity of the findings reported.

 Is the research qualitative or quantitative? 

 What was the range / sample size of the research?

 Is the research falsifiable?

 Is the research repeatable?

 Are there better methods?

Logic

When reading critically it is important to examine the chain of reasoning used by the author, as any gaps 

or problems can undermine the validity of the conclusion.

 Are key terms defined? 

 Does the logic flow?

 Are there any flaws in the reasoning?

Balance

In order to read critically you have to consider whether the argument is appropriately balanced, looking 

at the issue or problem from relevant perspectives.

 Do you have questions that are not answered in the reading? 

 Is the reading biased? 

 What other perspectives are there on this issue?

 Did the reading present a counter-argument?

Limitations

 What does the argument assume? 

 What are the limitations of the theory?



Other sources

No reading exists in isolation. You must consider how the reading fits into the 'bigger picture' of the 

larger academic context.

 How does this reading relate to other readings? 

 Are there competing theories with better explanations for the evidence? 

 Is there more up-to-date research that could disagree with the findings, or improve upon them? 

References and further reading

Allen, M. (2004). Smart thinking: Skills for critical understanding and writing. (2nd ed.). Melbourne, 

Australia: Oxford UP. 

Flage, D. (2003). The art of questioning: An introduction to critical thinking. Upper Saddle River, NJ: 

Pearson Education.

Groarke, L. A. & Tindale, C. W. (2004). Good reasoning matters! A constructive approach to critical 

thinking (3rd ed.). Don Mills, Canada: Oxford University Press.

Metcalfe, M. (2006). Reading critically at university. London, England: Sage.

Turner, J. (2002). How to study: A short introduction. London, England: Sage.

3. Process Description

A "process description" is defined as a general description of how a process happens, step by step. It 

does not tell the reader what to do; rather, it describes how something happens. Examples of process 

descriptions are any kind of manual, pamphlet, or sheet describing how a type of machine works, how a 

human process works, or how a type of event works. Process descriptions avoid giving commands, 

avoid using the pronoun "you," and make use of the present tense (as in "First, the driver inserts the key 

in the lock") and avoid giving commands.

The goal of writing a process description is to provide a general introduction to how something 

works. Any good technical, professional, or business training program--whether in school, at work, or in 

a manual--must acquaint people with how the machines, technology, and/or processes around them 

work. A process description provides this general information. It does so, usually, in the framework of 



an introduction, a series of sections describing the steps of the process, and a conclusion. You need to 

add sufficient details that your readers will have a clear understanding of the process.

Teaching Process Description Writing

The following guidelines can be used to teach  process description writing using information found in 

many science texts.

Select a text that includes an overview of a process. Good choices include books about natural processes 

(for instance, the water cycle, lunar phases, stages of plant growth).

• Explain to students that the text they will read tells how something works or happens. Say that the 

purpose of the text is to tell how a change takes place through a series of stages.

• As students read, ask them to notice how the process is described in the text. Have students pay 

attention to how the ideas are introduced, how the text is sequenced, and how the text is concluded.

• Draw a graphic organizer on the board that can be used to represent the particular process. Make sure 

the graphic organizer you choose has enough spaces to accommodate the number of steps in the 

process. (Sample graphic organizers can be found at www.seedsofscience.org/strategyguides.html)

• Explain that a graphic organizer is a tool for organizing and sequencing ideas before writing. Have 

students help you complete the graphic organizer. As you record students’ ideas, use brief phrases to 

describe the process in the text.

• Use the process of shared writing to construct a process description. First, explain that process 

descriptions begin with a topic sentence that introduces the process by name. Write a topic sentence on 

the board with the class’ help. “Water moves in a cycle around Earth and the atmosphere without 

stopping.”

• Have students help you turn the notes from the graphic organizer into a few sentences that describe 

the process. Prompt students to provide specific details that help the reader visualize. [First, water falls 

to Earth from clouds. Next, some of this water moves across the land in rivers and streams to the ocean. 

After that, heat from the Sun evaporates some of this water, and it changes into water vapor. 

Eventually, the water vapor rises and cools down. Afterward, it condenses back into water and forms a 

cloud.]

• As you write the piece with the class’ help, point out that transition words can be used to connect one 

idea with another. Refer to the box at the top of this page for some transition words that are useful 

when writing a process description.

• Explain that process descriptions end with a conclusion that wraps up the piece. Provide an example 

such as “Then the water cycle starts over again.”



• Find opportunities to write process descriptions throughout a unit of study or in different science 

units. You may want to use the Process Description Writing copy master included with this guide to 

support students’ writing as you give them more independence.

4. Definitions

The word ‘definition’ originates from ‘define’, which is ‘stating exactly what a thing is’. A definition of 

something may state what it is – whether it is a metal, instrument, machine etc. This is the core part of 

the definition. The additional information may cover the   primary use of the thing, the state or 

condition of the thing, a description of the thing etc i.e. to say the core part and the additional 

information constitute a clear definition.

Note: Remember the following differentiations which would be useful when defining things.

a. A device is something that has been designed to do a particular job.

b. A gadget is a small object that does something useful but it is not really necessary.

c. An instrument is an object used especially for delicate or scientific work.

d. A tool is an object that is used for making and repairing things.

e. A machine is a stand-along object that has moving parts and is used for a particular job.

f. An appliance is a machine that is used in the house, such as a washing machine.

g. An equipment is all the things we need for doing a particular activity, such as climbing 

equipment.

h. An apparatus is all the tools, machines or equipment that we need for doing something.

Examples – Definitions 

1. Accumulator - is a temporary storage device used in a microprocessor.

2. Aerodrome - is a small airport used mainly by private aircraft.

3. Aeronautics - is the scientific study or practice of constructing and flying aircraft.

4. Auditorium - a public hearing hall.

5. Anode - a positively charge plate.

6. Anvil - an iron block on which a blacksmith puts hot pieces of metal before hammering them into 

shape.



7. Butcher - a person who sells meat.

8. Baroscope - an instrument which indicates changes in the density of air.

9. Calorimeter - an instrument used for determining quantities of heat evolved, absorbed

or transferred.

10. Computer virus- a hidden code within a computer program intended to cause errors and destroy 

stored information.

11. Carburetor - a device in engines, used for mixing the necessary amount of fuel and air to make an 

explosive mixture.

12. Encyclopedia - a book which gives information on subjects in alphabetical order.

13. Compiler - a system program to translate a high level language program to machine language.

14. Coolant - a liquid that is used for cooling an engine, a nuclear reactor etc.

15. Mariner’s Compass – an instrument for finding the directions during navigation.

5. Imperatives 

The imperative can be used to give direct orders, warnings, instructions, advice, requests, invitations, 

and also to make suggestions.

Compare these two sentences:

1) 'Could you close the door?'

2) 'Close the door.'

You probably think that the first sentence is more polite than the second – and you are right.

1) is a request. We are asking someone to do something.

2) is an instruction. We are telling some what to do.

Sentence two uses an imperative to tell someone what to do.

Note: we can make 'Close the door' into a request by adding 'Please' first: 'Please, close the door.'

An imperative is base verb (present simple verb). Above, 'close' is the verb.

Imperatives are direct. Often they are used when we are angry.

Perhaps your old school teacher told you to:

'Sit down! Be quiet! Stop talking!'



Imperatives are also used in a less scary way. They are used when giving instructions.

When you buy, for example, a new DVD player it comes with an instruction book telling you how to use 

it. This instruction book is written using imperatives. They are simple to use and easy to explain.

Remember we can't use continuous verbs; only base verbs:

'Stand up, please' and NOT 'Standing up, please.'

Negative imperatives

The negative form is do + not + base verb

For example:

'Do not smoke in your room.'

'Don't touch me!'

If there are a number of steps in your instructions you can use the following sequence markers:

First Then Next After that Finally

Let's use some imperatives with sequence markers to show someone how to make a cup of coffee.

First, boil some water.

Then, put coffee into a cup.

Next, pour the hot water into the cup.

After that, add a little milk.

Finally, stir the coffee.

Now let's look at how to do ten-pin bowlling in 5 steps:

First, put on the special shoes.

Then, choose the correct size ball.

Next, swing the ball behing you.

After that, roll the ball down the centre of the alley.

Finally, try and knock down all the pins.

Here's how to learn English:

Relax!

Work hard!

Review!

Use this website!

Enjoy it!



Below you will see how to play golf. Which verb should be used in each sentence?

Can you give us any other examples of how to do something using imperatives? Write your instructions 

in the comments box!

We can use the imperative to give a direct order:

1. Take that chewing gum out of your mouth.

2. Stand up straight.

3. Give me the details.

We can use the imperative to give instructions:

1. Open your book.

2. Take two tablets every evening.

3. Take a left and then a right.

We can use the imperative to make an invitation:

1. Come in and sit down. Make yourself at home.

2. Please start without me. I'll be there shortly.

3. Have a piece of this cake. It's delicious.

We can use the imperative on signs and notices:

1. Push.

2. Do not use.

3. Insert one dollar.

We can use the imperative to give friendly informal advice:

1. Speak to him. Tell him how you feel.

2. Have a quiet word with her about it.

3. Don't go. Stay at home and rest up. Get some sleep and recover.

We can make the imperative 'more polite' by adding 'do': 

 Do be quiet.

 Do come.

 Do sit down. 



6. Subject Verb Agreement

What Is Subject-Verb Agreement?

Subject-verb agreement just means using the right version of the verb to agree with the subject. For 

example:

If you use the term "verb conjugation," your mates will probably think you're bit of brainbox, but it just 

means "how verbs change to agree with their subjects."

It's really simple. If you're a native English speaker, you'll naturally ensure your verbs agree with their 

subjects (i.e., conjugate correctly). Here's an example:

Subject Conjugation of the Verb
To Be

I am
You are

He / She / It is
We are
You are
They are

That was the verb to be. Most other verbs are even easier.

Subject Conjugation of the Verb
To play

I Play 
You Play

He / She / It Plays
We Play
You Play
They Play

It is a simple concept, but, sometimes, it's difficult to know whether your subject is singular or plural. In 

other words, should you be using a singular verb (like is and plays) or should you be using a plural one 

(like are and play)? Below is a summary of the areas which cause the most problems:

Someone and Anyone Take Singular Verbs

The indefinite pronouns anyone, each, everyone, no one, nobody, and someone are singular. For 

example:

 No one knows what he can do till he tries. (Publilius Syrus, circa 100 BC) 



 I hope that while so many people are out smelling the flowers, someone is taking the time to

plant some. (Herbert Rappaport) 

 The supreme irony of life is that hardly anyone gets out of it alive. (Robert Heinlein, 1907-1988) 

 Nobody is ever met at the airport when beginning a new adventure. (Elizabeth Warnock Ferne

Note – 1 

BE CAREFUL WITH EACH

The word each is often used in a prepositional phrase (e.g., each of the cars, each of the boxes). If this 

preposition phrase is the subject, don't be fooled by the plural words (cars and boxes). The word each is 

the subject, and the verb must be singular. For example:

 Each of the guide dogs is assigned a trainer. 

All and Some Can Take a Singular or a Plural Verb

The indefinite pronouns all, any, more, most, and some are singular when they refer to something 

singular (i.e., a non-countable noun) but plural when they refer to something plural (i.e., a countable 

noun). For example:

 All of the bread has been stolen. 

 All of the biscuits have been stolen. 

 My theory is that all of Scottish cuisine is based on a dare. (Mike Myers) 

 Some of the worst mistakes of my life have been haircuts. (Jim Morrison, 1943-1971)

Note – 2

HIS, HER, OR THEIR? (ENGLISH DOESN'T HANDLE THIS VERY WELL)

Look at this sentence: 

 Anyone who forgets his passport will be sent home. 

What if the people being addressed aren't all male? You'd have to say this: 

 Anyone who forgets his or her passport will be sent home. 

But, that's really clumsy. So, lots of people opt for this: 

 Anyone who forgets their passport will be sent home. 

Now, that sounds okay, but it's actually a grammar mistake. We know that anyone is singular. Therefore, 

we can't use their, which is one of the possessive adjectives used for plurals.

So, what’s the answer? English doesn't handle this very well, and there is no set answer. You have to 

make a decision. Here are the options: 



 Use his and hope your readers understand it means his and her. 

(This is common in formal writing. Sometimes, documents state at the start that his means his or 

her.) 

 Use his and her and take the failing of English on the chin.  (This is safe, but it's messy.) 

 Use their and blame the English language if anyone picks you up for it. 

(This is becoming increasingly acceptable. It's already acceptable in informal writing. Before 

long, this will be allowable in formal writing too.) 

Number Of Takes a Plural Verb...Most of the Time

If it helps, you can think of number as following the same rules as all and some (see above). Therefore, 

the term a number of will nearly always be plural because the object of the preposition of (i.e., the word 

that follows it) will be plural. For example:

 A number of men were strongly opposed to the changes. 

 Lee, a number of cakes have been stolen from the buffet. 

Beware though, because number can be a singular noun referring to an arithmetical value. 

 The number of women was sixty-four. 

 The number of women were sixty-four.

Terms Like Half Of, the Majority Of, and a Percentage Of Can Be Singular or Plural

Expressions such as half of, a part of, a percentage of, a proportion of , and a majority of are singular 

when they refer to something singular but plural when they refer to something plural. For example:

 Democracy is the recurrent suspicion that more than half of the people are right more than half 

the time. (E. B. White, 1899-1985) 

 Half of the world knows not how the other half lives. (George Herbert, 1593-1633) 

 Ninety percent of the politicians give the other ten percent a bad reputation. (Henry Kissinger) 

My guess is that well over 80 percent of the human race goes without having a single original thought. 

(H. L. Mencken, 1880-1956)

None Can Take a Singular or Plural Verb

The indefinite pronoun none can be singular or plural. However, be aware that treating none as plural 

might irk some of your readers as many people believe none can only be singular. For example:

 None of the team is ready. 

 None of the team are ready. 



Here's a tip: If your none translates best as not one of, then treat it as singular. If it translates best as not 

any of, then treat it as plural. If this doesn't work for your example, then try to treat it as singular. If, 

however, that just sounds wrong, be brave and go for plural. 

Also, keep an eye out for the his/her/their issue. Look at this example:

 None of the team has polished their boots. 

Try to avoid mixing singular verbs and plural possessive pronouns. As covered in the Beware section on 

the right, the English language doesn't cope with this very well, but as you often have the choice 

whether to treat none as singular or plural, you can avoid this failing. For example, write this instead:

 None of the team have polished their boots. 

The Words after As Well As Are Not Part of the Subject

The words which follow terms like as well as, along with, and together with are not part of the subject. 

They do not compound the subject like and does. For example:

 The king along with his sons is visiting tomorrow. 

 The king and his sons are visiting tomorrow. 
Either and Neither Are Singular

The pronouns either and neither take singular verbs. This often causes confusion because they naturally 

refer to two things. For example:

 I'm not keen on beef or lamb, but either is preferable to tofu.

 Neither of the sisters is eligible to attend. 
Or Does Not Conjoin

Unlike and, the conjunctions or and nor do not conjoin. For example:

 The king or his daughter is visiting tomorrow. 

 The king and his daughter are visiting tomorrow. 

 Neither the king nor his daughter are visiting tomorrow. 

(should be is) 

It's very tasty as it is. Neither salt nor pepper is required

The pairings either/or and neither/nor demand a singular verb when both elements (shown in blue 

below) are singular, but a plural verb when one of them is plural. For example:

 Either the king or the queen is coming to present the awards. 

(The elements (shown in blue) are both singular. Therefore, the verb is singular.) 



 Neither cakes nor chocolate are going to give you the nutrients you need. 

(Here, one of the elements (cakes) is plural. Therefore, the verb is plural.) 

Let's call that the "Mathematical Rule."

You should also be aware that there is a well-followed rule called the Proximity Rule, which offers 

different guidance. Under the Proximity Rule, the verb is determined by the nearest element to the 

verb. For example:

 Neither cakes nor chocolate is going to give you the nutrients you need. 

(Here, the nearest element (chocolate) is singular. Therefore, the verb is singular. Under the 

"Mathematical Rule," this would be wrong as cakes is plural.) 

You can follow the "Mathematical Rule" or the Proximity Rule. You should adopt whatever convention 

those around you do. If you can't find such guidance, then pick one of the conventions and be 

consistent.

Here's a good tip: often, you can edit your words so you adhere to both rules. For example: 

 Neither chocolate nor cakes are going to give you the nutrients you need. ("Mathematical Rule") 

(Proximity Rule)
Beware Modifiers Getting between the Subject and the Verb

Sometimes modifiers (shown in blue) will get between a subject and its verb, but you must not let these 

words interfere with the subject-verb agreement. 

 A crate of sardines is more expensive than I thought. 

 Simon, who is the oldest of the four brothers and who, just as he did before last year's contest, 

has been suffering back spasms, is expected to take the first leg. 

 A container of nuts and bolts were found in the cellar. 

(Container is singular. It should be was.)

The words listed below often cause singular/plural confusion

Word Singular or Plural?

Agenda
Singular

(even though it is the plural of agendum)

Criteria
Plural

(Unlike data and agendum, criteria has retained its plural status because 



the singular criterion is still in common usage.)

Data
Singular nowadays

(even though it is the plural of datum)

Glasses Plural - (Note: Pair of glasses is singular.)

Measles Singular

Media
Singular or Plural

(Treat media like a collective noun as opposed to the plural of medium.)

News Singular

Pliers Plural (Note: Pair of pliers is singular.)

Scissors Plural (Note: Pair of scissors is singular.)

Underpants Plural (Note: Pair of underpants is singular.)

Collective Nouns Can be Singular or Plural

A collective noun is a word that represents a group (e.g., board, team, jury). A collective noun can be 

singular or plural depending on the sense of the sentence. Look at these two examples. 

 The jury is late returning to the courtroom. 

(singular – considered as one unit) 

 The jury are all wearing different coloured shirts. 

(plural – considered as individuals) 

Often, it's difficult to make a decision on whether to opt for singular or plural. A good trick is to precede 

your collective noun with words like members of…, forcing you to go plural. For example:

The members of the jury are late returning to the courtroom.

The Term More Than One Is Singular!

The expression more than one takes a singular verb. For example:

 More than one person was involved in this robbery.

 More than one swallow does a summer make, doesn't it? 
All I can say is that more than one of you have promised to return after the break.

The Positive Element Governs the Verb

When a subject is made up of a positive element and a negative element, the positive one governs the 

verb. For example:



 The CEO not the board members makes the final decision.

(Positive element: CEO / Negative element: board members) 

 The kitchen has confirmed that the fish not the prawns was responsible for the vomiting 

outbreak. 

(Positive element: fish / Negative element: prawns)

http://www.grammar-  monster.com/lessons/subject_verb_agreement.htm#sV8Q0MVEX3YqDd0e.99

Note – 3

THERE'S NO SUCH WORD AS HIR…YET

The online blogging community has, with tongue in cheek, introduced the gender-neuter possessive 

adjective hir. This appears a lot in online forums. We're not advocates for hir, but our language is 

missing that part of speech. 

THE FINAL WORD

Our advice? Go for their in informal texts and his in formal texts. Better still, reword your sentence to 

avoid the issue. For example

 Anyone who forgets their passport will be sent home. 

If you forget your passport, you will be sent home.

Rules – Subject verb agreement 

BasicRule. The basic rule states that a singular subject takes a singular verb, while a plural subject 
takes a plural verb.
NOTE: The trick is in knowing whether the subject is singular or plural. The next trick is 
recognizing a singular or plural verb.

Hint: Verbs do not form their plurals by adding an s as nouns do. In order to determine 
which verb is singular and which one is plural, think of which verb you would use 
with he or she and which verb you would use with they.

Example: talks, talk
Which one is the singular form? Which word would you use with he? We 
say, "He talks." Therefore, talks is singular. We say, "They talk." 
Therefore, talk is plural.

Rule 1. Two singular subjects connected by or or nor require a singular verb.

Example: My aunt or my uncle is arriving by train today.



Rule 2. Two singular subjects connected by either/or or neither/nor require a singular verb as in 
Rule 1.

Examples: Neither Juan nor Carmen is available.

Either Kiana or Casey is helping today with stage decorations.

Rule 3. When I is one of the two subjects connected by either/or or neither/nor, put it second 
and follow it with the singular verb am.

Example: Neither she nor I am going to the festival.

Rule 4. When a singular subject is connected by or or nor to a plural subject, put the plural 
subject last and use a plural verb.

Example: The serving bowl or the plates go on that shelf.

Rule 5. When a singular and plural subject are connected by either/or orneither/nor, put the 
plural subject last and use a plural verb.

Example: Neither Jenny nor the others are available.

Rule 6. As a general rule, use a plural verb with two or more subjects when they are connected 
by and.

Example: A car and a bike are my means of transportation.

Rule 7. Sometimes the subject is separated from the verb by words such as along with, as well 
as, besides, or not. Ignore these expressions when determining whether to use a singular 
or plural verb.

Examples: The politician, along with the newsmen, is expected shortly.

Excitement, as well as nervousness, is the cause
of her shaking.

Rule 8. The pronouns each, everyone, every one, everybody, anyone, anybody, 



someone, and somebody are singular and require singular verbs. Do not be misled by what 
follows of.

Examples: Each of the girls sings well.

Every one of the cakes is gone.
NOTE: Everyone is one word when it means everybody.Every one is two words 
when the meaning is each one.

Rule 9. With words that indicate portions—percent, fraction, part, majority, some, all, none, 
remainder, and so forth —look at the noun in your of phrase (object of the preposition) to 
determine whether to use a singular or plural verb. If the object of the preposition is 
singular, use a singular verb. If the object of the preposition is plural, use a plural verb.

Examples: Fifty percent of the pie has disappeared.
Pie is the object of the preposition of.

Fifty percent of the pies have disappeared.
Pies is the object of the preposition.

One-third of the city is unemployed.

