Semester – IV [B.Ed]
Language proficiency [English Language] [50 Marks]



Unit –I [Nature of Language]     (Weightage – 2questions 5 marks each) 
·  What is Language?
· Nature of English Language 
·  Need and Importance of English language 

Unit II [Utility of language]       (Weightage 5 Questions 3 marks) 
· Translation: Rules of translation 
· Precis writing 
·  Letter writing: formal, informal letters 
·  Comprehension 

Unit III [Grammar] (Weightage 25 Questions 1 marks each) 
Articles (Definite & Indefinite ) 
Tenses (Present, Past, Future) 
Parts of Speech 
Antonyms, Synonyms 
Modals 




UNIT 1
WHAT IS LANGUAGE

Language, a system of conventional spoken, manual (signed), or written symbols by means of which human beings, as members of a social group and participants in its culture, express themselves. The functions of language include communication, the expression of identity, play, imaginative expression, and emotional release.

DEFINITIONS OF LANGUAGE
Many definitions of language have been proposed. Henry Sweet, an English phonetician and language scholar, stated: “Language is the expression of ideas by means of speech-sounds combined into words. Words are combined into sentences, this combination answering to that of ideas into thoughts.” The American linguists Bernard Bloch and George L. Trager formulated the following definition: “A language is a system of arbitrary vocal symbols by means of which a social group cooperates.” Any succinct definition of language makes a number of presuppositions and begs a number of questions. The first, for example, puts excessive weight on “thought,” and the second uses “arbitrary” in a specialized, though legitimate, way.
Language is the normal way humans communicate. Only humans use language, though other animals communicate through other means. Human language has syntax, a set of rules for connecting words together to make statements and questions. Language can also be changed, by adding new words, for example, to describe new things. Other animals may inherit a set of calls which have pre-set functions.
Language may be done by speech or by writing or by moving the hands to make signs. It follows that language is not just any way of communicating. Even some human communication is not language: see non-verbal communication. Humans also use language for thinking.
When people use the word language, they can also mean:
· the language of a community or country
· the ability of speech
· formal language in mathematics, logic and computing
· sign language for deaf people (people who cannot hear)
· a type of school subject

All languages share certain things which separate them from all other kinds of communication. 
A language has rules which are shared by a community.
All human languages are based on sound and hearing, or in the case of sign language, vision. All the basic sound units, or phonemes, have this in common: they can be spoken by the human voice, and heard by the human ear.
The sounds come out in a sequence, not all at once. This is mimicked in writing, where the marks are put on the paper or screen in the same sequence.
The stream of sounds has little gaps between them, and come in bigger packages. We call the bigger packets sentences or questions or replies or comments.
In most languages, English being one, the syntax or order of the words can change the meaning: "the cat sat on the man" is different from "the man sat on the cat".
Words (which may be made up of more than one phoneme) divide up into two classes: content and non-content. Content words have meaning: nouns, verbs, adjectives, etc.. Non-content words are there to make the language work: and, not, in, out, what, etc. Grammar consists of studying how words fit together to mean something.
All languages have:
Sentences with two types of expression: nouns and verbs: Jill is here.
Adjectives to modify nouns: good food.
Ways of linking: sink or swim.
Dummy elements: Jill likes to swim, so do I.
Devices to order or ask questions: Get up! Are you ill?
Most of the languages have a written form. Before the invention of audio recording, the writing system was the only way to keep track of spoken information.
All languages constantly evolve. New words appear new forms of saying things, new accents.

NATURE OF ENGLISH LANGUAGE
English is often called "the international language", or lingua franca. It is the main second language of the world and the international language of science, travel, technology, business, diplomacy, and entertainment. French had a similar status until the 20th century, and other languages had it at other times.
English as a first language: 380 million.
English as an official second language: up to 300 million.
English taught as a second language, but with no official status: anyone's guess, up to 1000 million/1 billion.
Chinese (Mandarin): 390 million native speakers. 
Some languages are made up so that a lot of people around the world can learn them, without the new languages being tied to any specific country or place. These are called constructed languages. One of the most popular of these languages is Esperanto, which is sometimes called "La Internacia Lingvo," or "The International Language." Another of these languages is called Volapük, which was popular about a hundred years ago but is much less popular now. It has mostly been replaced by languages like Esperanto, Interlingua, and I do.
Part of the reason that Volapük became unpopular is that some sounds are hard to say for people who speak Spanish or English, two of the most widely spoken languages in the world.
Language is the expression of thought by means of spoken or written words. The English word language comes (through the French langue) from the Latin lingua - the tongue. But the tongue is not the only organ used in speaking. The lips, the teeth, the roof of the mouth, the soft palate (or uvula), the nose and the vocal chords all help to produce the sounds of which language consists. These various organs make up one delicate and complicated piece of mechanism upon which the breath of the speaker acts like that of a musician upon a clarinet or other wind instrument.

Spoken language is composed of a great variety of sounds made with the vocal organs. A word may consist of one sound (as Ah! or O or I), but most words consist of two or more different sounds (as go, see, try, finish). Long or short, however, a word is merely a sign made to express thought.

Thought may be imperfectly expressed by signs made with the head, the hands, etc. Thus, if I grasp a person’s arm and point to a dog, he may understand me to ask, “Do you see that dog?" And his nod in reply may stand for “Yes, I see him." But any dialogue carried on in this way must be both fragmentary and uncertain. To express our thoughts fully, freely and accurately, we must use words - that is….signs made with the voice. Such voice-signs have had meanings associated with them by custom or tradition, so that their sense is at once understood by all. Their advantage is twofold they are far more numerous and varied than other signs and the meanings attached to them are much more definite than those of nods and gestures.

Written words are signs made with the pen to represent and recall to the mind the spoken words (or voice-signs). Written language (that is, composition) must, of necessity, be somewhat fuller than spoken language as well as more formal and exact. For the reader’s understanding is not assisted by the tones of the voice, the changing expressions of the face and the lively gestures which help to make spoken language intelligible.

Most words are the signs of definite ideas. Thus, Charles, captain, cat, mouse, bread, stone, cup, ink, call up images or pictures of persons or things; strike, dive, climb, dismount, express particular kinds of action; green, blue, careless, rocky, triangular, muscular, enable us to describe objects with accuracy. Even general terms like goodness, truth, courage, cowardice, generosity, have sufficiently precise meanings, for they name qualities or traits of character with which everybody is familiar.

By the use of such words, even when not combined in groups, we can express our thoughts much more satisfactorily than by mere gestures. The utterance of the single word “Charles!" may signify, “Hullo, Charles! Are you here? I am surprised to see you." “Bread!" may suggest to the hearer, “Give me bread! I am very hungry." “Courage!" may be almost equivalent to, “Don’t be down-hearted! Your troubles will soon be over."

Language, however, is not confined to the utterance of single words. To express our thoughts we must put words together. We must combine them into groups and such groups have settled meanings (just as words have), established (like the meanings of single words) by the customs or habits of the particular language that we are speaking or writing. Further, these groups are not thrown together haphazard. We must construct them in accordance with certain fixed rules. Otherwise we shall fail to express ourselves clearly and acceptably and we may even succeed in saying the opposite of what we mean.

