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Read the lines given below and answer the questions that follow. 
a) Legs wide, arms locked behind, 

As if to balance the prone brow 
Oppressive with its mind. 

(i) Whose action is described here? 
Napolean’s action is described here. 

(ii) What is meant by prone brow? 
Inclined downward is meant by prone brow and also it conveys being 
serious and thought ful. 

(iii) What is his state of mind? 
His state of mind is preoccupied with thoughts and anxiety related to the 
result of the war. 

b) You’re wounded!’ ‘Nay’, his soldier’s pride 
Touched to the quick, he said; 

(i) Why did the boy contradict Naopleon’s words? 
The boy contradicted Napoleon’s word because he had fought a valiant battle. 

(ii) Why was his pride touched? 
His pride was touched because he was mistaken. He was not wounded but 
killed. 

c) A film the mother-eagle’s eye 
When her bruised eaglet breathes: 

i) Who is compared to the mother eagle in the above line? 
Napoleon is compared to the mother eagle. 

ii) Explain the comparison. 
Like the mother eagle worried and caretaking Napoleon shows care and 
concern for the wounded soldier. 

EXPLAIN WITH REFERENE TO THE CONTEXT 
i) Then off there flung in smiling joy, 

And held himself erect 
Reference: 
These words are taken from the poem ‘Incident of the French camp’ written by 
the very famous poet Robert Browning. The hero – war captain restlessly waits 
for the good news. His anxiety is well expressed by the poet. 
Context: 
He is happy to see a young warrior galloping towards him. The young warrior 
reached the spot in style and befitting the military style held himself well and 
smiled. 
Explanation 
The “smiling joy” express the boldness, positivism and the commitment of the 
young soldier. ‘Held himself’, the poet has used alliteration to telling effect in the 
line. The words used are simple but very effective. They also convey urgency and 
purposefulness. The word ‘off’ and ‘flung’ stand for urgency. ‘Smiling joy’ bears 
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testimony for the bravery of the young soldier. It also conveys the positive 
information to Napoleon the great. 

(ii) ‘I’m killed, Sire! ‘ And, his chief beside, 
Smiling, the boy fell dead. 

Reference: 
These words are quoted from ‘Incident of the French camp’ by Rober Browning. 

Context 
The theme of the poem is related to relay of information regarding the war and the 
importance of it. 
Explanation 
The words given above in sumtotal express the heroic deed of the young, chivalrous 
natured soldier. The words ‘Im killed’ clearly specify the nature of the death of the 
individual. In a fight victory or defeat could be the outcome. No war can be won without the 
sacrificial death of valiant warriors. The young man could be termed a Martyr. His 
happiness is expressed by the word ‘smiling’ definitely he would have felt happy dying 
beside the great leader. The poem through the quoted words express pathos. The young 
warrior’s grit and never – say – die spirit place him in the highest pedestal. The language 
used is simple free, flowing but very assuring. 

(iii) ‘ To see your flag – bird flap his vans 
Where I, to heart’s desire, 
Perched him! 

Reference: 
These words are garnered from the poem “Incident of the French camp’ penned by Robert 
Browning. 
Context: 
The young warrior describes in detail how he perched their flag. 
Explanation: 
The boy though wounded and tired does not fail to present the needed details to his 
leader. The words ‘hearts desire; clearly underlines the patriotic fervor of the young man. 
The word ‘him’ gives almost a touch of personification. The glee expressed by the young 
soldier and the intent listening of the leader convey the convessational tone made use of 
the poet. The word ‘perched’ makes us understand and feel proud regarding the crowning 
glory moment. The choosy words flag, flap, vans and perched really picturised a beautiful 
image in our mind. Certainly we can visualize the flag flapping and flying. 
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DEFINITION: A Synonym is a word, morpheme, or phrase that means exactly or nearly the same as 
another word, morpheme, or phrase in the same language ……. The standard 
substitution: one form can be replaced by another in a sentence without changing its meaning.
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XII-STUDY MATERIAL 
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word, morpheme, or phrase that means exactly or nearly the same as 
another word, morpheme, or phrase in the same language ……. The standard test for synonymy is 
substitution: one form can be replaced by another in a sentence without changing its meaning.
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DEFINITION: An antonym is a word that means the opposite of another word. For instance, the 
antonym of ‘hot’ may be ‘cold’. The root words for the word ‘antonym’ are the words ‘anti’, meaning 
‘against’ or ‘opposite’, and ‘onym,’ meaning