One-third of the people are unemployed.
NOTE: Hyphenate all spelled-out fractions.

All of the pie is gone.

All of the pies are gone.

Some of the pie is missing.

Some of the pies are missing.

None of the garbage was picked up.

None of the sentences were punctuated correctly.

Of all her books, none have sold as well as the first one.

NOTE: Apparently, the SAT testing service considers none as a singular word only. However, according 

to Merriam Webster's Dictionary of English Usage, "Clearly none has been both singular and plural 

since Old English and still is. The notion that it is singular only is a myth of unknown origin that 

appears to have arisen in the 19th century. If in context it seems like a singular to you, use a singular 

verb; if it seems like a plural, use a plural verb. Both are acceptable beyond serious criticism" (p. 664).



Rule 10. The expression the number is followed by a singular verb while the expression a 
number is followed by a plural verb.

Examples: The number of people we need to hire is thirteen.

A number of people have written in about this subject.

Rule 11. When either and neither are subjects, they always take singular verbs.

Examples: Neither of them is available to speak right now.

Either of us is capable of doing the job.

Rule 
12.

The words here and there have generally been labeled as adverbs even though they 
indicate place. In sentences beginning with here or there, the subject follows the verb.

Examples: There are four hurdles to jump.

There is a high hurdle to jump.

Rule 13. Use a singular verb with sums of money or periods of time.

Examples: Ten dollars is a high price to pay.

Five years is the maximum sentence for that offense.

Rule 14. Sometimes the pronoun who, that, or which is the subject of a verb in the middle of 
the sentence. The pronouns who, that, and which become singular or plural according 
to the noun directly in front of them. So, if that noun is singular, use a singular verb. If 
it is plural, use a plural verb.

Examples: Salma is the scientist who writes/write the reports.
The word in front of who is scientist, which is singular. Therefore, use the 
singular verb writes.

He is one of the men who does/do the work.
The word in front of who is men, which is plural. Therefore, use the plural 
verb do.

Rule 15. Collective nouns such as team and staff may be either singular or plural depending on 



their use in the sentence.

Examples: The staff is in a meeting.
Staff is acting as a unit here.

The staff are in disagreement about the findings.
The staff are acting as separate individuals in this example.

The sentence would read even better as:
The staff members are in disagreement about the findings.

7. Compound words

Definition:

Compound words are formed by joining two main words. It can be formed by joining a noun and 

another noun, a noun and an adjective, a noun and a verb, a gerund and a noun, n adverb and a noun.

Steam Engine - Noun + Noun

Black Board - Adjective + Noun

Earth quake - Noun + Verb

Washing machine - Gerund + Noun

Over confidence - Adverb + Noun

Nominal compounds are very common in technical writing. They promote easy readability and help, to 

avoid wasting time and effort. 

A Compound noun such as ‘Air supply’ can be expanded as ‘Supply of air’

Examples:

1. Steam consumption = consumption of steam

2. Metal Tube = Tubes made of metal

3. Steam Jackets = Jackets containing steam

4. Turret Lathe = Lathe having a turret

Expand the following Nominal compounds:



1. Cooling towers

2. Arithmetic Unit

3. Mains Electricity

4. Grease Gun

5. Gear Mechanism

6. Nickel alloy

7. Heat Transfer

8. Butt weld

9. Concrete Structure

10. Control centre

afterbirth dishwasher heartbeat saltwater 

aftermath doorbell highway saucepan 

aircraft downfall homework sawdust 

airfield downpour honeymoon screenplay 

airmail drawback horsepower screwdriver 

armchair dressmaker housework seashell 

armpit driveway jellyfish seaweed 

background drugstore jigsaw shellfish 

backlash drumstick keyboard shoplifter 

backlog eardrum kneecap shorthand 

backside earphone ladybug shotgun 

bandwagon earring leftovers sickbed 

bankbook earthworm letterhead sideburns 

banknote earwig lighthouse sidekick 

barman egghead lipstick sidewalk 

baseball eyelid loophole silkworm 

bathroom eyewitness lovebird skullcap 

bedspread farmhouse mailbox skyscraper 

bedtime fatherhood manhunt slaughterhouse 

billboard feedback mastermind sleepwalking 



blackbird fingernail middleman snowball 

blacklist fingerprint neighborhood snowfall 

bulldog firearm network softball 

bullfight firefly newsletter songbird 

catfish firewood newspaper soundtrack 

chairman fishbowl nightclub spaceship 

cheapskate floodlight nightmare sportsman 

checkup footnote notebook spotlight 

chopstick footprint outlook stalemate 

clockwork freeway overcoat stepchild 

clotheshorse foretaste overseas stopwatch 

clothesline fruitcake overtime strongbox 

copycat gatecrasher painkiller suitcase 



Unit – 3 (Notes)

1. Interpreting visual materials

Objectives

This chapter will help you interpret what you see with the goal of extracting the data you need 

for your academic studies and your work. At the end of the chapter, you will be able to answer 

these questions: 

 What are visual aids and how are they used? 

 How do you read a table? 

 What do charts show? 

 What are other types of visual aids? 

 How do you use critical thinking to evaluate visual aids? 

Interpreting visual materials can be very specific if you are looking at a chart, graph, diagram or 

map. Once you understand the key and other factors involved, the meaning should be clear 

although the significance of the information may be subject to interpretation. However, 

interpreting visual materials like videos, illustrations and photographs may require you to 

analyze the material and make inferences in order to make sense of the information presented.

How to Interpret Visual Materials

Look at details like palm trees in a picture to interpret the setting. 



Interpreting visual materials can be very specific if you are looking at a chart, graph, diagram or 

map. Once you understand the key and other factors involved, the meaning should be clear 

although the significance of the information may be subject to interpretation. However, 

interpreting visual materials like videos, illustrations and photographs may require you to 

analyze the material and make inferences in order to make sense of the information presented.  

Instructions:

1. Examine the graphic representation for where and when the illustration, picture or video 

takes place. For example, you may notice falling leaves indicating that autumn is the time of the 

year, or you may see old-fashioned cars suggesting that the picture or photograph takes place 

in years gone by. There may be several clues to suggest the setting in visual material.

2.Look at any people in the visual material. Notice their clothing, details that indicate the age of 

the characters and the expressions on their faces. Creators of visual materials often give the 

viewer hints as to the character's age, socioeconomic status and emotional state. An angry-

looking villain wearing black robes with a furrowed brow may be up to no good.

3. Figure out what the character is doing. Use inference skills to understand why the character 

is acting that way. Make an educated guess based on the visual material to analyze what 

happened before, what is happening now, and to predict what may happen in the future. There 

may be several predictions that make sense according to the information given in the visuals. 

Determine the central theme of visual materials, like videos, that tell a story.

4. Evaluate the visual message for credibility. Be aware that visual materials, like 

advertisements and commercials, are designed by people who want to persuade you, the 

viewer. Distinguish between factual and fictional representations, like political cartoons, and 

determine the point of view contained in the visual material.

Bar Charts



Bar Charts, like pie charts, are useful for comparing classes or groups of data. In bar charts, a 

class or group can have a single category of data, or they can be broken down further into 

multiple categories for greater depth of analysis.

Things to look for:

Bar charts are familiar to most people, and interpreting them depends largely on what 

information you are looking for. You might look for:

 the tallest bar.

 the shortest bar.

 growth or shrinking of the bars over time.

 one bar relative to another.

 change in bars representing the same category in different

 classes.

Other tips:

 Watch out for inconsistent scales. If you're comparing two or more charts, be sure they 

use the same scale. If they don't have the same scale, be aware of the differences and 

how they might trick your eye.

 Be sure that all your classes are equal. For example, don't mix weeks and months, years 

and half-years, or newly-invented categories with ones that have trails of data behind 

them.



 Be sure that the interval between classes is consistent. For example, if you want to 

compare current data that goes month by month to older data that is only available for 

every six months, either use current data for every six months or show the older data 

with blanks for the missing months.

Bar chart statistics:

For each bar in the bar chart, the following statistics are useful:

Mean the average height of all the bars.

Maximum the maximum value (tallest bar) in the series.

Minimum the minimum value (shortest bar) in the series.

Sample Size the number of values (bars) in the series.

Range the maximum value minus the minimum value.

Standard Deviation Indicates how widely data is spread around the mean.

Control Charts

Every process varies. If you write your name ten times, your signatures will all be similar, but no 

two signatures will be exactly alike. There is an inherent variation, but it varies between 

predictable limits. If, as you are signing your name, someone bumps your elbow, you get an 

unusual variation due to what is called a "special cause". If you are cutting diamonds, and 



someone bumps your elbow, the special cause can be expensive. For many, many processes, it 

is important to notice special causes of variation as soon as they occur.

There's also "common cause" variation. Consider a baseball pitcher. If he has good control, 

most of his pitches are going to be where he wants them. There will be some variation, but not 

too much. If he is "wild", his pitches aren't going where he wants them; there's more variation. 

There may not be any special causes - no wind, no change in the ball - just more "common 

cause" variation. The result: more walks are issued, and there are unintended fat pitches out 

over the plate where batters can hit them. In baseball, control wins ballgames. Likewise, in 

most processes, reducing common cause variation saves money.

Happily, there are easy-to-use charts which make it easy see both special and common cause 

variation in a process. They are called control charts, or sometimes Shewhart charts, after their 

inventor, Walter Shewhart, of Bell Labs. There are many different subspecies of control charts 

which can be applied to the different types of process data which are typically available.

All control charts have three basic components:

 a centerline, usually the mathematical average of all the samples plotted.

 upper and lower statistical control limits that define the constraints of common cause 

variations.

 performance data plotted over time.

Things to look for:

The point of making control charts is to look at variation, seeking special causes and tracking 

common causes. Special causes can be spotted using several tests:

 1 data point falling outside the control limits

 6 or more points in a row steadily increasing or decreasing

 8 or more points in a row on one side of the centerline

 14 or more points alternating up and down

In those charts that pair two charts together, you will want to look for these anomalies in both 

charts. The simplest interpretation of the control chart is to use only the first test listed. The 



others may indeed be useful (and there are more not listed here), but be mindful that, as you 

apply more tests, your chances of making Type I errors, i.e. getting false positives, go up 

significantly.

Types of errors:

Control limits on a control chart are commonly drawn at 3s from the center line because 3-

sigma limits are a good balance point between two types of errors:

 Type I or alpha errors occur when a point falls outside the control limits even though no 

special cause is operating. The result is a witch-hunt for special causes and adjustment 

of things here and there. The tampering usually distorts a stable process as well as 

wasting time and energy.

 Type II or beta errors occur when you miss a special cause because the chart isn't 

sensitive enough to detect it. In this case, you will go along unaware that the problem 

exists and thus unable to root it out.

All process control is vulnerable to these two types of errors. The reason that 3-sigma control 

limits balance the risk of error is that, for normally distributed data, data points will fall inside 3-

sigma limits 99.7% of the time when a process is in control. This makes the witch hunts 

infrequent but still makes it likely that unusual causes of variation will be detected.

If your process is in control, is that good enough? No. You have to start by removing special 

causes, so that you have a stable process to work with. But then comes the real fun, and often 

the most substantial benefits: it is time to improve the process, so that even common cause 

variation is reduced.



Pie Charts

Pie charts are used to show classes or groups of data in proportion to the whole data set. The 

entire pie represents all the data, while each slice represents a different class or group within 

the whole.

Things to look for:

1. Look for the largest piece to find the most common class.

2. Notice relative sizes of pieces. Some classes might be unexpectedly similar or different 

in size.

3. Try looking at a two-dimensional view of the pie; 3D charts are attractive but they can 

make pieces at the front of the picture look bigger than they really are.

Pie chart statistics:

For the pie chart, the following statistics are calculated:

Mean the average of all the data points in the series.

Maximum the maximum value (biggest slice) in the series.

Minimum the minimum value (smallest slice) in the series.

Sample Size the number of values (slices) in the series.

Range the maximum value minus the minimum value.

Standard Deviation Indicates how widely data is spread around the mean.

2. Coherence & Cohesion



Coherence means the connection of ideas at the idea level, and cohesion means the connection 

of ideas at the sentence level. Basically, coherence refers to the “rhetorical” aspects of your 

writing, which include developing and supporting your argument (e.g. thesis statement 

development), synthesizing and integrating readings, organizing and clarifying ideas. 

The cohesion of writing focuses on the “grammatical” aspects of writing.

One of the practical tools that can help improve the coherence of your writing is to use a

concept map. The concept map is also known as “reverse outline” since you make an outline of 

your paper after you have finished the main ideas of your paper. Write down the main idea of 

each paragraph—which is called a topic sentence—on a blank piece of paper. Check to see if 

the topic sentences are connected to the thesis statement of your paper or if you have strayed 

from your main argument. As you repeat this process, it will help you become more aware of 

how to develop your argument coherently and how to organize your ideas effectively. Here is a 

concept map template you can use.

Cohesion is also a very important aspect of academic writing, because it immediately affects 

the tone of your writing. Although some instructors may say that you will not lose points 

because of grammatical errors in your paper, you may lose points if the tone of your writing is 

sloppy or too casual (a diary-type of writing or choppy sentences will make the tone of your 

writing too casual for academic writing). But cohesive writing does not mean just 

“grammatically correct” sentences; cohesive writing refers to the connection of your ideas both 

at the sentence level and at the paragraph level.

Here are some examples that illustrate the importance of connecting your ideas more 

effectively in writing.

The hotel is famous. It is one of the most well-known hotels in the country. The latest 

international dancing competition was held at the hotel. The hotel spent a lot of money to 



advertise the event. Because the hotel wanted to gain international reputation. But not many 

people attended the event. (The connection of ideas is not very good.)

The hotel, which is one of the most well-known hotels in this region, wanted to promote its 

image around the world by hosting the latest international dancing competition. Although the 

event was widely advertised, not many people participated in the competition. (The connection

of ideas is better than in the first example.)

The latest international dancing competition was held at the hotel, which is one of the most 

well-known hotels in this region. The hotel spent a lot of money on advertising the event since 

it wanted to enhance its international reputation; however, it failed to attract many 

people. (The connection of ideas is better than in the first example.)

Created by Young-Kyung Min, PhD ykmin@uwb.edu

Paragraph coherence

One form of coherence is coherence within a paragraph. To achieve this you need to learn how 

to structure a paragraph with a topic sentence and to develop that sentence through the 

appropriate use of explanations and examples. In this post I am going to suggest a possible 

model to help you do this by teaching you to PEE – something everyone should be able to do 

quite naturally. It may help, however, first to think about how this works in the reading and 

speaking papers.

Understanding paragraph coherence – topic sentences – think reading

In the IELTS reading exam, one very familiar task is to identify the main topic of a paragraph by 

selecting the correct heading from a list. One way to complete that task is to identify one 

sentence that gives the main point of the paragraph – this is the topic sentence. Your goal in 

the writing paper is to ensure that each of your paragraphs contains a similar topic sentence. 

Learn how to write by thinking about reading



Paragraph coherence – expanding the topic – think speaking

You can also learn to write by thinking about speaking. In the speaking exam, one of the goals is 

not to give very brief answers, but to give extended answers. In the writing the same applies: it 

is important to expand on the topic to show you have sufficient vocabulary and grammar to say 

what you want. The mistake is to write very short paragraphs or paragraphs which contain 

unrelated points. If you don’t believe me, you should note that the question almost invariably 

contains these words:

“You should use your own ideas, knowledge and experience and support your arguments with 

examples and relevant evidence.”

This is telling you that coherence is important. If you do support what you say with evidence 

and examples, your writing will become coherent.

A model – Learn how to P-E-E

One way to expand your topic sentences is to

make the point (P)

explain it (E)

give an example (E)

How it works

This is not the only way to be coherent, but it is a good model to folllow in the context of an 

exam essay for two reasons. Firstly, it impresses the examiner. It also makes the writing easier 

as most paragraphs can follow the same pattern and planning becomes much easier as you 

already know the shape of each paragraph before you start writing.

Some examples

Read through these three paragraphs taken from different IELTS essays and note how they all 

have a similar structure:

 Point

 Explanation

 Example



This is a pattern you can follow in most essays to give coherence to your writing by expanding 

on one point. I will add that this just a model guideline, it isn’t a rule. There will be times when 

you do not use examples for instance.

There are those who argue that the internet has had an extremely positive influence on 

communication. They say this because in the past it was sometimes impossible to call people in 

other countries on the telephone, but now it is relatively simple to use a program such as Skype 

to talk to them for free or to send an email. A good example here are the students who go to 

study abroad and are able to send messages home with no difficulty, when in past they would 

have had to buy stamps and go to the post office which was much harder and more expensive.

A strong argument can of course be made from the opposite position. Part of this argument is 

that countries and nations need to preserve old buildings in order to preserve their heritage. In 

addition, however, to this cultural argument, there are positive economic benefits in preserving 

old buildings. An illustration here is Egypt once again, a country which depends on tourism for 

much of its national income simply because visitors pay to come from other countries to visit its 

ancient sites. There are several reasons why it can be argued that television has a negative 

effect on cultural development. Perhaps the principle argument is the lowbrow nature of many 

programmes, particularly sitcoms and soap operas. People who watch these programmes do 

not learn anything, they are simply entertained. The other major argument is that because 

people watch so much television, they no longer take part in more traditional forms of cultural 

entertainment. An example here is how traditional dancing and music is becoming much less 

popular because people are staying at home to watch the television.



3. Paragraph Writing

INTRODUCTION TO PARAGRAPH

Paragraph Essay is the most renowned format of essay writing. It stands as the most useful model not 

only to express your ideas in the form of an essay, but as an easier format to remember and to execute 

in your writing. Further, Paragraph Essay stands as the most suitable format for the novices, who aspire 

to polish their composition skills.

Structure of paragraph essay:

A good paragraph is similar to the so-called ‘the Preacher’s Three’. A preacher as a rule, begins 

preaching by telling What he is going to tell us (Introduction), then what he has decided to tell us

(body), and what he has told us (conclusion). A good paragraph has a topic sentence (preferably placed 

at the beginning), a number of supporting sentences, and a concluding sentences. Each of them has 

important and different role.

Explanation:

Introduction:

An introduction is the gateway to one’s understanding of the main theme and purpose of the work. 

Hence, an introduction must include a strong thesis that presents with precise terms the core theme 

and purpose of the work. An introduction must succeed in aiding the readers comprehend the focus of 

the essay. An introduction must have the following aspects:

 Hook Line – A quote, proverb or an abrupt question that would provoke the curiosity of the readers

 Thesis Statement – A sentence that would employ precise terms to communicate the central idea 

of the work

 General Outline – A general reference to the evidences that would be employed to strengthen the 

thesis

 Topic Statement – A sentence that explains the nature and the source of the evidence



Body Paragraphs:

Paragraph Essay includes three strong evidences in support of the nub of the essay. Each evidence finds 

an elaborate expression in distinct body paragraphs. However, each body paragraph needs to be 

interlaced that the theme of the essay runs through the work as a single thread. Every body paragraph 

must include the following aspects;

 Supporting Details – Ample additional information to present the evidence in the most exclusive 

manner to convince the readers.

 Transition – A sentence that functions as a link between this passage and the one that follows

Conclusion Paragraph:

A conclusion is the final yet important constituent of a Paragraph Essay. The conclusion has the 

responsibility to anchor the theme and focus of the work deep in the minds of the readers. A conclusion 

must succeed in offering an emphatic recap of the core theme and purpose of the work.

The conclusion sentence differs according to the subject and the writer. The conclusion may give a 

moral or a lesson. Therefore conclusion is very important for writing. A good ending is as important as a 

good beginning.

Guidelines for a good conclusion:

 A conclusion needs to be just a summary of the key ideas, discussed in the work.

 No new idea that was not previously discussed should be introduced in the conclusion.

 A conclusion should not be marred by repetition. It recaps the essence of the work and does not 

merely repeat ideas.

 The conclusion should have a unity with the other paragraphs. 

 There should be a smooth transition between the last paragraph and the conclusion Paragraph.

 It should be very interesting, where the reader is satisfied and accepts the information given in the 

writing.

 The Conclusion paragraph should not be a summary of the whole passage, repetition of ideas may 

not hold the attraction of the reader. 

 The conclusion should bring out the thesis statement and leave the reader with an interesting 

thought and persuade him to read further.



 The conclusion sentence must be a complete one that basically ends the essay, do not leave the 

essay incomplete which would leave an impression to the reader that you were not able to 

conclude the essay.

 Using the title in the conclusion sentence will add more to the essay.

 Proverbs and quotes can also be used in the conclusion. 

 The conclusion sentence must be readers centric, whatever a writer writes, should be accepted by 

the reader.

 More information should not be added in the conclusion paragraph.

Read the following sample paragraph:

I have four spesific reasons for loving you (1). First of all, you are gentle; you do not like shouting at 

others(2). In addition, you enjoy the same hobbies as I do, that is reading, listening to rock music, and 

photography(3). In the third plac, you are intelligent (4). Finally, I completely admire your long, straight, 

and black hair (5). Now, I am sure that you are the girl whom I have been looking for here and there, for 

many, many years (6). 

1. I have four spesific reasons for loving you. 

2. First of all, you are gentle; you do not like shouting at others. 

3. In addition, you enjoy the same hobbies as I do, that is reading, listening to rock music, and 

photography. 

4. In the third place, you are intelligent. 

5. Finally, I completely admire your long, straight, and black hair. 

6. Now, I am sure that you are the girl whom I have been looking for here and there, for many, many 

years. 

Is the paragraph above relevant?

Exercise 1

Compare the paragraph above with the following paragraph!

Last Saturday night, I saw a boring film at the Empire 21 Theatre. In the film, actresses and actors 

over-acted. They laughed and cried, for instance, ‘too loudly’ or unnaturally. The plot did not run 

smoothly, either. Almost throughout the show, the scene took place in a small police interogation 



room. However, I enjoyed the film very much and was very anxious to follow the whole story. I even 

said to myself, ”well, it’s not too bad.” What’s more, the protagonist, an inexperienced actress, kept 

talking to the police officer; he interrogated her, as a matter of fact. In short, the film was about a 

‘chat’ between two. I should add that I did not see any films last Friday evening. How about you?