IMPORTANCE OF THE ENGLISH LANGUAGE
A language is a systematic means of communication by the use of sounds or conventional symbols. It is the code we all use to express ourselves and communicate to others. It is a communication by word of mouth. It is the mental faculty or power of vocal communication. It is a system for communicating ideas and feelings using sounds, gestures, signs or marks. Any means of communicating ideas, specifically, human speech, the expression of ideas by the voice and sounds articulated by the organs of the throat and mouth is a language. This is a system for communication. A language is the written and spoken methods of combining words to create meaning used by a particular group of people.

Language, so far as we know, is something specific to humans, that is to say it is the basic capacity that distinguishes humans from all other living beings. Language therefore remains potentially a communicative medium capable of expressing ideas and concepts as well as moods, feelings and attitudes.

A set of linguists who based their assumptions of language on psychology made claims that language is nothing but ‘habit formation’. According to them, language is learnt through use, through practice. In their view, ‘the more one is exposed to the use of language, the better one learns’.

Written languages use symbols (characters) to build words. The entire set of words is the language’s vocabulary. The ways in which the words can be meaningfully combined is defined by the language’s syntax and grammar. The actual meaning of words and combinations of words is defined by the language’s semantics.

The latest and the most advanced discoveries and inventions in science and technology are being made in the universities located in the United States of America where English language is the means of scientific discourse.

The historical circumstances of India (having been ruled by the British for over two centuries) have given the Indians an easy access to mastering English language, and innumerable opportunities for advancement in the field of science and technology. Many Indians have become so skilled in English language and have won many international awards for creative and comparative literatures during the last few years. Sometime ago, an Indian author, Arundhati Roy, won the prestigious booker prize for her book “The God of Small Things”. Her book sold lakhs of copies all over the globe.

Over the years, English language has become one of our principal assets in getting a global leadership for books written by Indian authors and for films made by Indians in English language. A famous Indian movie maker Shekhar Kapoor’s film “Elizabeth” has got several nominations for Oscar Awards. It does not require any further argument to establish the advantage English language has brought to us at the international level.

English language comes to our aid in our commercial transactions throughout the globe. English is the language of the latest business management in the world and Indian proficiency in English has brought laurels to many Indian business managers. English is a means not only for international commerce; it has become increasingly essential for inter-state commerce and communication.

In India, people going from North to South for education or business mostly communicate in English, which has become a link language. Keeping this in mind, the Parliament has also recognized English as an official language in addition to Hindi. All the facts of history and developments in present day India underline the continued importance of learning English in addition to vernaculars.

Some of the states of India are witnessing popular increase in public demand for teaching of English language from the primary classes. Realizing the importance, recently, the Minister of Indian Railways, Laloo Prasad Yadav, demands teaching of English language in schools. The great demand for admission in English medium schools throughout the country is a testimony to the attraction of English to the people of India. Many of the leaders, who denounce English, send their own children to English medium schools. Many of the schools in the country have English as the sole or additional medium of instruction.

A language attracts people because of the wealth of literature and knowledge enshrined in it. English poses no danger to Indian languages. The Indian languages are vibrant and are developing by the contributions of great minds using them as their vehicle of expression. English is available to us as a historical heritage in addition to our own language. We must make the best use of English to develop ourselves culturally and materially so that we can compete with the best in the world of mind and matter. English language is our window to the world.

English language is one tool to establish our viewpoint. We can learn from others experience. We can check the theories of foreigners against our experience. We can reject the untenable and accept the tenable. We can also propagate our theories among the international audience and readers.

We can make use of English to promote our worldview and spiritual heritage throughout the globe. Swami Vivekananda established the greatness of Indian view of religion at the world conference of religions in Chicago in 1893. He addressed the gathering in impressive English. Many spiritual gurus have since converted thousands of English people to our spirituality by expressing their thought and ideas in masterful English. English has thus become an effective means of promoting Indian view of life, and strengthening our cultural identity in the world.

When William Caxton set up his printing press in London (1477) the new hybrid language (vernacular English mixed with courtly French and scholarly Latin) became increasingly standardized, and by 1611, when the Authorized (King James) Version of the Bible was published, the educated English of London had become the core of what is now called Standard English. By the time of Johnson’s dictionary (1755) and the American Declaration of Independence (1776), English was international and recognizable as the language we use today. The Orthography of English was more or less established by 1650 and, in England in particular, a form of standard educated speech, known as Received Pronunciation (RP) spread from the major public schools in the 19th century. This accent was adopted in the early 20th century by the British Broadcasting Corporation (BBC) for its announcers and readers, and is variously known as RP, BBC English, Oxford English, and the King’s or Queen’s English.

Generally, Standard English today does not depend on accent but rather on shared educational experience, mainly of the printed language. Present-day English is an immensely varied language, having absorbed material from many other tongues. It is spoken by more than 300 million native speakers, and between 400 and 800 million foreign users. It is the official language of air transport and shipping; the leading language of science, technology, computers, and commerce; and a major medium of education, publishing, and international negotiation. For this reason, scholars frequently refer to its latest phase as World English.

1. English is a global language
English is the most commonly spoken language in the world. One out of five people can speak or at least understand English!
2. Studying English can help you get a job
English is the language of science, of aviation, computers, diplomacy, and tourism. Knowing English increases your chances of getting a good job in a multinational company within your home country or of finding work abroad.
3. Learning English can help you meet new people
English is the official language of 53 countries and is used as a lingua franca (a mutually known language) by people from all around the world. This means that whether you’re working in Beijing, or travelling in Brazil, studying English can help you have a conversation with people from all over the world.
4. Many scientific papers are written in English
In the last century, the number of scientific papers written in English has started to outweigh the number of papers written in the native language of the researcher. In the Netherlands, for example, the ratio is a surprising 40 to 1. For this reason, having a knowledge of English is incredibly important to those working in the scientific field.
5. English is the language of the media industry
Because of the prominence of Hollywood in global media, an enormous amount of films, TV shows and popular songs are written in English. If you speak English, you won't need to rely on translations and subtitles anymore to enjoy your favourite books, songs, films and TV shows.
6. English is the language of the Internet.
English is a particularly important language online with more than half the content on the internet written in English. As well as this, some of the world’s largest tech companies are based in English speaking countries.
7. Travelling is a lot easier with a good knowledge of English
Imagine you’re a Spanish person on holiday in Thailand, while your hotel receptionist might not be able to answer your question in Spanish, it’s likely they will be able to answer your question in English.
8. English is one of the most important languages for business
Whether you’re a business owner, student or employee, English is incredibly important in the business world. English is considered to be one of the most important business languages due to being the de facto language of the United States and the official language of the UK, Canada, India and South Africa.
9. With English, you can study all over the world
Since English is spoken in so many different countries there are thousands of schools and universities around the world that offer programmes in English. If you speak English, there're lots of opportunities for you to find an appropriate school and course to suit your academic needs.
10. English gives you access to multiple cultures
A good knowledge of English will allow you to access films, music and literature from hundreds of countries around the globe. Not to mention the fact that numerous books from across the world are translated into English. Few experiences will make you grow as a person more than learning the values, habits and way of life in a culture that is different from yours.

NEED OF ENGLISH LANGUAGE
English is the language of science, of aviation, computers, diplomacy, and tourism. Knowing English increases your chances of getting a good job in a multinational company within your home country or for finding work abroad. It’s also the language of international communication, the media and the internet, so learning English is important for socialising and entertainment as well as work!
1. English is the Language of International Communication
English may not be the most spoken language in the world, but it is the official language of 53 countries and spoken by around 400 million people across the globe. Being able to speak English is not just about being able to communicate with native English speakers, it is the most common second language in the world. If you want to speak to someone from another country then the chances are that you will both be speaking English to do this.
The British Council projects that by 2020 two billion people in the world will be studying English. Learning English is important as it enables you to communicate easily with your fellow global citizens. When you study English at ELC schools, you will be making friends with people from lots of different countries, using English as your common language!