ANTONYMS  

TWO GENTLEMEN OF VERONA 

A NICE CUP OF TEA 

An antonym is a word that means the opposite of another word. For instance, the 
antonym of ‘hot’ may be ‘cold’. The root words for the word ‘antonym’ are the words ‘anti’, meaning 
‘against’ or ‘opposite’, and ‘onym,’ meaning ‘name. 
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TEXTUAL QUESTIONS: BOOK PAGE NO:118

  

Abbreviations and acronyms are shortened forms of words or phrases. An 
abbreviation is typically a shortened form of words used to represent the whole 
(such as Dr. or Prof.) while an acronym cont
phrase that usually form another word (such as radar or scuba).

Abbreviations and acronyms are often interchanged, yet the two are quite 
distinct. The main point of reference is that abbreviations are merely a series of
letters while acronyms form new words.

DEFINITION:  A combination of two or more words in different parts of speech with a new meaning 
is called compound word. 

ABBREVIATIONS AND ACRONYMS: 

TEXTUAL QUESTIONS: PAGE.NO:139 

COMPOUND WORDS 

BOOK PAGE NO:118 

Abbreviations and acronyms are shortened forms of words or phrases. An 
abbreviation is typically a shortened form of words used to represent the whole 
(such as Dr. or Prof.) while an acronym contains a set of initial letters from a 
phrase that usually form another word (such as radar or scuba). 

Abbreviations and acronyms are often interchanged, yet the two are quite 
distinct. The main point of reference is that abbreviations are merely a series of
letters while acronyms form new words. 

A combination of two or more words in different parts of speech with a new meaning 
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 English language has borrowed profusely from other languages like Latin, French, Spanish 
and German and absorbed and assimilated them. 
For example, ‘eureka’ is not an English word. But it means ‘I found out’.

DEFINITION: 

language has borrowed profusely from other languages like Latin, French, Spanish 
and German and absorbed and assimilated them.  
For example, ‘eureka’ is not an English word. But it means ‘I found out’. 
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DEFINITION OF TERMS: 

 

 

 

 

 Words Meanings 

1. Linguistics The scientific study of a language 

2. Numismatics The study of money and coins  

3. Electro Dynamics The study of the way that electric currents and magnetic 
fields affect each other. 

4. Phonetics The study of speech sounds 

5. Aesthetics The study of principles of beauty 

6. Genetics The study of genes 

7. Statistics The study of analyzing information shown in numbers  

8. Politics The study of government and using power in public life 

9. Aeronautics The study of building and flying air-craft 

10. Informatics The study of processing data for storage and retrieval 

 

 

 

 

 

 

 

 

 

 

  

 Definition is a statement of the exact meaning of a word, as in a dictionary. Similarly, there 
are certain specific words for particular studies and the persons study these subjects. 

 A word or phrase used to describe a thing or to express a concept, especially in a particular 
kind of language or branch of study. 
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DEFINITION: Homophones (words that 
they''re and their). Homographs (words that are spelled the same but pronounced differently, e.g. 
bow, moped, invalid). Other confusables

HOMOPHONES AND CONFUSABLES: 

(words that sound the same but are spelled differently, e.g. there, 
they''re and their). Homographs (words that are spelled the same but pronounced differently, e.g. 

confusables (e.g. where & were, of & have). 