Underline which sentences are not relevant with the topic sentence!

Exercise 2

1. Write a one-paragraph about your favourite book which contains at least 7 sentences.

2. Point out your own paragraph what the Introduction, Body, and Conclusion are.

3. Identify any irrelevant information in your paragraph.

Question:

Q1: We shall first see what is a paragraph?

A paragraph is a group of sentences which contain relevant information about one main or central idea 

and written to develop its main theme. If we are writing an essay, the paragraph holds the main topic of 

the essay. It is the main part of the essay which presents the arguments which make the essay effective.

The main points to be kept in mind while formatting an essay paragraph are:

 Topic sentence

 Supporting sentences

 Concluding sentence

Q2: What is a topic sentence?

A topic sentence is the first sentence of a paragraph. It introduces the central idea of the paragraph. It 

keeps the essay focused on the main idea of the essay and revolves around the thesis statement in the 

introductory paragraph.

Q3: What are supporting details?

They give details to develop and support the central idea of the paragraph. It contains supporting facts, 

authentic statistical details, and examples.

Q4: What is a concluding sentence?

A concluding sentence is the last sentence in a paragraph. It reiterates the central idea of the paragraph.



Cause and effect paragraphs

Definition 

A cause and effect paragraph is a kind of essay writing format that explains the reasons or 

causes of something. The basic paragraph format of a cause and effect essay begins with a topic 

sentence followed by specific supporting details. Conjunctions such as since, as a result, 

because, therefore, consequently, so and for this reason are common in a cause and effect 

paragraph.

How to write a cause and effect paragraph 

What makes something happen is called a cause. An effect is what happens as a result of the 

cause. Here are a few basics on writing a coherent cause and effect paragraph.

Pre-writing 

Decide whether to write about a cause or an effect or both. You can choose to discuss only the 

causes or only the effects of an event. Alternatively, you can discuss the causes AND effects of a 

certain event.

Make a list of causes or effects. Then narrow down that list to include only the most important 

causes or effects.

Writing

Write a draft explaining each cause or effect in the paragraph in as much detail as possible, and 

don't forget to use transitional words in your paragraph, such as: also, as a result, because, first 

and finally.

It is very important to include in your paragraph a clear topic sentence. This sentence should 

state the main idea of your paragraph. 

Support your topic sentence with supporting details. 

Post writing 

Edit your paragraph. 

Comparison Paragraphs

Consider the following paragraph:



My hometown and my college town have several things in common. First, both are small rural 

communities. For example, my hometown, Gridlock, has a population of only about 10,000 people. 

Similarly, my college town, Subnormal, consists of about 11,000 local residents. This population swells to 

15,000 people when the college students are attending classes. A second way in which these two towns 

are similar is that they are both located in rural areas. Gridlock is surrounded by many acres of farmland 

which is devoted mainly to growing corn and soybeans. In the same way, Subnormal lies in the center of 

farmland which is used to raise hogs and cattle . . . .

The passage above is from a comparison paragraph. that is, a paragraph which discusses the similarities 

between two subtopics. Notice how the ideas in this paragraph are organized. As usual, the topic 

sentence is at the beginning of the paragraph. After that, the paragraph continues by discussing one 

point of similarity between the towns of Gridlock and Subnormal, namely, their small population. 

Specific details are given to support the statement that "both are small rural communities." Following 

this, the paragraph briefly discusses a second point of similarity between the two towns, that is, their 

geographic surroundings. Here, the paragraph also gives supporting details to illustrate their similarity, 

namely, that they are "both located in rural areas."

As you can see, therefore, this comparison paragraph is structured (organized) according to the points of 

similarity between the two towns. This particular paragraph discusses only two points of similarity, but 

of course we can imagine a paragraph that gives three, four, or even more points of similarity. This 

paragraph, for example, might continue in this way:

. . . Thirdly, both of these towns are similar in that both contain college campuses. Gridlock, for 

example, is home to Neutron College, which is famous for its Agricultural Economics program 

as well as for its annual Corn-Watching Festival. Likewise, the town of Subnormal boasts the

beautiful campus of Quark College, which is well known for its Agricultural Engineering 

department and also for its yearly Hog-Calling Contest.

We can place the points of similarity and their supporting details in a table in order to see more clearly 

how this short paragraph is organized:

TOPIC My (a) hometown and (b) college town are similar.



SENTENCE

POINT 1 Both are small rural communities.

DETAIL (a) Gridlock has about 10,000 people.

DETAIL (b)
 Subnormal has about 11,000 local residents.

 It has about 4000 college students.

POINT 2 Both are located in rural areas.

DETAILS (a)

 Gridlock is surrounded by many acres of farmland.

 This farmland is devoted to growing corn.

 The land is also used to grow soybeans.

DETAILS (b)
 Subnormal is in the center of land used for raising hogs.

 This land is also used to raise cattle.

POINT 3 Both towns contain college campuses.

DETAILS (a)

 Gridlock is home to Neutron College.

 This college is famous for its Agricultural

 Economics program.

 It is also famous for its annual Corn-Watching Festival.

DETAILS (b)

 Subnormal contains Quark College.

 This campus is famous for its Agricultural

 Engineering department.

 It is also famous for its yearly Hog-Calling

 Contest.

Contrast Paragraphs

As mentioned above, a contrast paragraph discusses the differences between (at least) two things. You 

can organize contrast paragraphs in much the same way that you can organize comparison paragraphs. 

That is, you can organize them either according to points of similarity or according to subtopic. Here is 

an example of such a paragraph organized by subtopic. Notice the contrastive expressions in bold 

letters:

Even though Arizona and Rhode Island are both states of the U.S., they are strikingly 

different in many ways. For example, the physical size of each state is different. Arizona is 



large, having an area of 114,000 square miles, whereas Rhode Island is only about a tenth the 

size, having an area of only 1,214 square miles. Another difference is in the size of the 

population of each state. Arizona has about four million people living in it, but Rhode Island has 

less than one million. The two states also differ in the kinds of natural environments that each 

has. For example, Arizona is a very dry state, consisting of large desert areas that do not receive 

much rainfall every year. However, Rhode Island is located in a temperate zone and receives an 

average of 44 inches of rain per year. In addition, while Arizona is a landlocked state and thus 

has no seashore, Rhode Island lies on the Atlantic Ocean and does have a significant coastline.

Here are some contrast conjunctions that you can use:

Short Conjunctions Subordinating Conjunctions

However,

In contrast,

By contrast,

..., but

..., yet

On the other hand,

even though + [sentence]

although + [sentence]

whereas + [sentence]

unlike + [sentence]

while + [sentence]

nevertheless,

4. Informal Letter

How do you keep in touch with family and friends? Do you write letters, emails, speak on the telephone, 

send cards, text using a mobile phone, or use a social networking site such as Facebook?

Sometimes we need to communicate a lot of information and a letter or email may be the easiest way 

to do this. We may write a letter to mark a special occasion or to communicate something that’s difficult 

to say face-to-face: for example, a letter expressing our sympathy when somebody has died, or a letter 

sending our congratulations on the birth of a new baby. These are personal letters. Personal letters may 

be short or long but they are usually chatty and informal.

Hints:

 Imagine that you write to a real friend of yours. Friends usually have names; so address him/her 

with a name: begin the letter with Dear Kumar/Suresh, etc.



 Begin your letter with some general statements. Refer to the letter you have received from your 

friend and thank him/her for it or apologise for the fact that you have not answered the last 

letter soon enough.

 Use the proper register. The letter is supposed to be informal so you can use contractions, 

informal linking words like well, by the way, anyway, so, colloquial expressions, etc.

 You can use more-conversation-like statements or questions in your letter: You know that I had 

this exam, right? You think he will be able to come to the party?

 Use questions  to ask about your friend – arrange the next meeting, send greetings to his/her 

friends and family, etc.

 End your letter in informal way: Best wishes; Love; Regards. Instead of these phrases you may 

put two XXs. They indicate sending kisses. 

Useful Phrases/Expressions:

The words and expressions below are often used by native speakers when writing to friends and 

relatives. Using them will help you write in an informal style and will also help you organise your letter 

into clear paragraphs.

Starting your letter (Paragraph 1)

 Thanks for your letter.

 Lovely to hear from you.

 How are you?

 How are things?

 Hope you're well.

 Thank you for your letter. It was nice to hear from you.

 Your last letter was a real surprise. It was so nice of you to remember about…

 Thanks a lot for the information you’ve sent me in your last letter.

 I’ve just received your letter. I’m so happy to hear that…

 I’m sorry I haven’t answered earlier but I was really busy with my college.

 I’m sorry I haven’t written for so long but…



Commenting on something (Paragraph 1)

 I'm sorry to hear/learn ...

 I'm so pleased to hear ...

 It's great to hear ...

 What wonderful news about ...

Moving the topic on (Paragraph 2)

Anyway, the reason I'm writing ...

I thought I'd write to tell/ask you

Anyway, I was wondering ...

Ending your letter (Paragraph 3)

 Well, that's all for now

 Write back soon

 Looking forward to hearing from you again

 All the best

 Best wishes

 See you soon

 Take care

 Yours

 Love

 Lots of love

 Looking forward to hearing from you soon.

 Well, that’s all for now. Will talk to you soon.

 Give my regards to your mummy.

 I hope we will be able to arrange a get-together.

 Do write back as I’m waiting for the news from you.

Sample answer:



Q: you are in abroad spending your holidays in very exciting places you have always wanted to visit. The 

people you travel with are really nice so you enjoy their companionship. Write a letter to your friend 

describing what you have been doing so far and what you still plan to do.

Dear Ramesh,

Thank you a lot for your last letter. It was a nice surprise to hear from you. I’m sorry I haven’t written to 

you earlier but I had to organize some things concerning my trip.

As you probably remember I’ve always wanted to visit some unusual place. And now, at last, off I went! 

But you’d never guess where I’ve chosen to spend my holiday. It’s Antarctica! You would never think of 

it, would you? I’m so excited about the whole event!

The people I travel with are incredible. It’s their fourteenth expedition there. They know every path in 

the snow by heart and they are very helpful. They share their knowledge and experience with me. 

Would you believe that here everything is different? You even need to set your tent in a special way. It’s 

all very challenging. Tomorrow we plan to move further North so I may not be able to stay in touch for a 

while.

Anyway, I’d like to meet you when I get back. Hope you are enjoying your holiday. Do write back soon.

Love,

Kumar.

Contractions in Informal Letters

It is very important to write your Part 3 letter in the correct style. One way of making your letter 

informal is to use contractions. Try this exercise to practise this area of punctuation.

Phrases for informal letters

There are many words and expressions you can use in your letters to help you create an informal style. 

We've listed some of them here for the Part 3 task in the PET Writing Paper.

Paragraphs in informal letters

Organising your letter into clear paragraphs will help you to structure your letter and will make it easier 

for the examiner to see your organisation.

Study tip:



Another way to create an informal style to your letter is to use exclamation marks. These are used at the 

end of short ‘exclamations’ to show strong feelings or surprise. For example:

Brilliant news!

Congratulations!

They often appear in informal letters as these are written  in the same way we would speak. However, 

only use them when absolutely necessary and don’t use them too often – perhaps only once or twice in 

a letter of 100 words.

5. Paraphrasing

When should I paraphrase, and when should I summarize? 

To paraphrase means to express someone else’s ideas in your own language. To summarize means to 

distill only the most essential points of someone else’s work. 

Paraphrase and summary are indispensable tools in essay writing because they allow you to include 

other people’s ideas without cluttering up your essay with quotations. They help you take greater 

control of your essay. Consider relying on either tool when an idea from one of your sources is 

important to your essay but the wording is not. You should be guided in your choice of which tool to use 

by considerations of space. But above all, think about how much of the detail from your source is 

relevant to your argument. If all your reader needs to know is the bare bones, then summarize. 

Ultimately, be sure not to rely too heavily on either paraphrase or summary. Your ideas are what matter 

most. Allow yourself the space to develop those ideas. 

How do I paraphrase? 

Whenever you paraphrase, remember these two points: 

1. You must provide a reference. 

2. The paraphrase must be entirely in your own words. You must do more than merely substitute 

phrases here and there. You must also completely alter the sentence structure. 

It can be difficult to find new words for an idea that is already well expressed. The following strategy will 

make the job of paraphrasing a lot easier: 



1. When you are at the note-taking stage, and you come across a passage that may be useful for your 

essay, do not copy the passage verbatim unless you think you will want to quote it. 

2. If you think you will want to paraphrase the passage, make a note only of the author's basic point. You 

don’t even need to use full sentences. 

3. In your note, you should already be translating the language of the original into your own words. 

What matters is that you capture the original idea. 

4. Make sure to include the page number of the original passage so that you can make a proper 

reference later on. 

When it comes time to write the paper, rely on your notes rather than on the author's work. You will 

find it much easier to avoid borrowing from the original passage because you will not have recently seen 

it. Follow this simple sequence: 

1. Convert the ideas from your notes into full sentences. 

2. Provide a reference. 

3. Go back to the original to ensure that (a) your paraphrase is accurate and (b) you have truly said 

things in your own words. 

Let’s look at examples of illegitimate and legitimate paraphrase. The original passage is from Oliver 

Sacks’ essay “An Anthropologist on Mars”: 

The cause of autism has also been a matter of dispute. Its incidence is about one in a 

thousand, and it occurs throughout the world, its features remarkably consistent even in 

extremely different cultures. It is often not recognized in the first year of life, but tends to 

become obvious in the second or third year. Though Asperger regarded it as a biological 

defect of affective contact — innate, inborn, analogous to a physical or intellectual defect —

Kanner tended to view it as a psychogenic disorder, a reflection of bad parenting, and most 

especially of a chillingly remote, often professional, “refrigerator mother.” At this time, 

autism was often regarded as “defensive” in nature, or confused with childhood 

schizophrenia. A whole generation of parents — mothers, particularly — were made to feel 

guilty for the autism of their children. 

What follows is an example of illegitimate paraphrase: 

The cause of the condition autism has been disputed. It occurs in approximately one in a 

thousand children, and it exists in all parts of the world, its characteristics strikingly similar 



in vastly  differing cultures. The condition is often not noticeable in the child’s first year, yet 

it becomes more apparent as the child reaches the ages of two or three. Although Asperger 

saw the condition as a biological defect of the emotions that was inborn and therefore 

similar to a physical defect, Kanner saw it as psychological in origin, as reflecting poor 

parenting and particularly a frigidly distant mother. During this period, autism was often 

seen as a defense mechanism, or it was misdiagnosed as childhood schizophrenia. An entire 

generation of mothers and fathers (but especially mothers) were made to feel responsible 

for their offspring’s autism (Sacks 247-48). 

Most of these sentences do little more than substitute one phrase for another. An additional problem 

with this passage is that the only citation occurs at the very end of the last sentence in the paragraph. 

The reader might be misled into thinking that the earlier sentences were not also indebted to Sacks’ 

essay. 

The following represents a legitimate paraphrase of the original passage:

In “An Anthropologist on Mars,” Sacks lists some of the known facts about autism. We 

know, for example, that the condition occurs in roughly one out of every thousand children. 

We also know that the characteristics of autism do not vary from one culture to the next. 

And we know that the condition is difficult to diagnose until the child has entered its second 

or third year of life. As Sacks points out, often a child who goes on to develop autism will 

still appear perfectly normal at the age of one (247). 

Sacks observes, however, that researchers have had a hard time agreeing on the causes of 

autism. He sketches the diametrically opposed positions of Asperger and Kanner. On the 

one hand, Asperger saw the condition as representing a constitutional defect in the child’s 

ability to make meaningful emotional contact with the external world. On the other hand, 

Kanner regarded autism as a consequence of harmful childrearing practices. For many years 

confusion about this condition reigned. One unfortunate consequence of this confusion, 

Sacks suggests, was the burden of guilt imposed on so many parents for their child’s 

condition (247-48). 

Notice that this passage makes explicit right from the beginning that the ideas belong to Sacks, and the 

passage’s indebtedness to him is signaled in more than one place. The single parenthetical note at the 

end of each paragraph is therefore all the citation that is needed. The inclusion of explicit references to 

Sacks not only makes the job of providing citations easier. It also strengthens the passage by clarifying 



the source of its facts and ideas. And it adds an analytical dimension to the paragraph: the passage 

doesn’t just reiterate the points in Sacks’ passage but lays out the structure of his argument. Note that 

the paraphrase splits the original into two separate paragraphs to accentuate the two-part structure of 

Sacks’ argument. Finally, notice that not all the details from the original passage are included in the 

paraphrase. 

How do I summarize? 

Summary moves much farther than paraphrase away from point-by-point translation. When you 

summarize a passage, you need first to absorb the meaning of the passage and then to capture in your 

own words the most important elements from the original passage. A summary is necessarily shorter 

than a paraphrase. 

Here is a summary of the passage from “An Anthropologist on Mars”: 

In “An Anthropologist on Mars,” Sacks notes that although there is little disagreement on 

the chief characteristics of autism, researchers have differed considerably on its causes. As 

he points out, Asperger saw the condition as an innate defect in the child’s ability to connect 

with the external world, whereas Kanner regarded it as a consequence of harmful 

childrearing practices (247-48).

6 – Past Tense

A) Form 

Affirmative
Negative Interrogative

Negative 
interrogative

I played I did not play Did I play? Did I not play?

You played You did not play Did you play? Did you not play?

He/she/it played He/she/it did not play
Did he/she/it 

play?

Did he/she/it not 

play?

We played We did not play Did we play? Did we not play?



You played You did not play Did you play? Did you not play?

They played They did not play Did they play? Did they not play?

B) Use

1. For a past action when the time is given.

Ex. a. A bomb exploded in city yesterday. 

b. William Shakespeare died in 1616.

2. The simple past tense expresses a habitual or regular action in the past. 

Ex. a. He always carried an umbrella.

b. His mother gave him some pocket money every day. 

3. This tense expresses an action which occupied a period of time in the past, which is now 

ended.

Ex. a. He worked in that bank for four years.

b. He lived in Delhi for ten years.

4. When the action took place at a definite time even though this time is not mentioned.

Ex. a. The bus was half an hour late.

b. I bought this book in Bangalore.

5. The simple past is used in conditional sentences, type 2.

For use of the unreal past after as if, as though, it is time, if only, wish, would 

sooner/rather, etc. 

6 – Past Continuous



A) Form 

Affirmative
Negative Interrogative

Negative 
interrogative

I was playing I was not playing Was I playing? Was I not playing?

You were playing You were not playing Were you playing?
Were you not 

playing?

He/she/it was 

playing

He/she/it was not 

playing

Was he/she/it 

playing?

Was he/she/it not 

playing?

We were playing We were not playing Were we playing?
Were we not 

playing?

You were playing You were not playing Were you playing?
Were you not 

playing?

They were playing
They were not 

playing
Were they playing?

Were they not 

playing?

B) Uses 

1. The past continuous tense expresses an action that was in progress at a point of time in the 

past, having begun before that point and probably continuing after it. 

Ex. a. At 7.30 am this morning I was taking breakfast. 

b. I was reading newspaper at 8 am. 

2. This tense expresses an action continuing over a period of time in the past. 

Ex. a. The boys were playing cricket the whole of yesterday.

b. i) What were you doing yesterday evening?

ii) I was discussing about a recent novel.



3. The past continuous tense expresses a continuing action at some point in the past, when 

another event took place.

Ex. a. The train was passing on the bridge when the bridge gave way.

b. I was watching the television when the postman  knocked at the door.

4. This tense can be used as a past equivalent of the present continuous:

Ex. Direct Speech: He said, ‘I am reading a book.’

Indirect Speech: He said he was reading a book. 

5. The past continuous describes two or more actions going on at the same time; often the 

conjunction while is used to connect the clauses. 

Ex. a. While some boys were attending the class the others were reading in the 

library. 

b. While Rome was burning Nero was fiddling. 

6. Some adverbs used with the past continuous tense are:

always, continually, constantly, forever

Ex. a. She was always busy in her homework.

b. He was continually absent for many days. 

c. They were constantly agitating for their demands. 

d. The sage was forever praying for the welfare of humanity. 

7 – Past Perfect



A) Form 

Affirmative
Negative Interrogative

Negative 
interrogative

I had played I had not played Had  I played? Had I not played?

You had played You had not played Had you played?
Had you not 

played?

He/she/it had 

played

He/she/it had not 

played

Had he/she/it 

played?

Had he/she/it not 

played?

We had played We had not played Had we played? Had we not played?

You had played You had not played Had you played?
Had you not 

played?

They had played They had not played Had they played?
Had they not 

played?

B) Use

1. The Past Perfect tense expresses an action in the past which was completed before another 

action, also in the past. The tense expresses the past of past or the ‘before’ past. 

Ex. a. The train had left when I reached the station.

b. By the time he got the telegram, his father had did. 

2. The past perfect tense is used here to express an unfulfilled condition in the past. 

Ex. a. If he had worked hard he would have passed. (He did not work hard so he 

failed.) 

b. If he had gone in a taxi, he would have caught the train. (He did not go in a taxi 

and he missed the train.)

3. After is normally followed by a past perfect tense.

Ex. a. After the will had been read there were angry exclamations.



b. After he had finished his word he went to take rest.

4. The past perfect is used for an action which stopped some time before the time of speaking.

Ex. a. He had served in the army for ten years; then he retired and married. His 

children were now at school. 

5. The past perfect can be used with till/until and before to emphasize the completion or 

expected completion of an action. 

Ex. a. He refused to go till he had seen all the pictures.

b. Before we had finished our meal he ordered us back to work.

8 – Past Perfect Continuous

A) Form 

Affirmative Negative Interrogative
Negative 

interrogative

I had been playing
I had not been 

playing
Had  I been playing?