2. English is the Language of Business
English is the dominant business language and it has become almost a necessity for people to speak English if they are to enter a global workforce. Research from all over the world shows that cross-border business communication is most often conducted in English and many international companies expect employees to be fluent in English.
Global companies such as Airbus, Daimler-Chrysler, Fast Retailing, Nokia, Renault, Samsung, SAP, Technicolor, and Microsoft in Beijing, have mandated English as their official corporate language. In addition, in 2010 the company Rakuten, a Japanese cross between Amazon and eBay, made it mandatory for their 7,100 Japanese employees to be able to speak English.
The importance of learning English in the international marketplace cannot be understated - learning English really can change your life.
3. Speaking English gives you Access to a World of Entertainment
Many of the world’s top films, books and music are published and produced in English. Therefore, by learning English you will have access to a great wealth of entertainment and will be able to have a greater cultural understanding.
If you speak English, you won't need to rely on translations and subtitles anymore to enjoy your favourite books, songs, films and TV shows. Watching movies and television programmes in the English language is also a great and fun way to learn it! 
At ELC we encourage students to participate in the social programme to practice English outside a class environment. Activities include watching popular English films, sports, art galleries, museums, trips and excursions to local and historical areas. The programme is designed to encourage students to use and learn English in British culture.
4. Learning English gives you Access to more of the Internet
According to a report by Education First, English is the language of the internet. An estimated 565 million people use the internet every day, and an estimated 52 percent of the world’s most visited websites are displayed in the English language.
Learning English is important as it gives you access to over half the content on the internet. Knowing how to read English will allow you access to billions of pages of information which may not be otherwise available.
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UNIT 2
TRANSLATION

Translation is the communication of the meaning of a source-language text by means of an equivalent target-language text. The English language draws a terminological distinction (which does not exist in every language) between translating (a written text) and interpreting (oral or signed communication between users of different languages); under this distinction, translation can begin only after the appearance of writing within a language community.
A translator always risks inadvertently introducing source-language words, grammar, or syntax into the target-language rendering. On the other hand, such "spill-overs" have sometimes imported useful source-language calques and loanwords that have enriched target languages. Translators, including early translators of sacred texts, have helped shape the very languages into which they have translated. 
Because of the laboriousness of the translation process, since the 1940s efforts have been made, with varying degrees of success, to automate translation or to mechanically aid the human translator. More recently, the rise of the Internet has fostered a world-wide market for translation services and has facilitated "language localization".
The English word "translation" derives from the Latin word translatio,[6] which comes from trans, "across" + ferre, "to carry" or "to bring" (-latio in turn coming from latus, the past participle of ferre). Thus translatio is "a carrying across" or "a bringing across": in this case, of a text from one language to another. 

RULES OF TRANSLATION
1. Don’t just read the text; listen to the voice in your head.
2. Work on the first sentence over and over again till you think you’ve got the voice.
3. Do your first draft very quickly once you’ve got the writer’s voice. You won’t be able to hold it for long.
4. Don’t interrupt the flow to puzzle over difficulties in the text. Leave them in the original to go back to later.
5. Be faithful in the first draft. Reproduce the surface. Don’t be an editor.
6. If necessary translate expressions literally the first time around, but don’t leave anything out.
7. Don’t look at the original text when doing the same second draft. This time, write it as though you were writing in the target language.
8. Don’t interpret. Maintain all ambiguities and uncertainties.
9. Let the second draft cool for a few months. Go back to it after a gap.
10. Be a jealous lover with the final draft. Question everything, stop to admire, get angry, be upset, and fall in love with the original again through the translation.
11. Make sure before you start that you are confident you can do the text justice.
12. Check, double check, then check again—place names, proper names, peculiar words or idioms, and obviously anything that seems unclear. Dictionaries, Wikipedia, Google, native speakers, the author—whatever it takes.
13. Don’t assume the author knows everything, check facts there too, sometimes you catch (minor) mistakes.
14. Don’t always translate every last word: leaving some untranslatable words or expressions that can add to the “local colour” of the piece but are comprehensible in context can actually enhance the text.
15. Challenge the reader. Never dumb down. Explain the culture just slightly if need be but only enough to keep the story moving.
16. Print out one of the drafts and correct with a red pen. Mistakes and awkward passages jump off the page, they don’t jump off the screen to the same degree.
17. Never more than five pages at a time, if possible, even when revising; take frequent breaks and do other things not related to words.
18. Respect the register of language as well as the era, which means, for stories set in the past, checking to see if words were used then, and had the same meaning.
19. Avoid looking at the source text for the second draft; correct it as if it were written in (bad) English.
20. Always respect the author’s intention, even if you don’t always respect the vocabulary, syntax, rhythm, etc.

 PRECIS WRITING 
Precis is a short summary of a paragraph. But writing Precis is more than just making the paragraphs short. Writing precis requires skill so that you do not miss out a point and capture all the main essence in one single small paragraph. Therefore, for writing a precis you need to follow a particular set of rules and that is why it is important to understand the Rules of precis writing.
The motive of writing a precis is to make the reader understand the main essence of the paragraph in a shorter format. For precis writing there are certain do’s and dont’s which will guide you into writing a better precis. Below are do’s and dont’s of precis writing.
Do’s of Precis Writing
· Start your precis with the main idea so that reader can quickly understand the essence of the precis.
· He/she will know beforehand as to what should they expect in the written precis.
· While writing a precis, make a suitable environment where all the points can be described and discussed equally.
· As the main idea or the essence is established, you can follow it up with some methods, facts, points, etc.
· As a precis is concise, compress it and make sure that the length is available for you to retain the important data, keywords, and the concept.
· Removing the irrelevant data or sentence is as important as writing the relevant points.
· Thus, identify the superfluous data and facts and keep the core idea of the work only in the precis.
· If you are mentioning anything related to history or any historical data than make sure that it is written in the past tense only.
· Also, remember to put the purpose as to why you are writing a precis in the writing piece.
· This will help the reader understand what you wrote in the precis.
Dont’s of Precis Writing
· A precis writing is a formal way of writing a shorter form of the given paragraph.
· So, even though you have read and understood the Precis well, do not form your own opinions.
· You cannot insert your own remarks and criticism in a precis.
· Always take the fact and data that is given in the paragraph only.
· Also, during a precis writing, you cannot insert a question. If for any reason you need to insert make it in the form of a statement.
· For a precis writing, avoid using contractions and abbreviations.
· Write the full form of any given words only.
· Avoid being jerky. This will show that you have not understood the passage properly and have started writing a precis.
How Good a Precis Can Be?
Now that we have understood what things you should do and what things you shouldn’t while doing a precis, let’s understand what a good precis is? That is to say what things should be included for a good precis? A good one should include this rules of precis writing.
· It should be precise and clear
· A precis writing is not just lifting the words from the original paragraph
· It should be written in a precise manner in your own words
· It should be a summary or a miniature version of the original paragraph
· The precis must be logically connected and should have a good flow of words
· It should be coherent and for this, it can use the linking words such as and, because, therefore, etc.
· A precis should have an appropriate title and the order ideas need to be original
· The details found in the precis must match the details found in the paragraph
When all of these above points are understood and used in a precis, a good precis is bound to be written.

EXAMPLES 1
The science has become one of the most powerful factors in modern life is a generally accepted and indeed an obvious fact. The proper role of the scientist himself is however, a point on which there is no general agreement. On the one hand are those die hands who , ignoring the changed circumstances of the outside world, contend that, outside the laboratory personal influence of the scientist should be no more than that of an ordinary citizen. On the other hand are extremists who advocate a stage verging on a technocracy, in which scientists would have special privileges and a large measure of control? Those who tend towards the later view are much vociferous than their more conservative and much more numerous colleagues with the unfortunate result that there is a wide-spread impression that scientists generally share these views and wish to claim a far larger share in the control of world affairs than they possess at present. It is, therefore timely attempt. An assessment of the proper status of the scientists in modern society.
Title:- The status of a scientist
Precis:-People have different opinions about a scientist’s role in society. Some people think that outside his laboratory, the scientist is just an ordinary citizen. Others say that scientists should have special privileges. Many scientists also share this view. They wish to have more shares in controlling the world. We should properly assess the status of a scientist.

EXAMPLE  2
The state of education in India before the British occupation is, unfortunately, a favourite subject for political dissertations. This had led to a certain confusion of thought about the various types of indigenous teaching of which three were of importance in the eighteenth century. The ideal training for the Brahmin youth is of great antiquity and represents an extremely high standard of education. After assuming the sacred thread at the age of eight the boy would spend fourteen years away from his home under the personal supervision of his guru or in the forest ashram. Such an upbringing was always confined to a very small and highly privileged class and was probably common only in the heyday of Brahminism. This was not a type of education in which the Government could take part, though the traditional relation between guru and chela might be an inspiration to university teachers, as it had been to Rabindranath Tagore in his ashram at Shantiniketan. Two other institutions catered for a wider but still limited range of boys. These were the Muslim and Hindu schools which were common in the towns and larger villages. Both suffered during the eighteenth century from the continual disorders which disturbed most parts of the peninsula, but they were found in many districts, when they came under British rule, and their work and scope are described in early reports. Most of them were of a very primitive nature, being usually attached to a temple or mosque. This meant the exclusion of the lower castes and the primitive tribes, and it is typical of the early attitude of the Government towards elementary education that almost the first elementary State schools were for the children of Bhils, Gonds, and of criminals whose parents could not send them to religious schools. The Muslim schools taught the Quran and some Persian to a few older boys, but there is little evidence about the standard of teaching in the Punjab, which was annexed later, indigenous education, was surveyed with a more modern eve. “The Hindu schools’, says a Punjab Administration Report, ‘were rare being either colleges in which Brahmin boys learnt Sanskrit and received a half religious, half professional training, or elementary schools, where sons of Hindu shop-keepers were taught to keep accounts and read and write the traders’ scripts. The few Gurmukhi schools that existed were of a purely religious character. The best feature of the indigenous schools was that they were not confined to the religious and mercantile classes, but were open to the few agriculturists who cared to attend them. These schools continued to function and some of them have survived till today; but they only reached a very small proportion of the population.
Title: State of Education in India
It has become so common to write on the state of education in India before the establishment of British rule that the subject has been somewhat observed. Three distinct types of education are, however, discernible in the eighteenth century. There was the Brahmanical system, reminiscent of the old days when boys of tender age were entrusted to a guru for receiving education in the guru’s ashram. This type of education, often of a very high standard, was open to the privileged few and was entirely free from Government influence. The other two types were the Muslim Schools and the Hindu Schools. These institutions were attached to mosques or temples. They were found in the towns and larger villages and consequently did not escape unharmed whenever there were political disorders. The education imparted by them was mostly of a religious nature and secular education, if taught at all in Hindu Schools, was confined to lessons in keeping accounts and the reading of traders’ script. The lower castes and the aboriginal tribes had no access to schools, which served only a very small fraction of the population, and traces of them may still be seen. In contrast the earliest educational effort of the British rulers was to open schools for the children of Bhils, Gonds and criminal cational effort of the British rulers	




 LETTER WRITING: FORMAL, INFORMAL LETTERS 
  Letter writing is an important topic in the English writing skills section for school students. Everyone must know how to write a letter. While writing a formal letter, one has to follow the format of letter writing. A formal letter can be written for various reasons. Here we have covered the format of a formal letter written for different purposes. On the other hand, an informal letter is written to one’s friends, family or relatives. As an informal letter is not an official letter, one does not have to follow the format of an informal letter strictly. Here, we will discuss samples of letter writing.
 
FORMAL LETTER FORMAT
Format of a Formal Letter includes:
The following points need to be taken into consideration while writing a Formal letter-
a. A Formal Letter strictly follows the prescribed Format for writing a Formal Letter.
b. Use of colloquial words, abbreviations and slang language should be restricted while writing a formal letter.
c. A Formal Letter must be precise and to the point.
d. The Subject line is very important in a Formal Letter.
The Format of a Formal Letter is as follows –
1. Sender’s address: The address and contact details of the sender are written here. Include an email and phone number, if required or if mentioned in the question.
2. Date: The date is written below the sender’s address after Leaving one space or line.
3. Receiver’s address: The address of the recipient of the mail (the officer/principal / Editor) is written here.
4. The subject of the letter: The main purpose of the letterforms the subject. It must be written in one line. It must convey the matter for which the letter is written.
5. Salutation (Sir / Respected Sir / Madam)
6. Body: The matter of the letter is written here. It is divided into 3 paragraphs as follows -
Paragraph 1: Introduce yourself and the purpose of writing the letter in brief.
Paragraph 2: Give detail of the matter.
Paragraph 3: Conclude by mentioning what you expect. (For example, a solution to your problem, to highlight an issue in the newspaper, etc).
7. Complimentary Closing
8. Sender’s name, signature and designation (if any)
	Sender’s address

	Date

	Receiver’s Address

	Subject

	Salutation

	Body of the letter

	 

	

	

	

	

	Complimentary closing

	Sender’s Name, signature and designation


 
Types of Formal letter
1. Letter to the editor
2. Letter to the Government
3. Letter to the police
4. Formal Letter Format to the principal
5. Order letter
6. Complaint letter
7. Inquiry letter
8. Business letter
9. Application letter for job
10. Letter to the Bank manager
11. Invitation letter
12. Resignation letter
13. Leave Application
14. Leave Application for marriage
15. Leave Application for maternity
 
Informal Letter Format
The following points need to be followed while writing an Informal letter-
a) An Informal Letter does not strictly follow the prescribed Format.
b) The language of an Informal Letter must be friendly and casual.
c) An Informal Letter can have extra information.
d) The Subject line is not required in an Informal Letter.
The Format of an Informal Letter is as follows –
1. Address: The address of the sender is followed by that of the receiver.
2. Date: The date is written below the address after leaving one line.
3. Salutation / Greeting (Dear / Hi / Hello)
4. Body: The matter of the letter is written here. It is divided into 3 paragraphs as follows -
a) Paragraph 1: beginning
b) Paragraph 2: Main content.
c) Paragraph 3: ending
5. Sender’s name and signature.



	Address

	Date

	Salutation

	Body of the letter

	 

	 

	 

	 

	 

	Sender’s Name and signature


 
Sample Letters
Here are some solved questions on Letter Writing
1. Write a letter to the Mayor of your city seeking a solution to the problem of waterlogging in your area. You are Raj / Rani of Dharma Colony, Ramgarh.
	14 / 8, Dharma Colony
Ramgarh.