Had I not been 

playing?

You had been 

playing

You had not been 

playing

Had you been 

playing?

Had you not been 

playing?

He/she/it had 

been playing

He/she/it had not 

been playing

Had he/she/it been 

playing?

Had he/she/it not 

been playing?

We had been 

playing

We had not been 

playing

Had we been 

playing?

Had we not been 

playing?

You had been 

playing

You had not been 

playing

Had you been 

playing?

Had you not been 

playing?

They had been 

playing

They had not been 

playing

Had they been 

playing?

Had they not been 

playing?

Note: This tense has no passive form. 



B) Use

1) Something that had been happening over a period of time in the past up until another point 

in the past

Ex. a. I had been playing tennis for two hours when I sprained my ankle.

b. Jane had been studying for two years when he was drafted into the army. 

2) Something that had been happening in preparation for something else.

Ex. a. I had been practicing for three days and was ready for the concert. 

b. Tom had been studying hard and felt good about the test he was about to 

take.

3) In the third conditional to express imagined conditions. 

Ex. a. If I had been working on that project, we would have been successful.

b. She would have been ready for the test if she had been preparing diligently. 

4) Common time expressions used with the past perfect continuous.

Before, when. 

7. Sequence Words

Definition: Sequence words are words that help us understand the order of events that are 

happening in the story. They tell us things like what happened first, what happened next, and 

what happened that was unexpected. Think of them  as signal words that help us identify the 

next event in a story and the end of a story.

Without sequence words, reading a story would be confusing because we wouldn’t be able to 

picture what is happening in our heads in the right order. 

Sequence words



Next, Finally, Last, To begin with, First, Then, After that, Second

Sequence Words look like this--depending on where they appear in a story:

Beginning Middle/Continuing Interruption
(something unexpected) Ending

Once upon a time,

One day,

First,

Today,

Yesterday,

Then,

The next day,

After that,

Later,

Later that day,

Later that night,

Suddenly,

All of a sudden,

But then,

Finally,

In the end,

Here are some ways you can begin paragraphs.

Next,  Then, After, Afterwards, Following, Finally, Once that was done,
Once we finished,  When we finished, When that was over,
At 2:00, In Social Studies, During math time,

Let's briefly review the so called sequencing words (or sequence words) - the words that 
establish the order, or sequence, in which the facts or events happen.

Here is the drill:

First (or First of all, or To begin with), I write the sequencing words in "sequence", of course. 
What happens first, comes first. It's that easy! And I highlight them in yellow.

Secondly (or Next), you read this. Then you start understanding the sequence.

After that, you will remember that we use "that" after "after" (when we are talking about 
sequence of facts), because "that" refers to what came before in the sequence. It's like saying: I 
have A, and B after A = I have A, and B after that ("that" refers" to "A"). So we must use 
"that"! Example:



I went to the store and after to the bank. = 

I went to the store, and after that

Or, we can use "someone or something"

After the storm there is calm. ==>
mentioned before, so it cannot be replaced my "that".

BUT: The storm came fast, and 
it's referring to the "storm" that was mentioned before 
repeat it!

After Paul arrived, we left.

BUT: Paul arrived, and after that

An adjective is a word that tells us more about a noun. (By "noun" we include pronouns and 
noun phrases.) An adjective "qualifies" or "modifies" a 
before a noun (I like Chinese food
more adjectives together (a beautiful

Comparative Adjectives

When we talk about two things, we can "compare" them. We can see if they are the same or 
different. Perhaps they are the same in some ways and diffe
comparative adjectives to describe the differences.

Tips

We can use comparative adjectives when talking about two things (not three or more things)

In the example below, "bigger" is the comparative form of the adjective "big"

A1 A2

A1 is bigger than A2.

In this lesson we will look first at how we make comparative adjectives, and then at how we use 

to the bank. = INCORRECT!

after that to the bank. PERFECT!

"someone or something" in place of "that". Observe these sentences below:

there is calm. ==> "the storm" is the noun that was not 
mentioned before, so it cannot be replaced my "that".

The storm came fast, and after that, the calm. Here we use "that" because 
it's referring to the "storm" that was mentioned before - and we don't want to 

arrived, we left.

after that we left.

8. Adjectives

is a word that tells us more about a noun. (By "noun" we include pronouns and 
noun phrases.) An adjective "qualifies" or "modifies" a noun (a big dog). Adjectives can be used 

food) or after certain verbs (It is hard). We can often use two or 
beautiful young French lady).

When we talk about two things, we can "compare" them. We can see if they are the same or 
different. Perhaps they are the same in some ways and different in other ways. We can use 
comparative adjectives to describe the differences.

We can use comparative adjectives when talking about two things (not three or more things)

In the example below, "bigger" is the comparative form of the adjective "big":

In this lesson we will look first at how we make comparative adjectives, and then at how we use 

"that". Observe these sentences below:

"the storm" is the noun that was not 

the calm. Here we use "that" because 
and we don't want to 

is a word that tells us more about a noun. (By "noun" we include pronouns and 
). Adjectives can be used 

). We can often use two or 

When we talk about two things, we can "compare" them. We can see if they are the same or 
rent in other ways. We can use 

We can use comparative adjectives when talking about two things (not three or more things)

In this lesson we will look first at how we make comparative adjectives, and then at how we use 



them:

 Formation of Comparative Adjectives
 Use of Comparative Adjectives

Formation of Comparative Adjectives

There are two ways to make or form a comparative adjective:

 short adjectives: add "-er"
 long adjectives: use "more"

Short adjectives
 1-syllable adjectives old, fast

 2-syllable adjectives ending in -y happy, easy
Normal rule: add "-er" old > older
Variation: if the adjective ends in -e, just add -r late > later
Variation: if the adjective ends in consonant, vowel, consonant, 
double the last consonant

big > bigger

Variation: if the adjective ends in -y, change the y to i happy > happier
Long adjectives

 2-syllable adjectives not ending in -y modern, pleasant
 all adjectives of 3 or more syllables expensive, intellectual

Normal rule: use "more" modern > more 
modern
expensive > more 
expensive

With some 2-syllable adjectives, we can use '-er' or 'more': 

 quiet > quieter/more quiet 
 clever > cleverer/more clever 
 narrow > narrower/more narrow 
 simple > simpler/more simple 

Exception
The following adjectives have irregular forms:

 good > better 
 well (healthy) > better 
 bad > worse 
 far > farther/further 



Use of Comparative Adjectives

We use comparative adjectives when talking about 2 things (not 3 or 10 or 1,000,000 things, 
only 2 things).

Often, the comparative adjective is followed by "than".

Look at these examples:
 John is 1m80. He is tall. But Chris is 1m85. He is taller than John. 
 America is big. But Russia is bigger. 
 I want to have a more powerful computer. 
 Is French more difficult than English? 

If we talk about the two planets Earth and Mars, we can compare them as shown in the table 
below:

Earth Mars

Diameter (km) 12,760 6,790 Mars is smaller than Earth.

Distance from Sun (million 

km)

150 228 Mars is more distant from the Sun.

Length of day (hours) 24 25 A day on Mars is slightly longer than a day on 

Earth.

Moons 1 2 Mars has more moons than Earth.

Surface temperature (°C) 22 -23 Mars is colder than Earth.

Tips:

Although we use comparative adjectives when talking about two things (not three or more 
things), in fact one or both of the things may be a group of things.

Mt Everest is higher than all other mountains.

Here, we are talking about hundreds of mountains, but we are still comparing one things (Mt 
Everest) to one other things (all other mountains). 

Numerical Adjectives

A numerical adjective is a number used as an adjective. An example is a cardinal adjective such 



as 'one' or an ordinal adjective such as 'first'. When any digit is expressed in words, it becomes 

a numerical adjective.

Examples: 

first prize,  second grade,  a five-star hotel,  a thirteen-year marriage, etc.

Numbers as Adjectives

“When are hyphens used with numbers? Is it 13 feet or 13-feet; 12 hours or 12-hours?”

Rule: Generally, hyphenate between two or more adjectives when they come before a noun 

and act as a single idea.

This rule can also be applied when a number and a measurement unit taken together form an 

adjective, that is, when they describe another object.

Examples:

a. A 22-inch monitor is too big for my desk.

b. Nurses work 12-hour shifts.

c. Anthony swung his five-pound hammer.

In the previous sentences, the measurements, such as 22-inch, describe specific objects, such 

as monitor.

When measurements are not acting as adjectives, hyphens are not needed.

Examples:

a. Suzanne won the race by 25 yards.

b. Twelve hours later, she was exhausted.

c. Anthony’s hammer weighs five pounds.

What is a numeral adjective?

A Numeral Adjective is one which denotes a number.

There are 2 types of numeral adjectives:

1. A definite numeral adjective specifies the exact number. Definite numeral adjectives are of 2 



kinds:

(i) Ordinals, which specify the order of the objects; and

(ii) Cardinals, which specify how many there are;

Ordinals: first, second, third, fourth, fifth, sixth, etc.

Cardinals: one, two, three, four, five, six, etc.

2. An indefinite numeral adjective does not specify an exact number.

Indefinite numeral adjectives are: many, some, all, no, several, few, most, more.

9. Different forms and uses of words

Some words belong to more than one part of speech. We can’t know what part of speech a word is until 

we see what work it is doing in a sentence. A word can do different jobs in different sentences.

Look at the following sentences.

1. Give me some water.

2. They water the plants daily.

In the first sentence the word WATER names something. So it is a noun.

In the second sentnce the same word WATER expresses an action. It tells what they do. Hre it is a verb.

Study the word FAST in the following sentences.

1. He didn’t take anything during the fast. (It names something. So it is a noun.)

2. Muslims FAST during Ramazan. (It expresses an action. It tells what Muslims do. So, it is a verb.)

3. I missed the FAST train. (It adds to the meaning of the noun train. What kind of a train? A fast train. 

So, it is an adjective.)

4. She speaks fast. (It adds to the meaning of the verb SPEAKS and tells how she speaks. So, it is an 

adverb.)

The word FAST is a noun in 1, a verb in 2, an adjective in 3 and an adverb in 4.



10. Cause and Effect Words

A cause is why something happens.

An effect is what happens.

Look for clue words, such as if, then, because, since, and so.

Clue words can sometimes signal causes and effects.

Read the paragraph below and think about WHAT is happening and WHY it is happening.

Kim woke up early Monday morning because she had so many things to do. Before going to 

school she decided to make a list. If I don't make a list I might forget everything Kim 

thought. Since walking the dog is not Kim's job she put that first on her list. She would have to 

take Spot for a short walk so she wouldn't be late for school. Next on the list was to pack a 

lunch because her class was going on a field trip to the zoo and they wouldn't be able to eat in 

the cafeteria today. The last thing on Kim's list was to take her umbrella. Then if it rained she 

would stay dry and still be able to see all the animals at the zoo. This was going to be a great 

day!



Unit – 4 (Notes) 

1. Types of Interviews

Formal? Informal? Panel? Telephone? .... Getting ready for an interview? Take a read of these 

different types of interviews and make sure you're ready for your next time to impress. So 

you’ve got your foot in the door and it’s time to shine at your first interview. All you have to do 

now is prepare. Easy! If you know how… There can be many different types of interviews and 

the more you know about the style, the better you can prepare.

Screening Interviews 

Screening interviews are generally conducted when an employer has a large applicant pool 

which they want to narrow down to a more manageable number. The purpose is to “weed out” 

the applicants who are obviously not a fit. Screening interviews are usually done by phone, tend 

to be very short, and the questions will focus on basic qualifications. 

Phone Interviews 

Most screening interviews are done by phone, but phone interviews will also be used for other 

reasons, such as geographic obstacles – the applicant lives in another city or state. In this case, 

phone interviews will be longer and more detailed. Here are a few do’s and don’ts of phone 

interviews in all situations: 

 Be well prepared. 

 Never conduct a phone interview in your car or in a public area – you need to focus all 

your attention on the interview. 

 Use a land line to avoid the possibility of a cell phone call being dropped or poor 

reception. 

 Conduct the interview in a quiet private area. 

 Ask family members and friends not to disturb you during the interview. 

 No eating, surfing the web, I/M or text messaging during the phone interview – avoid 

distractions and focus on the interview. 

Also, phone interviews are often not scheduled in advance, they will just call you. If you are 

busy, driving or in any way not able to focus 100% on the interview, tell them you are busy and 



ask to schedule a time later in the day or week. Don’t worry, interviewers know they are calling 

you without an appointment and are very flexible – they will work with you. 

One-on-One Interviews 

This is the most common interview method and involves you and the interviewer alone in a 

private office. Once you are face-to-face with the interviewer your dress, appearance, non-

verbal communication skills and other visual factors, as well as your verbal communication skills 

will come into play. Building rapport with the interviewer is usually easiest in this setting. 

Panel Interviews 

Sometimes the employer will have a “selection committee” or for some other reason there will 

be multiple people involved in conducting interviews. They may want to conduct a “panel 

interview” in which you will be interviewed by several people at the same time. Panel 

interviews are very efficient from the employer’s perspective because it allows them, in effect, 

to do many interviews all at once. 

Remember that in a panel interview you must connect with and engage every member of the 

panel, not just the person asking the question. Make sure you get a business card from every 

panel member and send each a thank you note afterwards. 

Always bring extra resumes and offer one to each member of the panel at the beginning of the 

interview. 

Serial Interviews 

In a serial interview you will meet with several people throughout the day, usually back-to-back. 

One person will interview you, then pass you to the next person, and so on throughout the day. 

Serial interviews are physically and mentally tiring because they can often take the entire day. 

Remember that each time you are passed onward your chances of being hired improve! 

Serial interviews are typically used for senior-level positions, but there are exceptions. 

Lunch Interviews 

Sometimes the employer will take you to an interview lunch or even dinner. Interview lunches 

are very unstructured, and they will probably be evaluating your social skills and manners. If 

you haven’t yet done so, make a point of attending the University Career Center Professional 

Etiquette dinner to familiarize yourself with the basics of dining etiquette. When ordering off 



the menu, stick with something in the mid-range of prices that’s easy to eat. Never under any 

circumstances order an alcoholic drink during a lunch or dinner interview. 

Group Interviews 

You may be asked to do a “group” interview, which is the opposite of a panel interview. Instead 

of several interviewers and one candidate, one interviewer will sometimes interview several 

candidates at the same time. The interviewer will ask questions of no one in particular in hopes 

that a “leader” will emerge. Group interviews are not very effective for most situations and are 

rarely used. 

Stress Interviews 

Stress interviewing is a generally ineffective and antiquated interview method, and most – but 

unfortunately not all – employers have discontinued this practice. The theory is to see how you 

react to stress. The interviewer may make the room physically uncomfortable by turning up the 

heat, make the candidate sit in an uncomfortable chair or sometimes even stand, ask off-the-

wall questions that have nothing to do with the job and possibly refuse to answer your 

questions. Today’s job candidates are too sophisticated to tolerate these methods and this 

technique is very ineffective. 

General Interview Preparation

Here’s a list of questions that you should consider your answers for when preparing…

• Why do you want this job?

• Why are you the best person for the job?

• What relevant experience do you have?

• Why are you interested in working for this company?

• What can you contribute to this company?

• What do you know about this company?

• What challenges are you looking for in a position?

• Why do you want to work for this company?

• Why should we hire you?

• What are your salary requirements?

Conclusion 



Employers conduct multiple interviews as a filtering or screening process. At each step 

candidates are eliminated from consideration until at the end only one person remains. Each 

time you are invited back for a subsequent interview means you are one step closer to a job 

offer! In all interviewing situations the key to success is good preparation. The more effort you 

put into it, the better your odds of succeeding.

www.utsa.edu/careercenter

2. Making inference from the Reading Passage

What Is an Inference?

An inference is a meaning that is suggested rather than directly stated. Inferences are implied 

through clues that lead the reader to make assumptions and draw conclusions. For example, 

instead of making a direct statement, “These people are rich and influential,” an author could 

imply that idea by describing a palatial residence, expensive heirlooms, and prominent friends. 

Understanding an inference is what we mean by “reading between the lines,” because the 

suggestion, rather than the actual words, carries the meaning.

Inference from Cartoons

Cartoons and jokes require you to read between the lines and make a connection. They are 

funny because of the unstated rather than the stated. When listeners catch on to a joke, it 

simply means they have made the connection and recognized the unstated inference. For 

example, what inference makes the following joke funny?

Sam: Do you know how to save a politician from drowning?

Joe: No.

Sam: Good.

Taxpayers like to dislike politicians, and this joke falls into that category. As a rule, when you 

have to explain the inference in a joke, the fun is lost. You want your audience to make the 

connection and laugh uproariously.



Look at the following cartoon. What do you know about a jury? What is being implied about 

this one?

EXAMPLE

Explanation: A jury is composed of twelve people who are trying to reach consensus on a 

verdict of guilty or not guilty. The implication in this cartoon is that eleven of the jurors are in 

agreement on everything, including what to eat, and one juror is totally opposed. Ordering food 

implies that the discussion may drag on for a long and difficult time. Frequently, a point that 

takes some figuring out and taps our imagination has a greater impact on us than one that is 

obviously stated.



Recognizing Suggested Meaning

In reading, as in everyday life, information may or may not be stated outright. For example, 

someone’s death would seem to be a fact beyond question. An author could simply state, “He 

is dead,” but often it is more complicated than that. In literature and in poetry, such a fact 

might be divulged in a more dramatic manner, and the reader is left to put the clues together 

and figure out what happened. Read the following excerpt from a story about a shipwrecked 

crew’s struggle to shore. What clues tell you that the oiler is dead?

In the shallows, face downward, lay the oiler. His forehead touched sand that was periodically, 

between each wave, clear of the sea. —The Open Boat, by Stephen Crane

The oiler’s head is face down in the shallow water. When the waves rush in to shore, his face is 

in the  water, and when they wash out, his face or forehead touches the sand. He is bobbing at 

the water’s edge like a dead fish and cannot possibly be alive with his face constantly 

underwater or buried in the sand. The man must be dead, but the author doesn’t directly state 

that.

Two paragraphs later in the story the author writes:

The welcome of the land to the men from the sea was warm and generous; but a still and 

dripping shape was carried slowly up the beach, and the land’s welcome for it could only be the 

different and sinister hospitality of the grave. —The Open Boat, by Stephen Crane

The “still and dripping shape” and the “sinister hospitality of the grave” support your 

interpretation of the clues, even though the author still has not directly stated, “The oiler is 

dead.” Implying the idea is perhaps more forceful than making a direct statement.

Connecting with Prior Knowledge

Authors, like cartoonists, use inferences that require linking old knowledge to what is being 

read at the time. Clues that imply meaning may draw on an assumed knowledge of history, 

current issues, or social concerns. Just as in making the connection to understand the punch 

line of a joke, the reader must make a connection in order to understand the inference.

Example – A Turning Point



More than 3,000 people were killed, thousands more were wounded, and the loss of property 

was unprecedented in the worst terrorist attack in history. The events horrified people around 

the world who understood that two symbols of American global financial and military 

dominance had been singled out in a carefully planned and executed mission of destruction. 

The event was immediately compared to the Japanese attack on Pearl Harbor in 1941.

—Civilization in the West, Fifth Edition, by Mark Kishlansky, Patrick Geary, and Patricia O’Brien

1. What was the symbol of financial dominance that is not named here? Where was the attack?

2. What is the symbol of military dominance? Where was the destruction?EXAMPLE

3. When did these terrorist attacks occur? 4. Why was the attack compared to the Japanese 

attack on Pearl Harbor in 1941?

Explanation: The symbol of financial dominance was the twin towers of the World Trade Center 

in New York City. The symbol of military dominance was the Pentagon in Washington, D.C. The 

attacks occurred on September 11, 2001, when terrorists hijacked passenger planes and used 

them to bomb buildings.

The attacks precipitated a war, just as the Japanese attack on Pearl Harbor brought the United 

States into World War II. The following exercise illustrates how authors expect readers to 

connect with prior knowledge.

Link prior knowledge to answer the questions that follow each passage.

Passage 1

After seeing the light in the North Church, Paul Revere and William Dawes rode through the 

countryside alerting the colonists that British troops were moving across the back bay. In 

Concord and Lexington, trained militiamen were waiting to respond. 

Where and approximately when was 

this?__________________________________________________

______________________________________________________________________________

Passage 2

Foot binding was a form of violence against women. The woman’s tiny feet, which made it 

difficult for her to walk, were a “marker” of status, indicating that her husband was wealthy and 

did not need her labor. It also made her dependent on him. 



—Essentials of Sociology, Fourth Edition, by James Henslin

Although not directly stated, foot binding was practiced in what 

country?_________________________

Passage 3

The account of that morning some weeks later belongs to history. Three planes take off  during

the night of 6 August from Tinian in the Mariana Islands. Paul Tibbets is the group’s 

commander. Eatherly opens the formation. There are no bombs in his plane; as for the others, 

no one suspects what a terrible device is hidden inside the Enola Gay. A bigger contrivance, 

they think, nothing more. Eatherly’s job is to pinpoint the target with maximum accuracy. He 

must establish whether weather conditions allow for the center to be Hiroshima, Kokura or 

Nagasaki, or whether they should continue towards secondary targets. He tells the story of that 

morning’s events in a voice devoid of emotion which suggests that the recitation is the 

thousandth one. 

—“Telling the Story: The Man from Hiroshima,” by Maurizio Chierici, first published in Granta 22, 

Autumn 1987

1. What is the “bigger contrivance”? _______________________________________________

2. What was the mission assignment of Tibbets and Eatherly? __________________________

______________________________________________________________________________

Recognizing Slanted Language

Writers choose words to manipulate the reader and thus to control the reader’s attitude 

toward a subject. Such words are referred to as having a particular connotation or slant. The 

dictionary definition of a word is its denotation, but the feeling or emotion surrounding a word 

is its connotation. For example, a real estate agent showing a rundown house to a prospective 

buyer might refer to the house as “neglected” rather than “deteriorated.” Both words mean 

rundown. Neglected sounds as if a few things have been forgotten, whereas deteriorated 

sounds as if the place is rotting away and falling apart.