	Date: 23 August 2018

	The Mayor
Ramgarh

	Subject: Complaint regarding the problem of waterlogging in Dharma Colony

	Sir / Madam

	I am Raj, a resident of Dharma Colony. The residents of the area are facing a lot of problems due to waterlogging.
Every year in the monsoon season, the area gets filled with water as the drainage system gets choked. We have requested the area committee many times, but the situation is still the same. The residents’ lives have become miserable as many water-borne diseases have spread. All the houses are submerged, and we are facing a tough time.
Please consider the issue as seriously and find a solution at the earliest.

	Yours Sincerely

	Raj


 
2. You are Garima / Gaurav. Write a letter to your friend Sanjana / Sanjay, inviting her / him to your birthday party. Give details regarding the day, time, venue, etc. Add interesting details like theme, dress code, etc.
	45, Jan Marg
Delhi.
33, Khan Gali
Delhi.

	Date: 21 August 2018

	Dear Sanjay

	Hi! You are invited to my birthday party on 25th August.
The party will be at Archie’s Place, Nehru Park from 4:00 to 7:00 PM. As the party is based on ‘Spiderman’ theme, please wear a dress in red/black color combination. It will be fun as I have arranged a Mask game, a ‘Spidey’ web game and a never – seen – before neon light and music show. I am very excited as I will wear a special Spidey costume designed by my sister. Please come as it will be good to have your company. Also, bring your brother Saurav.
Waiting for your confirmation.

	Gaurav


1. Complimentary Close
2. Signature / Name of the Sender
3. Designation of the Sender


COMPREHENSION 
Reading comprehension is the process of constructing meaning from text. ... Reading comprehension involves at least two people: the reader and the writer. The process of comprehending involves decoding the writer's words and then using background knowledge to construct an approximate understanding of the writer's message.
The purpose of reading is comprehension — getting meaning from written text. ... A major goal of reading comprehension instruction, therefore, is to help students develop the knowledge, skills, and experiences they must have if they are to become competent and enthusiastic readers.
Questions 1 through 7 refer to the following passage:
In the 16th century, an age of great marine and terrestrial exploration, Ferdinand Magellan led the first expedition to sail around the world. As a young Portuguese noble, he served the king of Portugal, but he became involved in the quagmire of political intrigue at court and lost the king’s favor. After he was dismissed from service by the king of Portugal, he offered to serve the future Emperor Charles V of Spain.
A papal decree of 1493 had assigned all land in the New World west of 50 degrees W longitude to Spain and all the land east of that line to Portugal. Magellan offered to prove that the East Indies fell under Spanish authority. On September 20, 1519, Magellan set sail from Spain with five ships. More than a year later, one of these ships was exploring the topography of South America in search of a water route across the continent. This ship sank, but the remaining four ships searched along the southern peninsula of South America. Finally they found the passage they sought near 50 degrees S latitude. Magellan named this passage the Strait of All Saints, but today it is known as the Strait of Magellan.
One ship deserted while in this passage and returned to Spain, so fewer sailors were privileged to gaze at that first panorama of the Pacific Ocean. Those who remained crossed the meridian now known as the International Date Line in the early spring of 1521 after 98 days on the Pacific Ocean. During those long days at sea, many of Magellan’s men died of starvation and disease.
Later, Magellan became involved in an insular conflict in the Philippines and was killed in a tribal battle. Only one ship and 17 sailors under the command of the Basque navigator Elcano survived to complete the westward journey to Spain and thus prove once and for all that the world is round, with no precipice at the edge.
1. The 16th century was an age of great ______ exploration.
1. cosmic
2. land
3. mental
4. common man
5. None of the above
2. Magellan lost the favor of the king of Portugal when he became involved in a political ________.
1. entanglement
2. discussion
3. negotiation
4. problem
5. None of the above
3. The Pope divided New World lands between Spain and Portugal according to their location on one side or the other of an imaginary geographical line 50 degrees west of Greenwich that extends in a _________ direction.
1. north and south
2. crosswise
3. easterly
4. south east
5. north and west
4. One of Magellan’s ships explored the _________ of South America for a passage across the continent.
1. coastline
2. mountain range
3. physical features
4. islands
5. None of the above
5. Four of the ships sought a passage along a southern ______.
1. coast
2. inland
3. body of land with water on three sides
4. border
5. Answer not available
6. The passage was found near 50 degrees S of ________.
1. Greenwich
2. The equator
3. Spain
4. Portugal
5. Madrid
7. In the spring of 1521, the ships crossed the _______ now called the International Date Line.
1. imaginary circle passing through the poles
2. imaginary line parallel to the equator
3. area
4. land mass
5. Answer not available
 
The following passage refers to questions 8 through 14.
Marie Curie was one of the most accomplished scientists in history. Together with her husband, Pierre, she discovered radium, an element widely used for treating cancer, and studied uranium and other radioactive substances. Pierre and Marie’s amicable collaboration later helped to unlock the secrets of the atom.
Marie was born in 1867 in Warsaw, Poland, where her father was a professor of physics. At an early age, she displayed a brilliant mind and a blithe personality. Her great exuberance for learning prompted her to continue with her studies after high school. She became disgruntled, however, when she learned that the university in Warsaw was closed to women. Determined to receive a higher education, she defiantly left Poland and in 1891 entered the Sorbonne, a French university, where she earned her master’s degree and doctorate in physics.
Marie was fortunate to have studied at the Sorbonne with some of the greatest scientists of her day, one of whom was Pierre Curie. Marie and Pierre were married in 1895 and spent many productive years working together in the physics laboratory. A short time after they discovered radium, Pierre was killed by a horse-drawn wagon in 1906. Marie was stunned by this horrible misfortune and endured heartbreaking anguish. Despondently she recalled their close relationship and the joy that they had shared in scientific research. The fact that she had two young daughters to raise by herself greatly increased her distress.
Curie’s feeling of desolation finally began to fade when she was asked to succeed her husband as a physics professor at the Sorbonne. She was the first woman to be given a professorship at the world-famous university. In 1911 she received the Nobel Prize in chemistry for isolating radium. Although Marie Curie eventually suffered a fatal illness from her long exposure to radium, she never became disillusioned about her work. Regardless of the consequences, she had dedicated herself to science and to revealing the mysteries of the physical world.
8. The Curies’ _________ collaboration helped to unlock the secrets of the atom.
1. friendly
2. competitive
3. courteous
4. industrious
5. chemistry
9. Marie had a bright mind and a ______ personality.
1. strong
2. lighthearted
3. humorous
4. strange
5. envious
10. When she learned that she could not attend the university in Warsaw, she felt _________.
1. hopeless
2. annoyed
3. depressed
4. worried
5. None of the above
11. Marie _________ by leaving Poland and traveling to France to enter the Sorbonne.
1. challenged authority
2. showed intelligence
3. behaved
4. was distressed
5. Answer not available
12. _________ she remembered their joy together.
1. Dejectedly
2. Worried
3. Tearfully
4. Happily
5. Irefully
13. Her _________ began to fade when she returned to the Sorbonne to succeed her husband.
1. misfortune
2. anger
3. wretchedness
4. disappointment
5. ambition
14. Even though she became fatally ill from working with radium, Marie Curie was never _________.
1. troubled
2. worried
3. disappointed
4. sorrowful
5. disturbed