Some words in our society seem to have an automatic positive or negative slant. Words such as 

socialist, cult member, and welfare state have a negative emotional effect; words such as the 



American worker, democracy, and everyday people have a positive effect. The overall result of 

using slanted language is to shift the reader’s attitude toward the point of view, positive or 

negative, advocated by the author.

Label the following phrases as either P (slanted positively) or N (slanted negatively).

1. _____ warm and winning ways

2. _____ an engaging smile

3. _____ appearing remote and self-involved

4. _____ a savvy salesperson

5. _____ candid and open

6. _____ the picture of efficiency

7. _____ weak and sickly

8. _____ words like daggers

9. _____ a loose cannon

10. _____ spoken without thinking

11. _____ not the sharpest knife in the drawer

12. _____ a creased brow

13. _____ an exasperated look

14. _____ wise beyond her years

15. _____ a nurturing mother

16. _____ an easy mark

17. _____ a hostile takeover

18. _____ a dream fulfilled

19. _____ the promise of tomorrow

20. _____ the brotherhood of man

Drawing Conclusions

Readers use both stated and unstated ideas to draw logical conclusions. They use the facts, the 

hints,  and their prior knowledge to piece together meaning. The facts and clues lead to 



assumptions, which then lead to conclusions. Read the following passage and explain how the 

conclusion is suggested.

Example – My House

My master still went to school every day and, coming home, he’d still bottle himself up in his 

study. When he had visitors he’d continue to complain about his job. I still had nothing to eat so 

I did not become very fat but I was healthy enough. I didn’t become sick like Kuro and, always, I 

took things as they came. I still didn’t try to catch rats, and I still hated Osan, the maid. I still 

didn’t have a name but you can’t always have what you want. I resigned myself to continue 

living here at the home of this schoolteacher.—Excerpt from I Am a Cat, by Natsume Soseki

Conclusion: The narrator of the book is a cat.

What clues suggest this conclusion? ________________________________________________

Explanation The term my master may lead to an initial suspicion of a pet, and “try to catch rats” 

clearly suggests a cat. The option of continuing to live in the home supports the idea of a cat. 

The book, as you might guess, is titled I Am a Cat.

In passages 1 & 2, identify the clues that lead to the stated conclusions. 

Passage 1LTS: THE PEOPLE’S TEMPLE

A cult is usually united by total rejection of society and extreme devotion to the cult’s leader. 

The People’s Temple is a dramatic example. In the 1970s their leader, Jim Jones, preached racial 

harmony, helped the poor, established drug-rehabilitation programs, staged protest 

demonstrations against social injustices, and helped elect sympathetic politicians. He moved his 

cult from San Francisco to Jonestown, Guyana, because, he said, evil people in the United 

States would try to destroy the Temple. He told his flock that to build a just society required a 

living God—namely, himself. To prove his deity, he “healed parishioners by appearing to draw 

forth cancers” (which actually were bloody chicken gizzards). He claimed that he had 

extraordinary sexual gifts, required Temple members to turn over all their possessions to him, 

and insisted that they call him “Dad” or “Father.” Then the People’s Temple shocked the world. 

In November 1978 more than 900 members committed mass suicide at the order of their 

leader. —Sociology, Third Edition, by Alex Thio

Conclusion: Jim Jones brainwashed cult members into total submission.



What clues suggest this conclusion? ________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Passage 2

The first European smoker, Rodrigo de Jerez, was with Columbus. Jerez was jailed by  the 

Spanish Inquisition for seven years because of his bad habit, but he was the wave of the future. 

Slowly, inexorably, the practice of “drinking” tobacco smoke spread throughout Europe. James 

I, who found smoking “loathsome” and forbade it in his presence, could not stop it. Nor could 

the Sultan of Turkey, who threatened to execute puffers. The lure of the exotic—the trendy—

has always been potent among the leisured classes, and some European physicians seized on 

tobacco as a miracle drug—“the holy, healing herb,” “a sovereign remedy to all diseases”—

prescribing it liberally to their patients. Throughout the 1500s, the Spanish were pleased to 

meet Europe’s demand from their West Indian plantations.

—The American Past, Fifth Edition, by Joseph Conlin Conclusion: 

Conclusion: Although initially rejected by political leaders, tobacco became an accepted and 

sought after commodity.

What clues suggest this conclusion? _______________________________________________

_____________________________________________________________________________

Summary Points

➤ What is an inference?

An inference is an implied meaning that is not directly stated but can be deduced from clues. 

Inferences require linking old knowledge to what is being read at the time.

➤ Why are jokes funny?

Jokes and cartoons are funny because of the implied meaning understood by the teller and the 

audience.

➤ What is the effect of slanted language?

Slanted language manipulates the reader’s attitude in a positive or negative manner toward a 

subject.



➤ What are conclusions?

Conclusions are generalized meaning based on clues that incorporate what you already know 

with what you have just discovered.

3. Predicting the content of a reading passage

You can improve your reading comprehension skills if you prepare your brain for reading before 

you begin. Read the title and help your mind make connections to things you already know.

Highlight important words in the title. If you are reading from a source that you can’t write on, 

such as a textbook or library book, use a piece of paper. If you are reading on a worksheet or 

printed page on which you are permitted to take notes, use it. Consider each of the words one 

at a time. Write down what you think of when you read or hear that word. Then consider them 

collectively. They have been placed together to form the title. Make a prediction about what 

you will read. Remember that a prediction in language arts is what a hypothesis is in a science 

experiment. You are not making a wild guess. You are using all the available information to 

make a knowledgeable guess. What can you reasonably predict at this point? Write your

prediction down so you can watch for it to be resolved one way or another as you read.

Look at any photos, illustrations, graphs or other visual aids that have been included with the 

story. Read any captions or informational notes to make sure you understand what has been 

included. Note any important statistics, dates or people. Pay attention to the colors used in the 

pictures and the mood that the pictures create. Write down any additional observations or 

predictions that come to mind. Remember that good predictions are based on evidence. Think 

about why you think as you do.

Read over your notes and predictions as you prepare to begin reading the passage. Keep your 

notes out in front of you while you read. As your predictions are either confi rmed or proven to 

be incorrect, jot down little notes about what happened. If you do not understand something 

that you read, go back a few sentences and read again. If a specifi c word is giving you trouble, 

see if the words around that word can help you determine its meaning. If not, use a dictionary if 

one is available. Do not be content to read on without understanding. When you have fi nished 

reading, see if you can mentally summarize what you have read.



Whenever possible, discuss the reading with someone else who has also read it. This will allow 

you to share your predictions and thoughts about what you have read. Exchanging ideas 

sharpens your understanding. Then you will both be on your way to improving your reading 

comprehension.

Answer the following questions based on the reading passage. Don’t forget to go back to the 

passage whenever necessary to find or confirm your answers.

1) Name at least two techniques you can use to prepare your brain before you begin reading. 

Ans: Example of correct answer: Read the title and look at the visual aids.

2) Why should you keep your notes nearby as you read? 

Ans: so you can write whether your predictions were correct or incorrect.

3) How is a prediction like a hypothesis in science?

Ans: both are knowledgeable guesses.

4) What can you do if you don’t understand a specific word?

Ans: see if the words around it can help you determine the meaning.

5) What is a benefit of discussing the reading with someone else?

Ans: Example of correct answer: you can exchange ideas about the reading. 

Read this story about Jan’s coat. As you read, think about what might happen next. Look for clues in 

the story. Think about what you already know.

Which Coat Will Jan Wear?

Jan stood by the front door. She was waiting for her friend Marla. While Jan waited, she looked 

at the coat rack. She had two different coats hanging there. One was a soft blue jeans jacket. 

The other was a slick red raincoat with a hood. Which coat should Jan wear today? The doorbell 

rang. When Jan opened the door, Marla shook her head and said, “Wow! It’s really wet out 

here.” Outside, Jan saw puddles on the sidewalk. She saw raindrops splashing in the puddles. 

“Just a minute,” said Jan. “I’ll get my coat.” 

Think about what you read. What clues in the story can help you make a  prediction? 

Clues may be in the title of a story. Reread the title of this story. What does it tell you? It tells 

you that the story will have something to do with Jan deciding on a coat to wear.



Clues may also be in pictures. What clues can you get from the picture here? The picture shows 

a girl outside a door. The girl is probably Marla because the story says that Marla comes to Jan’s 

door. The girl has on a raincoat, with the hood over her head. The picture shows that it is 

raining outside. You already know that people wear raincoats in the rain. Also, a girl might take 

a clue about what to wear based on what her friend was wearing.

Think about more clues that might help you. Clues are in the story details that tell who, what, 

where, or how. In this story, think about the coats that Jan has on the coat rack. Think about 

the weather outside. These details can help you make a prediction.

In the story, Marla says, “Wow! It’s really wet out here.” You already know that when it is wet, 

it is probably raining. The story also says that Jan has a blue jean jacket and a raincoat with a 

hood. A blue jean jacket is made of soft cloth. You probably would not wear a soft jacket in the 

rain. You would get wet. You would probably wear a raincoat with a hood so you would not get 

wet. The story also says that there are raindrops and puddles. It is definitely wet outside.

Think about the clues in the story and what you already know. Predict what will happen next in 

the story. Which coat will Jan choose?

Clues in Story

Jan has a soft jeans jacket and a raincoat with a hood. Marla has on a raincoat with a hood. 

Marla says it’s wet outside. There are raindrops and puddles.

Prediction

Jan will choose to wear the raincoat with the hood. 

What You Already Know

A raincoat keeps you from  getting wet in the rain. A girl would probably take a clue about what 

to wear from her friend. Raindrops and puddles mean that it’s wet outside.

You thought about clues in the story. You thought about what you already know. You were able 

to predict that Jan would choose to wear the raincoat with the hood in the rain.

Details in nonfiction passages can also help you make predictions. These kinds of details often 

tell who, what, where, or how.



Remember: When you make a prediction, you make a good guess about what might happen 

next.

4. Different Types of Essays

An essay is a short piece of writing that discusses, describes or analyses a topic.  It can discuss a 

subject directly or indirectly, seriously or humorously.  It can describe personal opinions, or just 

report information.  An essay can be written from any perspective, but are most commonly 

written in the first person (I), or third person (subjects that can be substituted with the he, she, 

it, or they pronouns). Effectively writing different types of essays has become critical to 

academic success. Essay writing is a common school assignment, a part of standardized tests, 

and a requirement on college applications. Often on tests, choosing the correct type of essay to 

write in response to a writing prompt is key to getting the question right. Clearly, students can’t 

afford to remain confused about types of essays. There are many different kinds of essays. The 

following are some of the most common ones: 

1. Narrative Essays: Telling a Story

In a narrative essay, the writer tells a story about a real-life experience. While telling a story 

may sound easy to do, the narrative essay challenges students to think and write about 

themselves. When writing a narrative essay, writers should try to involve the reader by making 

the story as vivid as possible. The fact that narrative essays are usually written in the first 

person helps engage the reader. “I” sentences give readers a feeling of being part of the story. 

A well-crafted narrative essay will also build towards drawing a conclusion or making a personal 

statement.

Narrative:

Examples: A narrative essay could tell of . . .

* my brother's and my fishing trips;

* a boring trip to the grocery store;

* my near-death experience at the beach.



The narrative essay tells a story. It can also be called a "short story." Generally the narrative 

essay is conversational in style, and tells of a personal experience. It is most commonly written 

in the first person (uses I). This essay could tell of a single, life-shaping event, or simply a 

mundane daily experience.

2. Descriptive Essays: Painting a Picture

A cousin of the narrative essay, a descriptive essay paints a picture with words. A writer might 

describe a person, place, object, or even memory of special significance. However, this type of 

essay is not description for description’s sake. The descriptive essay strives to communicate a 

deeper meaning through the description. In a descriptive essay, the writer should show, not 

tell, through the use of colorful words and sensory details. The best descriptive essays appeal to 

the reader’s emotions, with a result that is highly evocative.

Descriptive:

Examples: A descriptive essay could describe . . .

* a tree in my backyard;

* a visit to the children's ward of a hospital;

* a hot fudge sundae;

* what an athlete did in order to make it to the Olympics.



The descriptive essay provides details about how something looks, feels, tastes, smells, makes 

one feel, or sounds. It can also describe what something is, or how something happened. These 

essays generally use a lot of sensory details. The essay could be a list-like description that 

provides point by point details. Or, it could function as a story, keeping the reader interested in 

the plot and theme of the event described.

3. Expository Essays: Just the Facts

The expository essay is an informative piece of writing that presents a balanced analysis of a 

topic. In an expository essay, the writer explains or defines a topic, using facts, statistics, and 

examples. Expository writing encompasses a wide range of essay variations, such as the 

comparison and contrast essay, the cause and effect essay, and the “how to” or process essay. 

Because expository essays are based on facts and not personal feelings, writers don’t reveal 

their emotions or write in the first person.

4. Persuasive Essays: Convince Me

While like an expository essay in its presentation of facts, the goal of the persuasive essay is to 

convince the reader to accept the writer’s point of view or recommendation. The writer must 

build a case using facts and logic, as well as examples, expert opinion, and sound reasoning. The 

writer should present all sides of the argument, but must be able to communicate clearly and 

without equivocation why a certain position is correct.

5. Critical Essay

Examples: A critical essaymay analyze . . .

* how Shakespeare presents the character, Othello, in his play, Othello;



* the strengths and weaknesses of the movie,Children of a Lesser God;

* the use of color in Monet's painting, Sunflowers.

A critical essay analyzes the strengths, weaknesses and methods of someone else's work. 

Generally these essays begin with a brief overview of the main points of the text, movie, or 

piece of art, followed by an analysis of the work's meaning. It should then discuss how well the 

author/creator accomplishes his/her goals and makes his/her points. A critical essay can be 

written about another essay, story, book, poem, movie, or work of art.

6. Compare and Contrast

The essay could be an unbiased discussion, or an attempt to convince the reader of the benefits 

of one thing, person, or concept.  It could also be written simply to entertain the reader, or to 

arrive at an insight into human nature. The essay could discuss both similarities and differences, 

or it could just focus on one or the other. A comparison essay usually discusses the similarities 

between two things, while the contrast essay discusses the differences. 

7. Cause and Effect

The cause/effect essay explains why or how some event happened, and what resulted from the 

event.  This essay is a study of the relationship between two or more events or experiences.  

The essay could discuss both causes and effects, or it could simply address one or the other.  A 

cause essay usually discusses the reasons why something happened.  An effect essay discusses 

what happens after a specific event or circumstance.  Sources are often required in a 

cause/effect paper, and your choice of these sources is important as they reflect on the validity 

of your argument.



5. Adverbs

Adverbs are an important part of speech. They usually answer questions such as how?,

where?, when?, how often? and how much?

What is an Adverb?

What do adverbs do? What's their job?

Adverb Form

How do we make adverbs?

Kinds of Adverbs

What are the main kinds of adverbs?

Adverb Position

Where do we place the adverb in a sentence?

Adverbs of Frequency

hourly, weekly, once a year...

always, sometimes, never...

What is an Adverb?

An adverb is a word that tells us more about a verb. It "qualifies" or "modifies" a verb (The 

man ran quickly). In the following examples, the adverb is in bold and the verb that it modifies 

is in italics.

 John speaks loudly. (How does John speak?)

 Afterwards she smoked a cigarette. (When did she smoke?)

 Mary lives locally. (Where does Mary live?)

Read the passage:

Mrs. Smith immediately called the police when she saw the criminals assaulting the poor boy 

aggressively. It was the most horrible scene that she had ever witnessed in her life. She had always 

lived peacefully in that neighbourhood. No one had ever disturbed her quiet nights there.

The words " immediately, aggressively, peacefully, ever, always, there" are adverbs.

But adverbs can also modify adjectives (Tara is really beautiful), or even other adverbs (It 

works very well). Look at these examples:



 Modify an adjective:

- He is really handsome. (How handsome is he?)

- That was extremely kind of you.

 Modify another adverb:

- She drives incredibly slowly. (How slowly does she drive?)

- He drives extremely fast.

Tips: Note that adverbs have other functions, too. They can:

 Modify a whole sentence: Obviously, I can’t know everything.

 Modify a prepositional phrase: It’s immediately inside the door.

Adverb Form

We make many adverbs by adding -ly to an adjective, for example:

 quick (adjective) > quickly (adverb)

 careful (adjective) > carefully (adverb)

 beautiful (adjective) > beautifully (adverb)

There are some basic rules about spelling for -ly adverbs. See the table below:

Adjective ending do this adjective adverb

most adjectives add -ly

quick

nice

sole

careful

quickly

nicely

solely

carefully

-able or -ible change -e to -y
regrettable

horrible

regrettably

horribly

-y change -y to -ily happy happily

-ic change -ic to -ically economic economically

But not all words that end in -ly are adverbs. The words friendly, lovely,lonely and neighbourly, 

for example, are all adjectives.

And some adverbs have no particular form. Look at these examples:

 well, fast, very, never, always, often, still



Tips: Note that the form of an adverb can also change to make it comparative or superlative.

Kinds of Adverbs

Here you can see the basic kinds of adverbs.

Adverbs of Manner

Adverbs of Manner tell us the manner or way in which something happens. They answer the 

question "how?". Adverbs of Manner mainly modify verbs.

 He speaks slowly. (How does he speak?)

 They helped us cheerfully. (How did they help us?)

 James Bond drives his cars fast. (How does James Bond drive his cars?)

Tips: We normally use Adverbs of Manner with dynamic (action) verbs, not with stative or state 

verbs.

 He ran fast. She came quickly. They worked happily.

 She looked beautifully. It seems strangely. They are happily.

Adverbs of Place

Adverbs of Place tell us the place where something happens. They answer the question 

"where?". Adverbs of Place mainly modify verbs.

 Please sit here. (Where should I sit?)

 They looked everywhere. (Where did they look?)

 Two cars were parked outside. (Where were two cars parked?)

Adverbs of Time

Adverbs of Time tell us something about the time that something happens. Adverbs of Time 

mainly modify verbs.

They can answer the question "when?":

 He came yesterday. (When did he come?)

 I want it now. (When do I want it?)

Or they can answer the question "how often?":

 They deliver the newspaper daily. (How often do they deliver the newspaper?)

 We sometimes watch a movie. (How often do we watch a movie?)



Adverbs of Degree

Adverbs of Degree tell us the degree or extent to which something happens. They answer the

question "how much?" or "to what degree?". Adverbs of Degree can modify verb, adjectives 

and other adverbs.

 She entirely agrees with him. (How much does she agree with him?)

 Mary is very beautiful. (To what degree is Mary beautiful? How beautiful is Mary?)

 He drove quite dangerously. (To what degree did he drive dangerously? How 

dangerously did he drive?)

Adverb Position

 When an adverb modifies a verb, there are usually 3 possible positions within the 

sentence or clause:

1. FRONT - before subject Now I will read a book.

2. MID - between subject + verb I often read books.

3. END - after verb/object I read books carefully.

 When an adverb modifies an adjective or another adverb, it usually goes in front of the 

word that it modifies, for example:

adverb adjective

She gave him a really dirty look.

adverb adverb

We quite often study English.

 The position of an adverb often depends on the kind of adverb (manner, place, time, 

degree). The following table gives you some guidelines for placement based on the kind 

of adverb.

Warning: these are guidelines only, and not complete. There are many exceptions.

kind of adverb
mainly 

modifies

sentence
usual position

adverb

manner verbs She stroked his hair gently. END

place verbs He was working here. END

time definite verbs He finished the job yesterday. END



frequency We often go to Paris. MID

degree

verbs, 

adjectives 

and 

adverbs

I nearly died. MID

It was terribly funny. before adjective

He works really fast. before adverb

Adverbs of Frequency

Adverbs of Frequency are Adverbs of Time that answer the question "How frequently?" or 

"How often?". They tell us how often something happens. Here are some examples:

a. daily, weekly, yearly

b. often, sometimes, rarely

You probably see a difference between a) and b) above. With words likedaily we know exactly 

how often. The words in a) describe definite frequency. On the other hand, words 

like often give us an idea about frequency but they don't tell us exactly. The words in b) 

describe indefinite frequency.

6. Future Tense

A) Form 
There is no future tense in modern English, but for convenience we often use the term 

‘future simple’ to describe the form will / shall  + bare infinitive. 

Affirmative
Negative Interrogative

Negative 
interrogative

I shall/will play I will not play Will I play? Will I not play?

You will play You will not play Will  you play? Will you not play?

He/she/it will play He/she/it will not play Will he/she/it play?
Will he/she/it not 

play?

We will play We will not play Will we play? Will we not play?

You will play You will not play Will you play? Will you not play?



They will play They will not play Will they play? Will they not play?

B) Use

1. The present simple tense is used to express a series of intended or planned actions in the future. 

Ex. a. Our hockey team leaves for Malaysia this evening. They play two matches in Malaysia. 

They play one at Kula Lumpur. They return next Monday. 

2. The present continuous tense is used to express a future event. Usually the time is mentioned 

(tomorrow, next  Sunday, etc.) and it is in the near future. This way of expressing the future is very 

common in English. 

Ex. a) The Chief Minister is visiting the college tomorrow.

b) The college team is playing a cricket match with the town team next Monday. 

3. The structure ‘am’ /  ‘is’ / ‘are’ + ‘going to’ + verb is used to express the subject’s intention to perform 

a future action. 

Ex. a) I am going to buy a car.

b) If he doesn’t apologise, I am going to excuse him. 

4.The future simple is used for future habitual actions which we assume will take place.

Ex. a) Winter will come again.

b) Birds will build nests.

5. The future simple is used in sentences containing clauses of condition, time and sometimes purpose.

Ex. a) If I drop this glass it will break.

b) When it gets warmer the snow will start to melt.

c) I am putting this letter on top of the pile so that he will read it first.

6. The future simple is used, chiefly in newspapers and news broadcasts, for formal announcements of 

future actions and for weather forecasts. 

Ex. a) Newspaper: The President will open the new airport tomorrow.

b) The fog will persist in all areas. 



7. In interrogative sentences ‘will’ can be used with all the three persons to express the future. 

Ex. a) Will I get my papers back tomorrow?

b) Will you be here tomorrow morning?

c) Will the bookshops be open tomorrow?

8. The ‘be going to’ form is used: a) for intention  and b) for prediction

Intention: What are you doing with that spade?  I am going to plant some apple trees.

Prediction: ‘Be going to’ form can express the speaker’s feeling of certainty. The time is usually 

not mentioned, but the action is expected to happen in the near or immediate future:

Ex. a) Look at those clouds! It’s going to rain.

b) Listen to the wind. We’re going to have a rough crossing.

Exercises (T9)

a) Using either the auxiliary shall or the auxiliary will for the first person, fill in the blanks with the 

Simple Future of the verbs shown in brackets. 

For example:

I___________. (to agree)

I shall agree or I will agree.

You ____________ the results. (to publish)

You will publish the results.

1. We ___________. (to succeed)

2. They _________________ the site. (to excavate)

3. He _________________ the situation. (to study)

4. We _________________. (to hurry)

5. I _________________ soon. (to follow)

6. It _________________ a surprise. (to be)

7. He _________________ us. (to remind)



8. She _________________ tomorrow. (to depart)

9. I _________________ here. (to remain)

10. They __________________ university. (to enter)

(b). Rewrite the following affirmative statements as questions, negative statements, negative 

questions without contractions, negative questions with contractions, and affirmative statements 

followed by negative tag questions. For example:

She will notice us.

Will she notice us?

She will not notice us.

Will she not notice us?

Won't she notice us?

She will notice us, won't she?

1. You will wash the windows.

2. They will help you.

(c). Using either the auxiliary shall or the auxiliary will for the first person, fill in the blanks with the 

Simple Future of the verbs shown in brackets. Use shall in the first person for questions in which a 

request for permission is implied. 

For example:

I ________ out soon. (to go)

I shall go out soon. or I will go out soon.

_____ we _____ now? (to leave)

Shall we leave now?

____ they _____ France? (to visit)

Will they visit France?

It ____ not ____ long. (to take)

It will not take long.



1. We _________________ you at the museum. (to meet)

2. _______ you _______ me a pen? (to lend)

3. _______ they not _______ the competition? (to win)

4. She _______ not ___________ to come. (to forget)

5. _______ he not _______ the boat? (to sail)

6. You _________________ the expedition. (to enjoy)

7. _______ I ________ this? (to order)

8. _______ you not _______ for me? (to wait)

9. We _______ not _______ late. (to be)

10. He ________________ us the news. (to send)

11. I ______ not _______ my way. (to lose)

12. _______ they __________ the program? (to watch

(d) The following sentences refer to future events. Complete each sentence by filling in the blank with 

the correct form of the Present Continuous tense of to go, followed by the infinitive of the verb shown 

in brackets. 

For example:

She _________________ swimming. (to teach)

She is going to teach swimming.

___ we _____________ home? (to walk)

Are we going to walk home?

He __ not _____________ us. (to find)

He is not going to find us.

1. ______ he ____________________ horseback riding? (to learn)

2. I __________________________ the windows. (to wash)

3. ______ you ____________________ with us? (to come)



4. It ______ not ____________________ cold tonight. (to be)

5. ______ he not ____________________ the letter? (to answer)

6. We _________________________ to the library. (to go)

7. ______ she ____________________ a sweater? (to buy)

8. ______ you not ___________________ us? (to call)

9. I ______ not ____________________ late. (to stay)

10. They ________________________ supper. (to cook)

Future Continuous

A) Form 

Future Continuous has two different forms: "will be doing " and "be going to be doing."

‘Shall’ / ‘will’ + ‘be’ + verb + ing

Affirmative
Negative Interrogative

Negative 
interrogative

I shall/will be 

playing
I will not be playing Will I be playing?

Will I not be 

playing?

You will be playing
You will not be 

playing

Will  you be 

playing?

Will you not be 

playing?

He/she/it will be 

playing

He/she/it will not be 

playing

Will he/she/it be 

playing?

Will he/she/it not be 

playing?

We will be playing
We will not be 

playing
Will we be playing?

Will we not be 

playing?

You will be playing
You will not be 

playing
Will you be playing?

Will you not be 

playing?

They will be 

playing

They will not be 

playing

Will they be 

playing?

Will they not be 

playing?



B) Use

We use the Future Continuous (Progressive) to indicate that we will be in the middle of doing 

something in a specified time in the future.

1) Interrupted Action in the Future

Use the Future Continuous to indicate that a longer action in the future will be interrupted by a 

shorter action in the future. The interruption can be a real interruption or just an interruption in 

time. 

Examples:

 I will be watching TV when she arrives tonight. 

 I will be waiting for you when your bus arrives. 

 I am going to be staying at the Madison Hotel, if anything happens and you need to 

contact me. 

 He will be studying at the library tonight, so he will not see Jennifer when she arrives. 

Note: In the examples above that the interruptions (marked in italics) are in Simple Present rather 

than Simple Future. This is because the interruptions are in time clauses, and you cannot use 

future tenses in time clauses.

2) Specific Time as an Interruption in the Future

In USE 1, described above, the Future Continuous is interrupted by a short action in the future. 

In addition to using short actions as interruptions, you can also use a specific time as an 

interruption.



Examples:

 Tonight at 6 PM, I am going to be eating dinner.

I WILL BE IN THE PROCESS OF EATING DINNER.

 At midnight tonight, we will still be driving through the desert.

WE WILL BE IN THE PROCESS OF DRIVING THROUGH THE DESERT.

Note: In the Simple Future, a specific time is used to show the time an action will begin or end. 

In the Future Continuous, a specific time interrupts the action.

Examples:

 Tonight at 6 PM, I am going to eat dinner.

I AM GOING TO START EATING AT 6 PM.

 Tonight at 6 PM, I am going to be eating dinner.

I AM GOING TO START EARLIER AND I WILL BE IN THE PROCESS OF EATING DINNER AT 6 PM.

3) Parallel Actions in the Future

When you use the Future Continuous with two actions in the same sentence, it expresses the 

idea that both actions will be happening at the same time. The actions are parallel.

Examples:

 I am going to be studying and he is going to be making dinner. 

 Tonight, they will be eating dinner, discussing their plans, and having a good time. 

 While Ellen is reading, Tim will be watching television.

NOTICE "IS READING" BECAUSE OF THE TIME CLAUSE CONTAINING "WHILE."



4 Atmosphere in the Future

In English, we often use a series of Parallel Actions to describe atmosphere at a specific point in 

the future.

Example:

 When I arrive at the party, everybody is going to be celebrating. Some will be 

dancing. Others are going to be talking. A few people will be eating pizza, and 

several people are going to be drinking beer. They always do the same thing. 

Note: No Future in Time Clauses

Like all future tenses, the Future Continuous cannot be used in clauses beginning with time 

expressions such as: when, while, before, after, by the time, as soon as, if, unless, etc. Instead 

of Future Continuous, Present Continuous is used. 

Examples:

 While I am going to be finishing my homework, she is going to make dinner. Not 

Correct

 While I am finishing my homework, she is going to make dinner. Correct

Exercises  (T10)

a) Using either the auxiliary shall or the auxiliary will for the first person, fill in the blanks with 

the Future Continuous of the verbs shown in brackets. 

For example:

We _______________ you tomorrow. (to see)

We shall be seeing you tomorrow. or We will be seeing you tomorrow.

He _________________ school next year. (to attend)

He will be attending school next year.

1. You _____________________ with us. (to come)

2. It _____________________ warmer. (to grow)

3. They ____________________ new furniture. (to buy)



4. She _____________________ the clock. (to watch)

5. I ____________________ downtown. (to go)

6. You _____________________ the cake. (to cut)

7. They ____________________ the newspaper. (to read)

8. We __________________ the museum. (to visit)

b) Rewrite the following affirmative statements as questions, negative statements, negative 

questions without contractions, negative questions with contractions, and affirmative 

statements followed by negative tag questions. For example:

They will be serving the dessert.

Will they be serving the dessert?

They will not be serving the dessert.

Will they not be serving the dessert?

Won't they be serving the dessert?

They will be serving the dessert, won't they?

1. He will be needing this.

2. They will be living here.

c) Using either the auxiliary shall or the auxiliary will for the first person, fill in the blanks with 

the Future Continuous of the verbs shown in brackets. For example:

I ________________ soon. (to leave)

I shall be leaving soon. or I will be leaving soon.

____ you _________ coffee? (to make)

Will you be making coffee?

He ____ not ________ the bus. (to use)

He will not be using the bus.

1. He _____________________ a new language. (to learn)

2. ______ she ___________________ help? (to need)

3. ______ you not __________________ your jacket? (to mend)



4. He ______ not ___________________ here. (to stay)

5. ______ we not ___________________ them a card? (to mail)

6. They __________________________ the telephone. (to answer)

7. ______ you ___________________ downtown? (to go)

8. I _____ not __________________ at the school. (to stop)

9. ______ she not ___________________ a trip? (to plan)

10. I ___________________________ the arrangements. (to make)

11. They ______ not __________________ tired. (to feel)

12. ______ we ___________________ at the library? (to meet)

Future Perfect

A) Form 

Affirmative
Negative Interrogative

Negative 
interrogative

I shall/will have  

played
I will not have played Will I have played?

Will I not have 

played?

You will have 

played

You will not have 

played

Will  you have 

played?

Will you not have 

played?

He/she/it will have 

played

He/she/it will not 

have played

Will he/she/it have 

played?

Will he/she/it not 

have played?

We will have 

played

We will not have 

played

Will we have 

played?

Will we not have 

played?

You will have 

played

You will not have 

played

Will you have 

played?

Will you not have 

played?

They will have 

played

They will not have 

played

Will they have 

played?

Will they not have 

played?



Note: We use this tense to express an action that will be finished before some point in 

the future.

Common time expressions used in the Future Perfect:

 Before

 By Tomorrow/7 o’clock/next month

 Until/till

B) Use: The Future Perfect tense is used to refer to a non-continuous action which will be 
completed by a certain time in the future.

1) Actions that will be finished before some point in the future

Ex. a) She will have finished the work by Wednesday.

b) I will have cleaned the room before the guests arrive.

c) They will have eaten breakfast by the time he gets up.

Exercises

a) Using either the auxiliary shall or the auxiliary will for the first person, fill in the blanks with the 

Future Perfect of the verbs shown in brackets. 

1. You ________________________ the advertisement. (to study)

2. He _________________________ the newspapers. (to scan)

3. I _________________________ here for five years. (to be)

4. They ________________________ the proposal. (to consider)

5. It ________________________ raining by tomorrow. (to stop)

6. You _______________________ your plans. (to make)

7. I _______________________ the flowers. (to pick)

8. They ________________________ their minds. (to change)

9. She _________________ by then. (to arrive)

10. We ______________ everyone. (to meet)



11. He__________ (write) a book by the end of the week.

12. __________(finish, you) this project by the next week?

B) Rewrite the following affirmative statements as questions, negative statements, negative 

questions without contractions, negative questions with contractions, and affirmative statements 

followed by negative tag questions. 

For example:

She will have foreseen the difficulty.

Will she have foreseen the difficulty?

She will not have foreseen the difficulty.

Will she not have foreseen the difficulty?

Won't she have foreseen the difficulty?

She will have foreseen the difficulty, won't she?

1. It will have happened by then.

2. You will have paid the rent.

c) Using either the auxiliary shall or the auxiliary will for the first person, fill in the blanks 

with the Future Perfect of the verbs shown in brackets.

1. I ________________________ for a walk. (to go)

2. They _______ not yet _________________. (to arrive)

3. _______ she not __________________ the apples? (to eat)

4. _______ you __________________ the letter? (to send)

5. They _________________________ an apartment by then. (to find)

6. He _______ not __________________ soundly. (to sleep)

7. _______ I not _________________ you before then? (to see)

8. _______ he __________________ the puzzle? (to solve)



9. We _________________________ the parcel by Monday. (to receive)

10. _______ she not ________________ the chairs? (to sell)

11. _______ we __________________ the bus schedules? (to study)

12. You _______ not _________________ the rabbits. (to feed)

13. He __________________ it soon. (to finish)

14. You ____ not ________ time to read the book. (to have)

15.  ____ they __________ before? (to fly)

Future Perfect Continuous

A) Form:

Affirmative
Negative Interrogative

Negative 
interrogative

I shall/will have  

been playing

I will not have been 

playing

Will I have been 

playing?

Will I not have been 

playing?

You will have been 

playing

You will not have 

been playing

Will  you have been 

playing?

Will you not have 

been playing?

He/she/it will have 

been playing

He/she/it will not 

have been playing

Will he/she/it have 

been playing?

Will he/she/it not 

have been playing?

We will have been 

playing

We will not have 

been playing

Will we have been 

playing?

Will we not have 

been playing?

You will have been

playing

You will not have 

been playing

Will you have been 

playing?

Will you not have 

been playing?

They will have 

been playing

They will not have 

been playing

Will they have been 

playing?

Will they not have 

been playing?

B) USE

The Future Perfect Continuous tense is used to express a continuous, ongoing action which 

will be completed by a certain time in the future.



Ex. a) By next January, she will have been living here for a year.

b) You will have been traveling a great deal by the time you return home.

c) He will have been working for ten months by the time he takes his vacation.

Exercises 

A) Using either the auxiliary shall or the auxiliary will for the first person, fill in the 

blanks with the Future Perfect Continuous of the verbs shown in brackets.

1. She __________________________________ with them. (to argue)

2. We __________________________________ the city. (to tour)

3. He ____________________________________ what happened. (to wonder)

4. I ___________________________________ inventory. (to take)

5. It ___________________________________ for two days. (to snow)

6. They __________________________________ to come. (to long)

7. You ____________________________________ a speech. (to give)

8. We ___________________________________ our breath. (to hold)

9.     You ______________________ all night. (to wait)

10.   They _____________________ a good time. (to have)

B) Rewrite the following affirmative statements as questions, negative statements, negative 

questions without contractions, negative questions with contractions, and affirmative 

statements followed by negative tag questions. For example:

You will have been reading the timetable.

Will you have been reading the timetable?

You will not have been reading the timetable.

Will you not have been reading the timetable?



Won't you have been reading the timetable?

You will have been reading the timetable, won't you?

1. He will have been guarding the luggage.

2. They will have been preparing the meal.

C) Using either the auxiliary shall or the auxiliary will for the first person, fill in the blanks with 

the Future Perfect Continuous of the verbs shown in brackets. For example:

Will you have been trying to call?

He will not have been reading the paper.

1. She _________________________________ to help us. (to offer)

2. _______ it not __________________________ by then? (to snow)

3. We _______ not ___________________________ to leave. (to plan)

4. _______ they __________________________ for rain? (to hope)

5. I __________________________________ my friends. (to visit)

6. He _______ not ___________________________ the pictures. (to develop)

7. _______ she _________________________ the hedge? (to clip)

8. _______ we not _________________________ them often? (to see)

9. They ________________________________ for twenty-four hours. (to wait)

10. _______ he not __________________________ down? (to lie)

11. _______ you _________________________ croquet? (to play)

12. They _______ not _________________________ here long. (to live)

13.  They _______________________ the house. (to clean)



14.  ____ you ________________ to call? (to try)

15. He ____ not _________________ the paper. (to read)

7. Single Word Substitutes

Introduction: “Single word substitutes” as the phrase indicates itself are the words that 

replace group of words or a full sentence effectively without creating any kind of ambiguity in 

the meaning of the sentences. Like the word “autobiography” can be used  in place of the 

sentence “the life story of a man written by himself.” It is very important to write precisely and 

speak in a single word. Generally, we speak or write in  a garrulous way. But, it is seen that 

precise words are always understood easily by all. At times we become verbose which is not 

required and we are required to talk or speak precisely. This not only makes the language easily 

comprehensible but also makes it beautiful.  The other way, we can say that these words are 

used to bring an effect of compression in any kind of writing, for example in business 

communication there are instances when we have to write a lot with in limitation of time and 

space, there these kind of words can prove quite handy. In English language there are a lots of 

single words for a group of words that can be used effectively to make the writing to the point 

that too without losing the meaning of the context.

General list of single word substitutes:

♦ Anarchy – Absence of rule of law and order 

♦ A fatal blow  - A blow which may cause death 

♦ A posthumous child - A child born after the death of one’s father 

♦ Apiculture – Subject relating to beehives and beekeeping.

♦ Prodigy – A child of unusual of remarkable talent 

♦ Panacea – A cure for all diseases

♦ Masque – A dramatic performance 

♦ Transparency – A drawing on transparent paper 

♦ Venial – A fault that may be forgiven 

♦ Geostationary – A fixed orbit in space in relation to earth 



♦ Bureaucracy – A government by officials

♦ Autocracy – A government run by a dictator 

♦ Granary – A house for storing grains 

♦ A dead language – A language which is no longer in use 

♦ Nimbus – A large dark grey cloud that brings rain or show 

♦ Monolith – A large pillar made from one stone 

♦ An anonymous letter – A letter without the name of the author 

♦ Yacht – A light sailing boat built especially for racing 

♦ Homicide – A man can be sentenced to death for killing another 

♦ Eccentric – A man of odd habits 

♦ Bigot – A man with prejudiced views against religion 

♦ Pseudonym – A  name adopted by an author in his writings 

♦ Manuscript – A paper written in one’s own hand writing 

♦ Immigrant – A person from another country comes to our country to settle 

♦ Bookworm – A person interested in reading books and nothing else 

♦ Domicile – A person living permanently in a certain place 

♦ Agnostic – A person not sure of the existence of God

♦ Fastidious – A person very hard to please 

♦ Traitor – A person who betrays a friend 

♦ Smuggler – A person who brings goods illegally into the country 

♦ Pagan – A person who does not believe in any religion 

♦ Intruder – A person who enters without any invitation 

♦ Scapegoat – A person who is made to bear the blame due to others 

♦ Equestrian – A person who is skilled in horsemanship 

♦ Recluse – A person who lives alone and avoids other people 

♦ Teetotaler – A person who never takes alcoholic drinks 

♦ Autocrat – A person who rules without consulting the opinion of others 

♦ Honorary – A post with-out remuneration 

♦ Panacea – A remedy for all diseases 



♦ Circumlocution – A roundabout way for speaking 

♦ Kindergarten – A school for small children 

♦ Archipelago – A sea abounding in islands 

♦ Excursion – A short journey made by a group of persons together 

♦ Sojourn – A short stay at a place 

♦ Stroll – A short walk for pleasure or exercise 

♦ Epilogue – A speak given after conclusion of drama 

♦ Ophthalmologist – A specialist who tests eyesight 

♦ A maiden speech – A speech delivered for the first time in an assembly 

♦ Extempore speech – A speech delivered without previous preparation 

♦ Ballad – A story in verse 

♦ Allegory – A story in which ideas are symbolized as people 

♦ Dipsomania – A strong desire to take liquor 

♦ Pedantic – A style in which a writer makes a display of his knowledge

♦ Aquarium – A tank where fish and water plants are kept 

♦ Benign – A tumour which is not likely to spread 

♦ Dyke – A wall built to prevent the sea or a river from flooding an area 

♦ Obsolete – A word no longer in use 

8. Use of Abbreviations & Acronyms

Abbreviations and Acronyms are similar to each other as they both are short forms of longer 

words; however they are two different parts of the English language.

The use of abbreviations is a common practice in the English language. With so many 

abbreviations and so many different ways to write them, the proper usage can be difficult to 

remember. However, using abbreviations correctly is essential in formal and informal writing. 

Using an editor's guide like "The Chicago Manual of Style" can make the use of abbreviations 

easier.

Mr. Hall is pronounced Mister Hall and not M-R Hall.



This rule is only relaxed when the abbreviation is of a word taken from another language like 

e.g. which actually stands for exempli gratia. In this case, we say the meaning of the phrase 

instead of the phrase it self - for example instead of exempli gratia.

Acronym: An abbreviation formed from the initial letters of other words and pronounced as a 

word (e.g. ASCII, NASA)

NATO is pronounced NAY-TOE and not as North Atlantic Treaty Organization. Acronyms are 

also pronounced by the individual alphabet like with U.N, FBI, etc.

Always write a long name in full the first time you use it, regardless of how well known it is.

For example

 The World Health Organisation (WHO) is affiliated with the United Nations (UN). The UN 

provides funds which help the WHO perform its role effectively.

 Research into weapons of mass destruction (WMD) has increased the potential risks 

from bioterrorism. Agencies involved in the development of WMD have on occasion 

failed to maintain adequate levels of security, and this has led to potentially hazardous 

materials falling into the wrong hands.

Abbreviations should generally be avoided. However, it is appropriate to use standard 

abbreviations sometimes in scientific writing. For the first reference to a term in the text, the 

term should be used in full with the abbreviation included in brackets. For the remainder of the 

text the abbreviation should be used. However, abbreviations should not be used in the 

abstract or in the title.

For example

 Where the patient exhibits these symptoms it is appropriate for the doctor to request 

an electrocardiagram (ECG). An ECG may help to establish…

Adapted from Peat, J et al, (2002) Scientific writing, London: BMJ.