REPORT WRITING 
A report is a written account of something that one has observed, heard, done, or investigated. It is a systematic and well organised presentation of facts and findings of an event that has already taken place somewhere. Reports are used as a form of written assessment to find out what you have learned from your reading, research or experience and to give you experience of an important skill that is widely used in the work place.
English Writing Skills - Format of Report writing
Generally, two types of reports are asked in the CBSE Class 12 English paper, namely, newspaper report or a magazine report. Newspaper report is the one which is published in a newspaper and magazine report is generally written for a school magazine.
Talking about the exam, in the writing section (Section-B of the exam), it comes as a Very long answer type question (10 marks).
Generally, there is a choice (internal) between the following:-
· Debate writing
· Article writing
· Speech writing 
The question for report is supposed to be answered within the prescribed limit of 150-200 words.
Talking about marks, it comes as a 10 marks question. The breakup of marks for class 12 English writing skills - report writing (as per CBSE Marking scheme for 2018-19) is as follows:-
 
	Report Writing Format (Heading and Reporter’s name)
	01 mark

	Content
	04 marks

	Expression
· Grammatical accuracy, appropriate words and spellings.
· Coherence and relevance of ideas and style.
	05 marks :-
2.5
2.5

	Total
	10 marks


 
 A well written report must possess the following traits: 
· adherence to the specifications of report brief;
·  analysis of relevant information;
· structuring material in a logical and coherent order;
· presentation in a consistent manner according to the instructions of the report brief;
· making appropriate conclusions that are supported by the evidence and analysis of the report;
Now, it is very important to follow a proper report writting format. Not to forget that format carries marks.
Format of a magazine report
· Heading- A descriptive title which is expressive of the contents of the report.
· By line- Name of the person writing the report. It is generally given in the question. Remember, you are not supposed to mention your personal details in your answer.
· Opening paragraph (introduction) – It may include the '5 Ws' namely, WHAT, WHY, WHEN and WHERE along with WHO was invited as the chief guest.
· Account of the event in detail- The proper sequence of events that occurred along with their description. It is the main paragraph and can be split into two short paragraphs if required.
· Conclusion- This will include the description of how the event ended. It may include quote excerpts from the Chief Guest's speech or how did the event wind up.
Format of a newspaper report
· Headline- A descriptive title which is expressive of the contents of the report.
· By line- Name of the person writing the report along with the designation. It is generally given in the question. Remember, you are not supposed to mention your personal details in your answer.
· Place and date of reporting- It is generally not mentioned in a magazine report separately, but here, it is.
· Opening paragraph- It includes expansion of the headline.  It needs to be short as it is a general overview of the report. 
· Account of the event in detail- It is generally written in two parts: First, complete account of what happened in it’s chronological sequence (preferably) and second, the witness remarks.
· Concluding paragraph- This will include the action that has been taken so far or that will be taken. It is the last paragraph.
Tips to attempt a question on report writing
Here are a few valuable tips for you to attempt the class 12 English writing skills - report writing question in a better way-
· Make sure you use language which is suitable for the audience you are addressing to. Usage of complex vocabulary for addressing children is not advisable.
· Make sure you write in paragraphs.
· Practice previous year question papers.
· Read as many samples as you can. It will give you an idea as to how they are actually written.
· Read the question at least twice and highlight the important information. It is very important to understand the question and read between the lines. Albert Einstein once said,
"If you can't explain it simply, you didn't understand it well enough."
· Plan before you pen. Just make a list of all your important points on the rough sheet (last sheet of your answer booklet) so that you do not forget relevant points while writing. This also helps you in maintaining a sequence, which is very important.
· Presentation is very important.
· Make sure you double check for grammatical accuracy and spellings. They carry marks.
· Leave adequate number of lines between paragraphs to make it look clean.
· Underlining the main points is very important. But it is advised to do it after finishing your exam. Use a pencil and scale for underlining.
· Make small sentences. It restricts the scope of grammatical inaccuracies.
 
VARIOUS ACTIVITIES IN THE ADOPTED VILLAGE
Suggested value points: A report should answer the questions:
· What - name of event and occasion
· Where
· When -date and time Activities (Teaching & Social Work) held
· A comment on the quality of the activities organized
Report writing - solved questions

Below are a few solved questions for you so that you get an idea as to how to attempt class 12 English writing skills - report writing  question well. Remember, the more you read and practice, the better it is.

 
Q1. MMD School, Nashik, recently organised a science symposium on the topic: 'Effect of pollution on quality of life'. You are Amit/Amita Raazdan, editor of the school magazine. Write a report on the event for your school magazine. (120 – 150 words)
(SOURCE- CBSE 2018)
Answer:
Report on Science Symposium held at MMD School, Nashik
-By Amit/ Amita Raazdan, Editor of the school magazine
A symposium was organised on 1 March 2018 in the school on the topic "Effect of Pollution on Quality of Life". All the science students were a part of the elucidative programme.
The event stared with the felicitation of the guest speakers. Thereafter, the participants were espoused by Sh. Suraj Prakash. He acquainted them with the objectives and goals of the workshop. The resource person Dr. Hari Om Gupta reflected his profound knowledge on the topic and highlighted how important it is to curb the menace of pollution.
An exalting demonstration of effects of pollution on our lives galvanized the engrossed participants. After the lunch break Dr. K.K. Arora, Resource Person, exhibited the possible steps that can be undertaken at the personal level to reduce pollution. It was followed by another session on the basic concept behind pollution reduction which triggered the young minds into thinking innovative ways.
An interactive concourse ignited the inquisitiveness of participants. They have committed themselves completely to bring about a change in the situation. The informative workshop culminated with a vote of thanks proposed by the head of the science department.
 
Q2. You are Karan/ Kirti of L.M. Memorial Public School, Dwarka. Your school has adopted a village as a social responsibility. Students are being taken to teach the children of that village on a regular basis. Write a report, for your school magazine, on the various other programmes organized there in 150-200 words.

Answer:
VILLAGE ADOPTION- A STEP TOWARDS BEING SOCIALLY RESPONSIBLE
-BY KARAN/ KRITI
On the occasion of World Literacy Day, L.M. Memorial Public School, Dwarka has taken an oath to embrace the village named Rajpur.
The school has taken the responsibility of educating the people residing in the village. Selected students from each standard are taken there every weekend, during school hours to impart knowledge. The first 6 month motive is to make each and every person capable of reading and writing. Free books and stationery is being provided for quality education. Children are given time to spend with each other, play games and interact. Apart from the educational needs, special care is devoted to hygiene and sanitation. Girls are being given awareness on the importance of menstrual hygiene as well. Various talent hunts have been organised which left everyone overawed. The immense enthusiasm and zeal in the people to learn is the main driving factor.
A family kind of environment is being created. The school treats the people of the village as its own students and is unbiased. By adopting a village, the school is making its students sensitive towards the needs of the environment at a young age. It is committed towards raising the leaders of tomorrow.
 

			________________________________________________________________









UNIT III
ARTICLES (DEFINITE & INDEFINITE)

ARTICLES
An article is a word used to modify a noun or a pronoun.
 
Articles are ‘a’, ‘an’ and ‘the’.
 
This article includes definition, types of articles – a, an, the.There are example sentences. All this is simultaneously explained in Hindi and English for better understanding. The lesson is followed by exercises.