Note that, in academic writing usually the full form is used rather than contractions, as follows

Avoid abbreviations in academic writing

Full form Contraction

do not don't

cannot can't



will not won't

must not mustn't

he would he'd

List of Abbreviations:

Latin Abbreviations

Abbreviati
ons Full Form Meaning Use

A.D Anno Domini In the year of our 
lord

Used to show years after the 
birth of Jesus Christ -1600 A.D

a.m Ante Meridian Before midday
Used for the hours after 

midnight and before noon -
10a.m, 2a.m

c. / ca. Circa Approximately
Used for years/months when 

not sure of exact date -
ca. 1500

C.V Curriculum Vitae Course of Life
A document summarizing a 

person’s education and 
experience.

e.g. Exempli gratia For example

To give an example or instance 
of something - different 

cities, e.g.New York, Delhi, 
Beijing etc.

Et al. Et Alii And others

Used to show that there are 
more names that are 

unmentioned on a list - Tom, 
Jane, Jacket al.

Etc. Et cetera And other things
Used to signify similar things 

that are unmentioned on a list 
- milk, cheese, yoghurtetc.

i.e. Id est In other words / 
That is

Used in sentences to rephrase 
or show a connection between 

clauses - Jack, i.e. the most 
popular senior, likes Beth.

p.a Per Annum Through the year
Used to show something in the 
manner of ‘yearly’ - He earns 2 

million dollars p.a.

p.m Post meridian After midday
Used to show the hours after 
midday and before midnight -

10p.m, 2p.m



P.S Post Scriptum

Something 
written after the 

main text was 
finished.

Used mainly in letters to add 
something extra after the 

signoff - Yours Shirley,
P.S - I’ll be in Canada for 2 

weeks.

R.I.P Requiescat in 
pace

May he/she rest 
in peace

Used as a prayer for someone 
who has died - May Janet R.I.P.

Stat Statim Immediately
Used most often in the medical 

fields - This man needs a 
bypassstat.

Abbreviations Related to Names

Abbreviation Meaning Use

Dr. Doctor Dr. Smith was also invited.

Gen. General (army)
Gen. Luke ordered them to fire at the 

enemy.

Hon. Honorable Hon. James Smith gave away the prizes.

Mr. Mister Mr. Hall is in office at the moment.

Mrs. Mistress Mrs. Hall is waiting for her car.

Ms. Miss Ms. Jane Watson is here to see you.

Prof. Professor Prof. Jain is a popular faculty in college.

Rev.
Reverend 

(clergyman)
Rev. Jones blessed the house today.

Sr. / Jr. Senior / Junior
Bates Sr. and Harry Bates Jr. were inspecting 

the grounds.

St. Saint
St. Patrick is one of the most popular Irish 

saints.

General Abbreviations

Abbreviations Meaning Use

Assn. Association They named their club; Assn. of Low and 

Highs.



Ave. Avenue They said they would be waiting at 

Lexington Ave.

Dept. Department The Arts Dept. is holding a bake sale.

Est. Established Annabel’s est. 1963 in London, England.

Fig. Figure Look to fig. 8 to see how the process takes 

place.

Hrs. Hours We will reach the next camp at 1500hrs.

Inc. Incorporated Apple Inc. was founded in the 1970s by 

Steve Jobs and Steve Wozniak.

Mt. Mount Mt. Everest is the tallest mountain on earth.

No. Number The address is House no. 64, Mulberry Lane.

Oz. Ounces The recipe needs 34 oz. of honey.

Sq. Square The rent is 100 dollar per sq. inch.

St. Street The shop is located at Xyza St. near the 

intersection.

Vs Versus The final match is going to be 

Australiavs. India.

Abbreviations of Grammar

Abbreviation Meaning
Abbr. Abbreviation / Abbreviated
Adj. Adjective
Adv. Adverb
Obj. Objective
Pl. Plural

Poss. Possessive
Prep. Preposition
Pron. Pronoun

Pseud. Pseudonym
Sing. Singular
Syn. Synonym

Trans. Translation
V. / Vb. Verb



General Acronyms

Acronym Full Form What It Is

ATM Automated Teller 

Machine

A computerised cash dispenser

BPO Business Process 

Outsourcing

The outsourcing of specific functions 

of a business to a third party.

CAT Common Admission Test An ability based admission test 

conducted by the Indian Institute of 

Management.

DNA Deoxyribonucleic Acid The molecule in any living being that 

contains all the genetic data of the 

living being.

DVD Digital Versatile Disk A compact optical storage disk, used 

for storing videos and other 

information.

FAQ Frequently Asked 

Questions

A common section in most sites 

containing common queries from the 

visitors.

HR Human Resources The workforce of any organisation 

can also refer to the department that 

is in charge of human resources.

LCD Liquid Crystal Display A type of video display panel

LED Light Emitting Diode A glowing light source used in 

indicators.

PC Personal Computer A computer whose size, price and 

capabilities are useful for individual 

use.



RAM Random Access Memory A way/disk to store data on a 

computer

SONAR Sound Navigation And 

Ranging

A technique that uses echoes to 

navigate or communicate usually 

used in submarines.

USP Unique Selling 

Proposition

A term used to show how one 

product or service is different and 

unique from another.

VIP Very Important Person A person who gets special privileges 

due to their status or importance.

WWW World Wide Web Interlinked web documents accessed 

by the internet

Acronyms of Names

Acronym Full Form What It Is

AIDS
Acquired Immuno Deficiency 

Syndrome

A disease of the immune 

system caused by the HIV.

ASEAN
Association of Southeast Asian 

Nations

A political and economic 

organisation based on 

geographical location.

CERN

Conseil Européen pour la 

Recherche Nucléaire - European 

Organization for Nuclear 

Research

An international organisation 

that operates the largest 

particle physics laboratory

FIFA
Federation Internationale de 

Football Association

Organisation in charge of 

international association 

football.

InterPol
International CriminalPolice 

Organization.

An international organisation 

helping police cooperation 



across countries.

NASA
National Aeronautics and Space 

Administration

An American government 

agency handling space 

research.

NASCAR
National Association for Stock 

Car Auto Racing.

A family owned business 

sanctioning auto-racing 

events.

SARS
Severe Acute Respiratory 

Syndrome

A respiratory disease in 

humans which is fatal.

UN United Nations
An international organisation 

for inter-country cooperation.

UNICEF
United Nations Children’s 

Education Fund

A UN program that provides 

humanitarian help to children.

YMCA
Young Men’s Christian 

Association

A worldwide association that 

helps to put Christian 

principles into action.

HIV Human Immunodeficiency Virus The virus that causes AIDS.

Acronyms of Education

Acronym Full Form

B.A Bachelor of Arts

B.Sc Bachelor of Science

M.A Master of Arts

M.B.A Master of Business Administration

MBBS
Medicinae Baccalaureus, Baccalaureus Chirurgiae -

Bachelor of Medicine, Bachelor of Surgery

MD Medicinae Doctor - Doctor of Medicine

PhD Philosophiae Doctor - Doctorate of Philosophy



Unit – 5 (Notes) 

1. Impromptu talks

"It takes three weeks to prepare a good ad-lib speech." - Mark Twain

Many impressions and decisions are made based upon impromptu talks at meetings and 

conferences, in the classroom and in daily conversations. You can learn to think on your feet 

and become at least an adequate extemporaneous speaker. If you are frequently or even 

occasionally called on for impromptu remarks, the exercises necessary to develop the skill are 

worth the effort.

As mentioned in the introduction, this publication focuses on the invited talk for which you 

have time to prepare. Clearly much of the advice is not applicable or must be substantially 

abbreviated for impromptu talks. Some of the suggestions, however, can be used on the spur of 

the moment, especially if you have become familiar with them in the context of preparing and 

delivering invited talks. You can do a quick assessment of the audience by simply looking 

around the room. You can organize your remarks by making a quick mental outline or, if time 

permits, jotting down a few notes. You can incorporate many of the elements of good delivery 

And it is possible, with practice, to train yourself to do a commendable job of ad-libbing with 

less than Mr. Twain's recommended three weeks preparation time.

There are two types of extemporaneous speaking situations: times when you choose or feel 

compelled to contribute and times when, out of the blue, you are called on to contribute. The 

latter is, by far, more difficult, but there are a few tricks to help you with both situations.

The problems with impromptu talks for most people are their inability to organize their 

thoughts quickly and coherently, and to know when to stop talking. There are several patterns 

to keep in mind that will help you formulate fast mental outline.

 A chronology: past, present and future.

 Don't lose your cool



 By topics 1, 2, and 3 (it's recommended that you limit yourself to three unless you have 

had time to make a few notes).

 A discussion of the pros and cons.

Your mental outline should include your conclusion, the primary message you want to leave 

with the audience, presented as a strong, positive statement. Inexperienced extemporaneous 

speakers often simply forget a closing statement and just stop speaking. Resist the temptation 

to ramble; say what you have to say and either sit down or call for questions.

If called on unexpectedly to say a few words, stall for a moment or two to collect your thoughts 

by thanking the chair or speaker for giving you time to speak and possibly reiterating something 

said previously. Asking a rhetorical, yet relevant, question is also a way to buy a little time and 

can serve as your opening.

Practice in spare moments by picking a topic, taking a minute to prepare a mental outline or 

make a few notes, then standing and speaking for a couple of minutes. Increase the speaking 

time as you become more comfortable with the exercise. A practice shortcut is to make quick 

mental outlines of topics while reading the newspaper or watching the evening news. In 

training yourself to speak extemporaneously, the thought-gathering process and the speedy 

organization of those thoughts are the keys; the topic is almost incidental.

Addressing a Nonscientific Audience

"Many attempts to communicate are nullified by saying too much." - Robert Greenleaf

As with addressing a scientific audience, when speaking to a lay audience or the media, the 

point is to clearly and concisely communicate your information on a level they will understand. 

The point is not to overwhelm or snow the audience, nor to impress them with your vast 

knowledge and lofty credentials.

Effectively communicating with such a group usually means greatly simplifying a complex topic. 

There are some important guidelines that will help you with that task.

 Be sure to give at least thumbnail sketches of any essential underlying assumptions or 

principles, then straightforwardly explain or demonstrate how they relate to your 

subject.



 If possible, frame your talk in the context of everyday life or the binding focus of the 

group you are addressing.

 Math is rarely, if ever, appropriate for this type of audience.

 Talks given to other scientists usually include caveats, "on the other hands" and 

manipulation of variables because they indicate thorough and multidimensional 

research. Try to avoid those mechanisms when addressing a nonscientific audience 

because they tend to obscure your point(s) and confuse your listeners.

Confusing a lay audience is bad enough because it essentially wastes their time by failing to 

provide new, comprehensible knowledge. Confusing media representatives, however, can have 

farther-reaching consequences, including being misquoted and made to sound foolish. Keep 

your remarks simple, direct and well grounded in scientific fact.

Practicing your talk before a rehearsal audience of approximately the same age and educational 

level as your real audience is an excellent means of testing whether you will get your message 

across clearly. Does she understand everything? Does he need more background information? 

Does she have questions? Does he understand why the topic is important? Add to and subtract 

from your talk according to the responses.

Conclusion

The intent here has been to present positive suggestions to help scientists develop or fine-tune 

their public speaking skills. Where "thou shall nots" appear, they are important because they 

reflect complaints heard repeatedly about public addresses in general and scientific talks in 

particular. Each "don't do this" is supported by a rationale and, in most cases, followed by 

recommendations on how to do it better.

Capturing, focusing and maintaining an audience's attention are the keys to giving a good talk in 

any situation. There are many references here to things that annoy, confuse and distract 

audiences because a room full of annoyed, confused or distracted people will not be receptive 

to or retain what you have to say. There are, of course, external factors that can affect the 

audience's concentration such as faulty audiovisual equipment or noise from outside the 

presentation room. The message here, however, is to point out some of the many things 



speakers do themselves, through inexperience or carelessness, that undermine their own talks 

and to offer insights on how to avoid those pitfalls.

Common sense plays an important role in preparing and giving a good scientific talk. Scientists 

have ample opportunities for comparison of good and bad talks. It is a serious matter to 

complain about the rambling, disjointed talk of a colleague and then give one yourself. The 

same is true of hastily prepared, illegible visual aids. You recognize what makes a talk good 

when you are in an audience, just as you recognize what makes a bad one. Take the time to 

develop the skills necessary to emulate the good ones and avoid duplicating the mistakes of the 

bad ones.

We hope this publication will assist with both efforts.
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Impromptu Public Speaking Topics

1. My biggest concern for the future is...

2. Real wealth is never measured in money or possessions.

3. Conservation is survival.

4. Real love is not the stuff of pop songs.

5. If I were an animal I'd be a...

6. Plants have feelings too.

7. Junk food's popularity relies on marketing.

8. To err is human. To forgive is divine. Discuss.

9. The world is a smaller place these days.

10. The more we communicate, the less we really say.

11. When I grow up...

12. To be grown up is a state of mind. 



13. Goals are good for you. 

14. The most important lesson of my life so far... 

15. Intelligence is not enough. 

16. If I ruled the world... 

17. Color affects the way people feel. 

18. Ill health begins in the mind. 

19. Team sports build strong individuals. 

20. Laughter is the best medicine. 

21. Fools and their money are easily parted. 

22. Discipline is not a dirty word. 

23. Beauty is always in the eye of the beholder. 

24. Children learn what they live with. 

25. Poverty is a state of mind. 

26. What characteristics make an ideal hero and why? 

27. What and who is an average person? 

28. Being young is over-rated. 

29. In what situation is lying a good idea? 

30. Does money make the world go round? 

31. What human quality do we need more of and why? 

32. Who has been the most influential person in your life and why? 

33. How we look is unimportant. It's who we are on the inside that counts. 

34. Fashion victims I have known. 

35. Pets are for people who don't have children. 

36. Summer is the best and worst of times. Why? 

37. The media controls how and what we think. 

38. Advertising targeting children is immoral. 

39. Talking to someone and talking with someone are two different activities. 

40. Real learning doesn't occur in a classroom. 

41. What would you rather be - wise or intelligent? 



42. True wisdom comes from experience. 

43. A sense of humor is essential. 

44. Uniforms stifle individuality. 

45. What is normal is decided by the society we live in. 

46. Manners matter. 

47. Children should not watch television. 

48. Art is essential to life. 

49. Cities are for people not cars. 

50. Peace is possible. 

2. E-Mail Communication

Most of your day to day communication at the university, both official and unofficial, will be 

done by email. The simplicity of using email technically should not distract you from the care 

that needs to be taken as you write.

The most important thing to remember when you write an email is to consider its impact on 

your reader. Think about why you are writing the email and consider the tone and the way you 

express yourself. The more distant the relationship is between yourself and your reader, the 

more formal the tone and expression must be and the more carefully constructed your email 

will have to be. In other words, you should observe email etiquette.

This chapter helps you to:

� Know the basics

� Be aware of your relationship with your reader

Without email etiquette, you may unintentionally give a poor impression of yourself to the 

reader. If you do this, you may fail to achieve your objective in writing the email and your 

reputation may be damaged. Conversely, a well written email will not only succeed in getting 

your message across but also create a good impression of you.

Know the Basics:

Tone and presentation are the two basic elements you need to pay attention to when

you write a formal email. Try to do the following:



� Use your NUS email address when writing to people at NUS. Emails from idiosyncratic email 

addresses may get “spammed”.

� Compose a subject line that is concise, relevant to the topic and will get the reader’s

attention, e.g. Apologies for absence from tutorial; Request for reference letter.

Note: A well written email will not only succeed in getting your message across but also create a good 
impression of you.
� Start with a formal salutation, using the reader’s full title and surname for a formal email, e.g. 

Dear Professor Tan, Dear Dr Smith, Dear Ms Lim. Make sure you know which part of the name is 

the surname. While Chinese names often put the family name first, in other names this is the 

last part of the name.

� Limit the content to one screen, if possible.

� Write proper paragraphs and leave spaces between paragraphs.

� Use subheadings, numbers and bullets, if relevant, to make your content easy to understand.

Do not write in upper case letters as this is perceived as rude.

� Make sure your tone is courteous. Modal verbs such as would or could sound more polite 

than can or will and questions sound less demanding than direct requests, e.g. Would it be 

possible to be excused from Monday’s tutorial? instead of: I am not coming to class next 

Monday or Please could you send me the handouts I missed? instead of: Please send me the 

handouts. Do not forget to say please and thank you.

� Choose an appropriate closing. Formal emails often end with Regards or Best regards and not 

usually with Yours sincerely or Yours faithfully.

� Make sure you know which are taboo topics in your context, e.g. money, sex or religion. Do 

not write to a tutor asking to borrow money or inviting him or her to a religious gathering.

� Always re-read and check an email carefully before you click send.

Be Aware of Your Relationship with Your Reader

Being aware of who your reader is, their position and their relationship to you is very

important. Getting the correct tone is central to writing an email that will be well received and 

will achieve the purpose for which it was written.

The following two case studies, taken from emails written on campus, illustrate how things can 

go wrong.



Get the right style and tone for your reader:

In this first case study a student needed to write to someone in authority to get permission to 

use a facility in the faculty. See Figure 1.

Figure 1: Unsuccessful email asking for permission

Here the problem is that the student has written in the way in which he would write to a friend, 

which is not appropriate when writing to someone in authority. Notice these faulty usages:

� Inexplicit subject line: What about the career fair?

� Inappropriate salutation: Hi Lee

� Short forms: I’m, cd

� Incomplete sentence: Awaiting...which has no subject

� Inappropriate punctuation: Let me know soonest if this is OK?

� Inappropriate tone: Let me know soonest if this is OK?



� Informal vocabulary: a great spot

� No expression of gratitude

� Lack of polite closing phrase

� Inappropriate signature: Signing off without surname implies familiarity.

In comparison, the email in Figure 2 is an effective communication because the writer uses the 

correct elements for writing to someone he does not know well who is in a position of 

authority. In other words, the writer shows awareness of the relationship between himself and 

the reader.



Figure 2: Successful email asking for permission

Note: Getting the correct tone is central to writing an email that will be well received.

This email is appropriate for the reader in the following ways:

� Explicit subject line

� Appropriate salutation with proper title: Prof

� Full forms: am, could

� Complete sentence: We look forward to your response.

� Courteous tone: We would appreciate it if you could let us use this location.

� Formal vocabulary: ideal location

� Expression of gratitude: We would appreciate it if you could let us use this location.

� Polite closing phrase: Respectfully yours

� Appropriate signature: The full name is formal and ensures the reader knows who the writer 

is.

Be considerate of your reader
The student in the second case study needed to write to request a letter of recommendation. 

She sent the email on the Monday before the Tuesday in question. See Figure 3.

Figure 3: Unsuccessful email requesting a reference letter

This email creates a negative impression due to the following:



� This is an inconsiderate request as the writer is giving the tutor only a day to write the letter. 

The tutor will need to go through records and results in order to write the letter. Admitting the 

urgency of the request does nothing to make it less rude.

� The writer is also inconsiderate in that she does not consider the fact that the tutor may be 

teaching hundreds of students and may need some help to remember exactly who the writer is. 

She should have included information about for which course and in which semester she had 

been in the reader’s class.

� The tone is also very demanding: The letter should be official (with school letterhead) and duly 

sealed with the school stamp. These might be the exact instructions given to the writer for the 

submission of the letter of recommendation but they should not be what she tells her tutor to 

do as the sentence sounds like an order. The writer could have said: The letter needs to be 

submitted to department X and sealed with the official stamp.

� There is no expression of gratitude.

� There is no polite closing phrase.

� The writer implies familiarity by signing off without her surname. In addition, the tutor needs 

the surname to help her recall the student.

� As an email requesting a statement attesting to the writer’s proficiency in English, this email 

does not make a good impression because it is either poorly-written or poorly-edited, as it 

contains these errors:

Preposition: on the April holiday Tense: was required

Punctuation: i error made twice

Inaccuracy: Can you help me to write this letter? Who is writing the letter, the

student or the instructor?

� Finally, the spacing and layout of the email is messy and unattractive.

Figure 4 shows the improved version.



Figure 4: Successful email requesting a reference letter

Conclusion

Whenever you write any formal email, remember that you want your email to achieve

purpose. To make sure this happens, you must create emails which are presented

read format, appropriately written with regard to tone and also show

reader.
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3. Creative Writing

The definition of creative writing is writing that expresses ideas and thoughts in an

imaginative way. The writer gets to express feelings and emotions instead of just 

presenting the facts.

Creative Writing: Ideas and Imagination

The best way to define creative writing is to give a list of things that are and that are not 

considered creative writing. Things that are would be:

Novels, poems, epics, short stories, screenplays, songs, television scripts, etc.

Things that are usually not creative writing include:

Academic writing, textbooks, journalism, and technical writing

Your creative juices flow when you engage in creative writing. The majority of writing, by far, is 

creative writing. Not only can it be a creative outlet, but creative writing can be therapeutic as 

well. Many psychologists recommend creative writing to express feelings and perhaps examine 

them. In creative writing, you can use your imagination and pretend anything you want and 

help the reader to do the same.

Examples of Creative Writing

This kind of writing entertains the reader and there are many places where you can find it. 

Examples need to be included in any definition of creative writing. Following are some of the 

forms and examples.

Poems are great examples of creative writing. Here is an excerpt from Lewis Carroll’s “The 

Walrus and the Carpenter" from Through the Looking-Glass.

"If seven maids with seven mopsSwept it for half a year.Do you suppose," the Walrus 

said,"That they could get it clear?""I doubt it," said the Carpenter,And shed a bitter 

tear. 

Short stories can be narrative, funny, mysterious, satirical, fantasy, or historical. Aesop’s Fables 

are very short stories that include a lesson for the reader. Here is the “Hare and the Tortoise.”



A Hare one day ridiculed the short feet and slow pace of the Tortoise, who replied, 

laughing: "Though you be swift as the wind, I will beat you in a race." The Hare, 

believing her assertion to be simply impossible, assented to the proposal; and they 

agreed that the Fox should choose the course and fix the goal. On the day appointed for 

the race the two started together. The Tortoise never for a moment stopped, but went 

on with a slow but steady pace straight to the end of the course. The Hare, lying down 

by the wayside, fell fast asleep. At last waking up, and moving as fast as he could, he 

saw the Tortoise had reached the goal, and was comfortably dozing after her 

fatigue. The moral is: Slow but steady wins the race.

Novels are always creative but some are more so than others. Here is an example of creative 

writing from the opening of Don Quixote by Miguel de Cervantes.

In a village of La Mancha, the name of which I have no desire to call to mind, there lived 

not long since one of those gentlemen that keep a lance in the lance-rack, an old 

buckler, a lean hack, and a greyhound for coursing. An olla of rather more beef than 

mutton, a salad on most nights, scraps on Saturdays, lentils on Fridays, and a pigeon or 

so extra on Sundays, made away with three-quarters of his income. The rest of it went 

in a doublet of fine cloth and velvet breeches and shoes to match for holidays, while on 

week-days he made a brave figure in his best homespun.

Story Starters

Want to try your hand at it or sharpen your writing skills? Some things that can help you get 

started are:

 Imagine that..

 Have you ever wondered ...

 Pretend that ...

 What if ...

 A funny thing happened...

 Why do you think that ...



 Once upon a time ...

 It was a dark and stormy night ...

Maybe those will help you use your imagination and express your feelings. Being creative and 

pretending is part of being human. Why else would there be so many books, plays, movies, and 

songs? So grab a pen, some paper, and start creating.

4. Direct and indirect speech

Introduction:

There two ways to convey a message of a person, or the words spoken by a person to other 

person.

1. Direct speech

2. Indirect speech

Suppose your friend whose name is John tells you in school, “I will give you a pen”. You come to 

home and you want to tell your brother what your friend told you. There are two ways to tell 

him.

Direct speech: John said, “I will give you a pen”.

Indirect Speech: John said that he would give me a pen.

In direct speech the original words of person are narrated (no change is made) and are 

enclosed in quotation mark. While in indirect speech some changes are made in original words 

of the person because these words have been uttered in past so the tense will change 

accordingly and pronoun may also be changed accordingly. In indirect speech the statement of 

the person is not enclosed in quotation marks, the word “that” may be used before the 

statement to show that it is indirect speech. Indirect speech is also called reported speech 

because reported speech refers to the second part of indirect speech in which something has 

been told by a person.

Reporting verb: The verb first part of sentence (i.e. he said, she said, he says, they said, she 

says,) before the statement of a person in sentence is called reporting verb.



Examples. In all of the following example the reporting verb is “said”.

He said, “I work in a factory” (Direct speech)

He said that he worked in a factory. (Indirect speech)

They said, “we are going to cinema” (Direct speech)

They said that they were going to cinema. (Indirect speech)

Reported Speech. The second part of indirect speech in which something has been told by a 

person (which is enclosed in quotation marks in direct speech) is called reported speech. For 

example, a sentence of indirect speech is, He said that he worked in a factory. In this sentence 

the second part “he worked in a factory” is called reported speech and that is why the indirect 

speech as a whole can also be called reported speech.

Fundamental rules for indirect speech.

1. Reported speech is not enclosed in quotation marks.

2. Use of word “that”: The word “that” is used as a conjunction between the reporting 

verb and reported speech.

3. Change in pronoun: The pronoun (subject) of the reported speech is changed according 

to the pronoun of reporting verb or object (person) of reporting verb (first part of 

sentence). Sometimes the pronoun may not change.

In following example the pronoun of reported speech is “I” which will be changed in indirect 

speech into the pronoun (Subject) of reporting verb that is “he”.

Example.

Direct speech: He said, “I am happy”

Indirect Speech: He said that he was happy.

Direct speech: I said to him, “you are intelligent”

Indirect Speech: I said him that he was intelligent. (“You” changed to “he” the person of 

object of reporting verb)



1. Change in time: Time is changed according to certain rules like now to then, today to 

that day, tomorrow to next day and yesterday to previous day.

Examples:

Direct speech: He said, “I am happy today”

Indirect Speech: He said that he was happy that day.

2. Change in the tense of reported speech: If the first part of sentence (reporting verb 

part) belongs to past tense the tense of reported speech will change. If the first part of 

sentence (reporting verb part) belongs to present or future tense, the tense of reported 

speech will not change.

Examples

Direct speech: He said, “I am happy”

Indirect Speech: He said that he was happy. (Tense of reported speech changed)

Direct speech: He says, “I am happy”

Indirect Speech: He said that he is happy. (Tense of reported speech didn’t change)

Changes in pronoun in Indirect Speech.

The pronoun (subject) of the reported speech is changed according to the pronoun of reporting 

verb or object (person) of reporting verb (first part of sentence). Sometimes the pronoun may 

not change.

1. First person pronoun in reported speech i.e. I, we, me, us, mine, or our, is changed 

according to the pronoun of reporting verb if pronoun in reporting verb is third person pronoun 

i.e. he, she, it, they, him, his, her, them or their.

Examples.

Direct speech: He said, “I live in New York”

Indirect speech: He said that he lived in New York.

Direct speech: They said, “we love our country”

Indirect speech: They said that they loved their country



2. First person pronoun in reported speech i.e. I, we, me, us, mine, or our, is not changed if 

the pronoun (Subject) of reporting is also first person pronoun i.e. I or we.

Examples.

Direct speech: I said, “I write a letter”

Indirect speech: I said that I wrote a letter.

Direct speech: We said, “we completed our work”

Indirect speech: We said that we completed our work.

3. Second person pronoun in reported speech i.e. you, yours is changed according to the 

person of object of reporting verb.

Examples.

Direct speech: She said to him, “you are intelligent”

Indirect speech: She said to him that he was intelligent.

Direct speech: He said to me, “you are late for the party”

Indirect speech: He said to me that I was late for the party.

4. Third person pronoun in reported speech i.e. he, she, it, they, him, his, her, them or their, is 

not changed in indirect speech.

Examples.

Direct speech: They said, “he will come”

Indirect speech: They said that he would come.

Direct speech: You said, “they are waiting for the bus”

Indirect speech: You said that they were waiting for the bus.

Changes in time and adverbs in indirect speech.

Time and adverbs are changed in indirect speech.

Examples.

Direct speech: He said, “I will buy a book tomorrow”

Indirect speech: He said that he would buy a book the next day.

Direct speech: She said, “I am happy now”

Indirect speech: She said that she was happy then.



Direct speech: He said, “I like this book”

Indirect speech: He said that he liked that book.

Common Rules

Today changes to that day/the same day

Tomorrow changes to the next day/the following day

Yesterday changes to the day before/the previous day

Next week/month/year changes to the following week/month/year

Last week/month/year changes to the previous week/month/year

Now/just changes to then

Ago changes to before

Here changes to there

This changes to that

Indirect speech for exclamatory and imperative sentences

Indirect speech of imperative sentence.

A sentence which expresses command, request, advice or suggestion is called imperative

sentence.

For example,

• Open the door.

• Please help me.

• Learn your lesson.

To change such sentences into indirect speech, the word “ordered” or “requested” or “advised” 

or “suggested” or “forbade” or “not to do” is added to reporting verb depending upon nature 

of imperative sentence in reported speech.

Examples:.

Direct speech: He said to me, “please help me.”

Indirect Speech: He requested me to help him.



Direct speech: She said to him, “you should work hard for exam.”

Indirect Speech: He suggested him to work hard for exam.

Direct speech: They said to him, “do not tell a lie.”

Indirect Speech: They said to him not to tell a lie.

Direct speech: He said, “open the door.”

Indirect Speech: He ordered to open the door.

Direct speech: The teacher said to student, “do not waste time.”

Indirect Speech: The teacher advised the students not to waste time.

Direct speech: He said, “please give me glass of water”

Indirect Speech: He requested to give him a glass of water.

Direct speech: Doctor said to me, “Do not smoke”

Indirect Speech: Doctor advised me not to smoke.

Direct speech: The teacher said to him, “Get out”

Indirect Speech: The teacher ordered him to get out.

Indirect speech of exclamatory sentences

Sentence which expresses state of joy or sorrow or wonder is called exclamatory sentence.

For example.

• Hurrah! We won the match.

• Alas! I failed the test.

• Wow! What a nice shirt it is.

To change such sentences, the words “exclaimed with joy” or “exclaimed with sorrow” or 

“exclaimed with wonder” is added in the reporting verb depending upon the nature of 

exclamatory sentence in indirect speech.

Examples:

Direct speech: He said, “Hurrah! I won a prize”

Indirect Speech: He exclaimed with joy that he had won a prize.

Direct speech: She said, “Alas! I failed in exam”

Indirect Speech: She exclaimed with sorrow that she failed in the exam.



Direct speech: John said, “Wow! What a nice shirt it is”

Indirect Speech: John exclaimed with wonder that it was a nice shirt.

Direct speech: She said, “Hurrah! I am selected for the job”

Indirect Speech: She exclaimed with joy that she was selected for the job.

Direct speech: He said, “Oh no! I missed the train”

Indirect Speech: He exclaimed with sorrow that he had missed the train.

Direct speech: They said, “Wow! What a pleasant weather it is”

Indirect Speech: They exclaimed with wonder that it was a pleasant weather.

Indirect speech for Interrogative (question) sentence

For changing interrogative (question) sentence into indirect speech we have to observe the 

nature of question and then change it into indirect speech according to it rules for indirect 

speech. A question can be of two types. One type which can be answered in only YES or NO and 

other type which needs a little bit explanation for its answer and cannot be answered in only 

YES or NO.

Examples

Do you like music? (It can be answered in YES or NO)

How are you? (It cannot be answered in YES or NO but it needs a little bit explanation i.e. I 

am fine.)

Questions which can be answered in YES/NO.

To change questions (which can be answered in yes or no) into indirect speech, word “if” or 

“whether” is used before the question in indirect speech. Rules for change in tense of question 

sentences are same as for change in normal tenses in indirect speech but sentence will not start 

with the auxiliary verb of the tense. The word “that” is not used between reporting verb and 

reported speech as conjunction in indirect speech for question sentence. Question mark is not 

used in indirect speech.



Examples:

Direct speech: He said to me, “do you like music?”

Indirect Speech: He asked me if I liked music. (Not, did I like music)

Or Indirect Speech: He asked me whether I liked music.

Direct speech: She said, “Will he participate in the quiz competition?”

Indirect Speech: She asked me if he would participate in quiz competition.

Direct speech: I said to him, “are you feeling well?”

Indirect Speech: I asked him if he was feeling well.

Direct speech: They said to me, “did u go to school?”

Indirect Speech: They asked me if I had gone to school.

Direct speech: He said to me, “Have you taken the breakfast?”

Indirect Speech: He asked me if I had taken the breakfast

Question which cannot be answered in YES/NO.

To change such questions into indirect speech, the words “if” or “whether” is not used. The 

tense of the question is changed according to the rules for change in normal tenses in indirect 

speech but sentence will not start with the auxiliary verb of the tense. The word “that” is not 

used between reporting verb and reported speech as conjunction, in indirect speech for 

question sentence. Question mark is not used in indirect speech.

Examples:

Direct speech: He said to me, “how are you?”

Indirect speech: He asked me how I was. (Not, how was I)

Direct speech: Teacher said to him, “what is your name?”

Indirect speech: Teacher asked him what his name was.

Direct speech: She said to him, “why did you come late?”

Indirect speech: She asked him why he had come late.



Direct speech: He said, “when will they come?”

Indirect speech: He asked when they would come.

Direct speech: She asked his son, “why are you crying?”

Indirect speech: She asked her son why he was crying.

Table for change in tense of reported speech for all TENSES

TENSE CHANGE - IN - INDIRECT SPEECH
Present simple tense into Past simple
Present Continuous tense into Past continuous
Present Perfect tense into Pas perfect
Present Perfect Continuous into Past perfect continuous
Past simple into Past Perfect
Past Continuous into Past Perfect Continuous
Past Perfect into Past Perfect
Future simple, will into would
Future Continuous, will be into would be
Future Perfect, will have into would have

DIRECT SPEECH INDIRECT SPEECH
PRESENT TENSE

PRESENT SIMPLE changes into PAST SIMPLE
He said, “I write a letter.” He said that he wrote a letter.
She said, “he goes to school daily.” He said that she went to school daily.
They said, “we love our country.” They said that they loved their country.
He said, “he does not like computer.” He said that he did not like computer.

PRESENT CONTINUOUS changes into PAST CONTINUOUS
He said, “he is listening to the music.” He said that he was listening to the music.
She said, “I am washing my clothes.” She said that she was washing her clothes.
They said, “we are enjoying the weather.” They said that they were enjoying the weather.

I said, “it is raining.” He said it was raining.
She said, “I am not laughing.” She said that she was not laughing.

PRESENT PERFECT changes into PAST PERFECT
She said, “he has finished his work.” She said that he had finished his work.



He said, “I have started a job.” He said that he had started a job.
I said, “she have eaten the meal.” I said that she had eaten the meal.
They said, “we have not gone to New York.” They said that they had not gone to New York.

PRESENT PERFECT CONTINUOUS changes into PAST PERFECT CONTINUOUS
He said, “I have been studying since 3 
O’clock.”

He said that he had been studying since 3 
O’clock.

She said, “It has been raining for three days.”
I said, “She has been working in this office 
since 2007”

She said that it been raining for three days.
I said that she had been working in this office 
since 2007.

PAST TENSE
PAST SIMPLE changes into PAST PERFECT

He said to me, “you answered correctly.”
John said, “they went to cinema.”
He said, “I made a table.”
She said, “I didn’t buy a car”

He said to me that I had answered correctly.
John said that they had gone to cinema.
He said that he had made a table.
She said that she had not bought a car.

PAST CONTINUOUS changes into PAST PERFECT CONTINUOUS
They said, “we were enjoying the weather.” They said that they had been enjoying.
He said to me, “ I was waiting for you.” He said to me that he had been waiting for me.

I said, “It was raining.” I said that it had been raining.
She said, “I was not laughing.” She said that she not been laughing.

PAST PERFECT changes into PAST PERFECT (tense does not change)
She said, “She had visited a doctor.” She said that she had visited a doctor.
He said, “I had started a business.” He said that he had started a business.
I said, “she had eaten the meal.” I said that she had eaten the meal.
They said, “we had not gone to New York.” They said they had not gone to New York.

FUTURE TENSE
FUTURE SIMPLE TENSE

WILL changes into WOULD
He said, “I will study the book.” He said that he would study the book.
She said, “I will buy a computer.” She said that she would buy a computer.
They said to me, “we will send you gifts.” They said to me that they would send you gifts.

I said, “I will not take the exam.” I said that I would not take the exam.
FUTURE CONTINUOUS TENSE

WILL BE changes into WOULD BE
I said to him, “ I will be waiting for him.” I said to him that I would be waiting for him.

She said,” I will be shifting to new home.” She said that she would be shifting to a new 
home.

He said, “I will be working hard.” He said that he would be working hard.
He said, “he will not be flying kite.” She said that he would not be flying kites.



FUTURE PERFECT TENSE
WILL HAVE changes into WOULD HAVE

He said, “I will have finished the work.” He said that he would have finished the work.
She said, “they will have passed the 
examination.”

She said that they would have passed the 
examination.

He said, “I will have gone” He said that he would have gone.

Note: The tense of reported speech may not change if reported speech is a universal truth 
though its reporting verb belongs to past tense.
Examples:

Direct speech: He said, “Mathematics is a science”
Indirect Speech: He said that mathematics is a science.
Direct speech: He said, “Sun rises in east”
Indirect Speech: He said that sun rises in east. (Tense didn’t change because reported 

speech is a universal truth thought its reporting verb belongs to past tense)

Indirect speech for sentence having MODALS, “can, may, must,

Present modals are changed to past modals

Direct Speech Indirect Speech
Indirect speech for sentence having MODALS,

“can, may, must, should, ought to”
CAN changes into COULD

He said, “I can drive a car” He said that he could drive a car.
She said, “he can play a violin.” She said that he could play a violin.
They said, “we can climb on a hill” They said that they can climb on a hill.

MAY changes into MIGHT
He said, “I may buy a computer” He said that he might buy a computer.
She said, “he may visit a doctor.” She said that he might visit a doctor.
They said, “they may go to zoo” They said that they might go to zoo.

MUST changes into HAD TO
He said, “I must work hard” He said that he had to work hard.
She said, “they must carry on their work” She said that they had to carry on their work.
I said to him, “you must learn the test-taking 
strategies”

I said to him that he had to learn the test-
taking strategies.

Indirect speech for sentence having MODALS, should, ought to, might, would, and could”

The modal will not change in indirect speech



Direct Speech Indirect Speech
THESE MODALS DO NOT CHANGE

Would, could, might, should, ought to”
Would

They said, “we would apply for a visa” They said that they would apply for visa.
He said, “I would start a business. He said that he would start a business.
She said, “I would appear in exam” She said that she would appear in the exam.

Could
She said, “she could play a piano” She said that she could play a violin.
They said, “we couldn’t learn the lesson” They said they couldn’t learn the lesson.
He said, “I could run faster” He said that he could run faster.

Might
He said, “guests might come” He said that guest might come.
She said, “it might rain” She said that it might rain.
John said, “I might meet him” John said that he might meet him.

Should
He said, “I should avail the opportunity” He said that he should avail the opportunity.
She said, “I should help him” She said that she should help him.
They said, “we should take the exam” They said that they should take the exam.

Ought to
He said to me, “you ought to wait for him” He said to me that I ought to wait for him.
She said, “I ought to learn method of study” She said that she ought to learn method of 

study.
They said, we ought to attend our classes” They said that they ought to attend their 

classes.

5. Fixed and Semi Fixed Expressions

Fixed Expressions:

Expressions which cannot be changed or can only be changed minimally. Most fixed expressions 

are idiomatic or are those used in polite speech (e.g., How�s it going?). 

Semi Fixed Expressions:

Expressions which have at least one slot into which a number of different words or phrases can 

be inserted. 

Fixed expressions:



Linguist Michael Lewis has used the term 'semi-fixed expressions' as the description of a certain 

phrase type. For example, idiomatic expressions such as 'by and large', 'on the up and up', 'few 

and far between', 'fly in the ointment' or 'under the weather' don't change; they are invariable, 

and therefore fixed.

To children, non-native English speakers, and anyone who confronts a fixed expression for the 

first time, they can be baffling. A fixed expression is a little like a secret code that allows access 

to a club that not everyone can enter. It’s a phrase that has a very specific meaning that can’t 

be expressed any other way and also can’t be deduced just by considering the sum of its parts. 

Some fixed expressions, like “ready, aim, fire” are used so often that the opportunity to turn 

them into a joke creates another fixed expression. Others, such as “before you know it” or “to 

tell you the truth” have been around for so long that they function almost as a single word.

Unlike idioms, fixed expressions typically offer neither folk wisdom nor an image. “Two heads 

are better than one” creates a bizarre, yet effective, visual idea of one body that operates with 

two heads, while the idiom’s meaning is that two people working on a problem have a better 

chance of solving it than just a single thinker. Fixed expressions are more often a collection of 

words with individual meaning that really have nothing to do with one another.

“All of a sudden” is a perfect example. “All” means a totality, a location or moment in time in 

which everything is included. “Of a” is really just a grammatical phrase with no internal meaning 

of its own. “Sudden” refers to something completely unexpected; it is only the final word in this 

expression that contributes meaning to the fixed expression, which is simply another way of 

saying “suddenly.”

Another charmingly baffling fixed expression is “neither here nor there.” This phrase is used to 

dismiss someone’s idea, statement, or concern as being irrelevant. In effect, if something that 

has been added to a conversation is “neither here nor there,” then it’s nowhere; it doesn’t exist 

and can therefore be ignored.

Sometimes, fixed expressions really make very little sense. Imagine two friends who are 

discussing which movie to see. One tells the other, “It’s up to you,” meaning that the friend 

should make the decision. As the word “decision” isn’t anyplace in the phrase or even 



suggested by it, unless a listener already knows what the phrase means, there’s no way to 

understand it.

Learning fixed expressions is part of learning a language. Children often question a fixed 

expression the first time they hear it but quickly absorb the meaning and integrate it into their 

conversations. English learners, however, must make a concerted effort to memorize fixed 

expressions because they are such an important part of communication in English.

Semi-Fixed Expressions:

On the other hand, the verb form and also the pronoun vary in expressions such as 'drop 

someone a line', 'make a monkey out of someone' or 'wear out one's welcome' , Would you like 

some more ...?, There's a very nice ... restaurant near here, We were interested in the fact that 

.... etc. So those expressions are not completely invariable and would thus be considered to be 

semi-fixed expressions.

List of fixed expressions 

during the day at night

in the meantime in the next few…+NOUN

for the time being a remote chance

It’s not likely that… to quit a job…

to remember to+INF to forget to+INF

for the most part many years ago

It’s been a long time since… In my opinion…

Under/given the circumstances… I’m taken aback that…

To get the bill At full speed

To take one’s time + gerund To take responsibility for…

To get/be accustomed/used to… For the sake of…

In order to… To hurry up and…

To speed up To slow down

To have money saved up To be bored out of one’s mind



Out in the open In secret

To be sure/certain of… Wide open

Shut tight The fact that…

To say the least Watch out (for)!

To be in trouble (with somebody) Sorry to bother/trouble you, but…

Would you mind if…? To go wrong

Go away! Let’s get going

To be short/missing a… In the middle of the night

Something is missing (from) What's going on?

What's the matter? What's wrong?

I'd be happy to. Please help yourself.

List of semi-fixed expressions:

When it was time to sow If that were so

A few days later when he came In the evening when everyone had left

If you feel sorry for him Now let me see how

As soon as he stepped out As if in answer

If you see anything strange I hereby appoint you

But before the queen could ask for food Hearing the man’s cries

I would be grateful if you would As a token of appreciation

We are really fortunate to have As a matter of fact I am looking for

It was said that flowers would bloom Now that he was

One day while he was When he awoke

As you may have heard After much deliberation

Troubled by his thoughts The good part is that

The way he was acting In pursuit of happiness