ARTICLES TYPES
Articles are of two types –
1. Indefinite articles (a, an)
2. Definite articles (the)
USE AND EXAMPLES OF INDEFINITE ARTICLES
Indefinite articles are used with Common nouns singular and collective nouns.
प्रयोग जातिवाचक संज्ञा एकवचन और समूहवाचक संज्ञा के साथ किया जाता है
Following are the rules for use of indefinite articles ‘a’ or ‘an’ –
1. ‘a’ is used when word begins with consonant sound.
(A ‘consonant sound’ is a sound other than a ‘vowel sound’ i.e. sounds other than (a, e, i, o, u)
शब्द व्यंजन की ध्वनि से शुरू हो (स्वर के अतिरिक्त ध्वनि) (क, ख, ग, घ....... स, ह)
उदाहरण     Example
मैं बाज़ार में एक लड़के से मिला।
I met a boy in the market.
Here the word ‘boy’ starts with ‘b’ sound which is consonant and so, it is preceded by indefinite article ‘a’.
 
2. ‘an’ is used when word begins with vowel sound.
(A ‘vowel sound’ is a sound of one of (a, e, i, o, u)
शब्द स्वर की ध्वनि से शुरू हो
(अ, आ, इ, ई, उ, ऊ, ए, ऐ,ओ,औ, अं)
उदाहरण     Example
राधा हररोज़ एक सेब खाती है।
Radha eats an apple everyday.
Here the word ‘apple’ starts with ‘a’ sound which is vowel sound and so, it is preceded by indefinite article ‘an’.
 
USE AND EXAMPLES OF DEFINITE ARTICLES
‘the’
‘the’ is used before Proper noun, Abstract noun, Material noun
प्रयोग व्यक्तिवाचक, भाववाचक और सामग्रीवाचक संज्ञाओं के साथ किया जाता है
उदाहरण     Example
राष्ट्रपतिभवन दिल्ली में स्थित है।
The RashtrapatiBhawan is situated in New Delhi.
Here the word ‘Rashtrapati Bhawan’ is the name of a particular building and so, it is preceded by definite article ‘the’.
 
Let us discuss usage of ‘the’ in detail -
1. ‘the’ is used with Proper Nouns
व्यक्तिवाचक संज्ञाओं के साथ
 
	नदियाँ
	गंगा
	The Ganga

	समुद्र
	भारतीय महासागर
	The Indian ocean

	पर्वत
	हिमालय
	The Himalaya

	समाचार पत्र
	ट्रिब्यून
	The Tribune

	प्रसिद्धइमारतें
	ताजमहल
	The Taj Mahal


 
2. Universal individual bodies
सार्वभौमिक एकमात्र वस्तुओं
 
	सूर्य
	Sun

	आकाश
	Sky

	संसार
	world

	अंतरिक्ष
	Space


 
3. ‘the’ is used before names of countries and organizations
कई देशों व्संस्थाओं के नाम से पहले
 
	संयुक्तराज्य अमेरिका
	United States of America

	संयुक्त राष्ट्र संघ
	United Nations Organization


 
4. ‘the’ is used before common nouns or abstract nouns which are representative in nature. These nouns are in plural form.
जातिवाचक या भाववाचक संज्ञाएँ जो अपनी जाती का प्रतिनिधित्व करते हैं।
ये संज्ञाएँ बहुवचन होती हैं।
 
	अमीर
	the rich

	बूढ़े
	the old


 
5. ‘the’ is used before a person’s nationality or region to which he belongs
किसी व्यक्ति की राष्ट्रीयता या जाती बताने के लिए
 
	अंग्रेज़
	the English

	बँगाली
	the Bengali


 
6. ‘the’ is used for a particular common or abstract or material noun
जब किसी विशेष जातिवाचक/ भाववाचक/ सामग्रीवाचक संज्ञा की बात हो
 
	वह आदमी जिसने लाल टोपी पहनी है।
	The man wearing a red cap.

	जो लड़की कल आई थी।
	The girl who came yesterday.


 



TENSES (PRESENT, PAST, FUTURE) 

Tense is the time described by a verb, shown by its grammatical form. There are two main tenses in English: Present tense: things that are true when the words are spoken or written. Example: She goes to school. In this sentence, goes shows that it is a present tense.
There are three main verb tenses in English: present, past and future. The present, past and future tenses are divided into four aspects: the simple, progressive, perfect and perfect progressive. There are 12 major verb tenses that English learners should know

	Tense
	Affirmative/Negative/Question
	Use
	Signal Words

	Simple Present
	A: He speaks.
N: He does not speak.
Q: Does he speak?
	· action in the present taking place regularly, never or several times
· facts
· actions taking place one after another
· action set by a timetable or schedule
	always, every …, never, normally, often, seldom, sometimes, usually
if sentences type I (If I talk, …)

	Present Progressive
	A: He is speaking.
N: He is not speaking.
Q: Is he speaking?
	· action taking place in the moment of speaking
· action taking place only for a limited period of time
· action arranged for the future
	at the moment, just, just now, Listen!, Look!, now, right now

	Simple Past
	A: He spoke.
N: He did not speak.
Q: Did he speak?
	· action in the past taking place once, never or several times
· actions taking place one after another
· action taking place in the middle of another action
	yesterday, 2 minutes ago, in 1990, the other day, last Friday
if sentence type II (If I talked, …)

	Past Progressive
	A: He was speaking.
N: He was not speaking.
Q: Was he speaking?
	· action going on at a certain time in the past
· actions taking place at the same time
· action in the past that is interrupted by another action
	while, as long as

	Present Perfect Simple
	A: He has spoken.
N: He has not spoken.
Q: Has he spoken?
	· putting emphasis on the result
· action that is still going on
· action that stopped recently
· finished action that has an influence on the present
· action that has taken place once, never or several times before the moment of speaking
	already, ever, just, never, not yet, so far, till now, up to now

	Present Perfect Progressive
	A: He has been speaking.
N: He has not been speaking.
Q: Has he been speaking?
	· putting emphasis on the course or duration (not the result)
· action that recently stopped or is still going on
· finished action that influenced the present
	all day, for 4 years, since 1993, how long?, the whole week

	Past Perfect Simple
	A: He had spoken.
N: He had not spoken.
Q: Had he spoken?
	· action taking place before a certain time in the past
· sometimes interchangeable with past perfect progressive
· putting emphasis only on the fact (not the duration)
	already, just, never, not yet, once, until that day
if sentence type III (If I had talked, …)

	Past Perfect Progressive
	A: He had been speaking.
N: He had not been speaking.
Q: Had he been speaking?
	· action taking place before a certain time in the past
· sometimes interchangeable with past perfect simple
· putting emphasis on the duration or course of an action
	for, since, the whole day, all day

	Future I Simple
	A: He will speak.
N: He will not speak.
Q: Will he speak?
	· action in the future that cannot be influenced
· spontaneous decision
· assumption with regard to the future
	in a year, next …, tomorrow
If-Satz Typ I (If you ask her, she will help you.)
assumption: I think, probably, perhaps

	Future I Simple
(going to)
	A: He is going to speak.
N: He is not going to speak.
Q: Is he going to speak?
	· decision made for the future
· conclusion with regard to the future
	in one year, next week, tomorrow

	Future I Progressive
	A: He will be speaking.
N: He will not be speaking.
Q: Will he be speaking?
	· action that is going on at a certain time in the future
· action that is sure to happen in the near future
	in one year, next week, tomorrow

	Future II Simple
	A: He will have spoken.
N: He will not have spoken.
Q: Will he have spoken?
	· action that will be finished at a certain time in the future
	by Monday, in a week

	Future II Progressive
	A: He will have been speaking.
N: He will not have been speaking.
Q: Will he have been speaking?
	· action taking place before a certain time in the future
· putting emphasis on the course of an action
	for …, the last couple of hours, all day long

	Conditional I Simple
	A: He would speak.
N: He would not speak.
Q: Would he speak?
	· action that might take place
	if sentences type II
(If I were you, I would go home.)

	Conditional I Progressive
	A: He would be speaking.
N: He would not be speaking.
Q: Would he be speaking?
	· action that might take place
· putting emphasis on the course / duration of the action
	 

	Conditional II Simple
	A: He would have spoken.
N: He would not have spoken.
Q: Would he have spoken?
	· action that might have taken place in the past
	if sentences type III
(If I had seen that, I would have helped.)

	Conditional II Progressive
	A: He would have been speaking.
N: He would not have been speaking.
Q: Would he have been speaking?
	· action that might have taken place in the past
· puts emphasis on the course / duration of the action
	 





 PARTS OF SPEECH 
A category to which a word is assigned in accordance with its syntactic functions. In English the main parts of speech are noun, pronoun, adjective, determiner, verb, adverb, preposition, conjunction, and interjection.
In traditional grammar, a part of speech is a category of words (or, more generally, of lexical items) that have similar grammatical properties. Words that are assigned to the same part of speech generally display similar syntactic behavior—they play similar roles within the grammatical structure of sentences—and sometimes similar morphology in that they undergo inflection for similar properties.
Commonly listed English parts of speech are noun, verb, adjective, adverb, pronoun, preposition, conjunction, interjection, numeral, article, or determiner. Other Indo-European languages also have essentially all these word classes;[1] one exception to this generalization is that most Slavic languages as well as Latin and Sanskrit do not have articles. Beyond the Indo-European family, such other European languages as Hungarian and Finnish, both of which belong to the Uralic family, completely lack prepositions or have only very few of them; rather, they have postpositions.
Noun (names)
A word or lexical item denoting any abstract (abstract noun: e.g. home) or concrete entity (concrete noun: e.g. house); a person (police officer, Michael), place (coastline, London), thing (necktie, television), idea (happiness), or quality (bravery). Nouns can also be classified as count nouns or non-count nouns; some can belong to either category. The most common part of speech; they are called naming words.

Pronoun (replaces or places again)
A substitute for a noun or noun phrase (them, he). Pronouns make sentences shorter and clearer since they replace nouns.

Adjective (describes, limits)
A modifier of a noun or pronoun (big, brave). Adjectives make the meaning of another word (noun) more precise.

Verb (states action or being)
A word denoting an action (walk), occurrence (happen), or state of being (be). Without a verb a group of words cannot be a clause or sentence.

Adverb (describes, limits)
A modifier of an adjective, verb, or another adverb (very, quite). Adverbs make language more precise.

Preposition (relates)
Aword that relates words to each other in a phrase or sentence and aids in syntactic context (in, of). Prepositions show the relationship between a noun or a pronoun with another word in the sentence.



Conjunction (connects)
A syntactic connector; links words, phrases, or clauses (and, but). Conjunctions connect words or group of words

Interjection (expresses feelings and emotions)
An emotional greeting or exclamation (Huzzah, Alas). Interjections express strong feelings and emotions.

Article (describes, limits
A grammatical marker of definiteness (the) or indefiniteness (a, an). The article is not always listed among the parts of speech. It is considered by some grammarians to be a type of adjective[13] or sometimes the term 'determiner' (a broader class) is used.


MODALS 
Examples of modal verbs include can, could, may, might, must, shall, should, will and would. Adverbs that modify these verbs say something about possibility, obligation, and emphasis. Remember that modal adverbs cannot be negated, and they are not used in questions.
A modal verb is a type of verb that is used to indicate modality – that is: likelihood, ability, permission, request, capacity, suggestions, order, obligation, or advice. Modal verbs always accompany the base (infinitive) form of another verb having semantic content.[1] In English, the modal verbs commonly used are can, could, may, might, must, will, would, shall, should, ought to, had better, "have to" and sometimes need or dare. In English and other Germanic languages, modal verbs are often distinguished as a class based on certain grammatical properties.
Auxiliary and Modal Verbs
The world might head towards a water crisis. The world will head towards a water crisis. Both of these sentences are talking about the same world and a water crisis. However, the former indicates a weak possibility whereas the latter almost declares it. Interestingly, this happens just because of a change in one word known as the modal verbs.
Modal verbs are a kind of auxiliary verb. They facilitate the main verb for suggesting potential, expectation, permission, ability, possibility, and obligation.
When used with the main verb, modal verbs do not end with -s for the third-person singular.  Modal auxiliary verbs never change form, but they have a different form for past tense.
The modal auxiliaries include:
	Present Tense
	Past Tense

	Will
Can
Must (have to)
May
Should (ought to) (had better)
	Would (used to)
Could
(Had to)
Might
Should (ought to)


NB: The words in parentheses ( ) are semi-modals. They have the same meaning, but they are different grammatically.
Will – Would
Will indicates a ‘willingness’ to do something in the future. The negative form of will – will not (won’t) indicates an ‘unwillingness’ (refusal, reluctance) to do something.
Example:
· I will give you another opportunity.
· I will play tomorrow.
· They will arrive at 10 AM.
· She won’t come today.
Would indicates general or repeated willingness in the past. It also indicates preference in the present.  
Example:
· If you did not leave, I would still be taking care of you.
· Whenever I had to go there, they would throw a party.
· We thought that people would buy this book.
· If I were you, I would not do it.
· I would like to make a toast.
 
Used to sometimes replaces would but sometimes it would be grammatically incorrect if we use used to in place of would.  
Example:
· When I was in school, I used to make sketches.
· He often used to cry at night without reason.
· I used to take a break at this time of the year.
Can – Could – May – Might
These modals express possibility and ability.
Can indicates ability. Could indicates ability with an option.
Example:
· I can do it. (The subject ‘I’ is sure about his/her ability)
· I could do it. (The subject ‘I’ is not sure about his/her ability)
· They cannot do it. (present)
· They could not do it. (past)
Can & could also indicate possibility.
Example:
· The temperature can rise this month.
· They can’t go too far by now.
· It could rain later.
May and might both indicate possibility but might can suggest that there is less possibility than may.  
Example:
· It may rain later.
· It might rain later.
· They may come back.
· They might come back.
Must
Must indicates necessity.
Example:
· I must leave now.
· He must study hard.
· Alex must go home by 6.00 pm.
Have to has the similar meaning to must but implies less urgency.  
Example:
· I have to leave now.
· He has to study hard.
· Alex has to go by 6.00 pm.
· I had to leave then. (past)
· He had to study hard to pass the exam. (past)
Should
Should indicates obligation and probability.
Example:
· You should come home early.
· You should not smoke at all.
· I should visit my parents more often.
· There should be an extra key for the lock in the drawer. (probability)
· He should have reached by now. (probability)
· I should have done that. (obligation in the past)
Ought to and had better sometimes replaces should.
Example:
· You ought to come home early.
· We ought to have taken a taxi. (Past)
· We had better leave. (Had better is generally used in spoken English.)
· I think parents ought to give children more freedom. (Had better won’t be appropriate here.
   			
______________________________________________
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