95 

sound the same but are spelled differently, e.g. there, 
they''re and their). Homographs (words that are spelled the same but pronounced differently, e.g. 



 

 

  

96 



 

  

97 



 

IDIOMS AND PHRASES 

 

 

 

TEXT BOOK PAGE NO:46,109,117,138.

 

 

 

 

 

 

 

  

DEFINITION:  An idiom is an expression in English language that has a special meaning of its own. It cannot 
be understood from the meanings of the individual words.
Here are a few idioms that you came across in the play you have just read. For e.g. ‘I told
have to make good.’ The idiom ‘to make good’ means ‘to compensate for a wrongdoing’.

OOK PAGE NO:46,109,117,138. 

An idiom is an expression in English language that has a special meaning of its own. It cannot 
be understood from the meanings of the individual words. 
Here are a few idioms that you came across in the play you have just read. For e.g. ‘I told
have to make good.’ The idiom ‘to make good’ means ‘to compensate for a wrongdoing’.
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An idiom is an expression in English language that has a special meaning of its own. It cannot 

Here are a few idioms that you came across in the play you have just read. For e.g. ‘I told him he would 
have to make good.’ The idiom ‘to make good’ means ‘to compensate for a wrongdoing’. 
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QUESTION TAG: 

 

 

RULES: 

1. Negative Subject: None of the clothes were washed, were they? 
2. Negative Object: We saw none in the room, did we? 
3. Negative Complement: A petty loss like that is nothing, is it? 
4. Negative Adverb:  Morality is found nowhere these days, is it? 
5. Semi-negative words like, few, hardly, little, rarely, scarcely, seldom, never, no one are used as 

follows. 
E.g: (i) Few students attended the class, did they? 
(ii) There is hardly any flower in the tree, is there? 
(iii) Little progress has been made in this project, has it? 
(iv) Rarely does she visit a temple, does she? 
(v) He is scarcely aware of the tragedy, is he? 
(vi) They seldom meet each other now a days, do they? 
(vii) I have never attend the function, have I? 

6. A few and a little convey the positive idea. A negative tag is added to them. 
(i) A few boys went to the picnic, didn’t they? 
(ii) A little effort has taken to solve the problem, hasn’t it? 

7. Although the adverb only has a positive approach too it may be taken a negative tag. There were only 
two horses left in the stable, were there? 

8. Statement with anyone, no one, none, anybody, nobody, somebody, some one, take the plural 
pronoun – “they”. 
(i) Everybody welcomed the idea, didn’t they? 
(ii) No body was permitted to enter, were they? 
(iii) Somebody can enter the garden, can’t they? 
(iv) Anybody will answer the question, won’t they? 
(v) Anyone could have done it, couldn’t they? 

9. After imperative sentences, we must change as follows. 
(i) Please open the door, will you? (Request) 
(ii) Inform the police, won’t you? (Urgent need) 
(iii) Keep silence, can’t you? (Command) 
(iv) Try this method, won’t you? (Offer) 

10. After negative, imperative sentence, we must use “will you”. 
(i) Don’t make noise, will you? 
(ii) Don’t ask silly question, will you?   

11. Sentence start with ‘Let’, We must use shall in the question tag. 
(i) Let’s start our work, shall we? 
(ii) Let me go to the library, shall I? 

12. If the subject of the sentences start with everything, anything, something or nothing. The pronoun it 
should be used. 
(i) Everything is allright, isn’t it? 
(ii) Anything happens in our life, doen’t it? 
(iii) Something will happen today, won’t it? 
(iv) Nothing can be done, can’t it? 

 

DEFINITION:  Question Tags are short questions spoken at the end of the statements. They are used to get 
confirmation from the listener. 
 



 

Text Book: Page No. 81-82 
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TEXT BOOK PAGE NO:218 

Find out if the question tag used in each of the following sentences is correct. 
If it is correct, put a tick (√) of if it is incorrect, replace it with the correct tag 
question in the box provided against each sentence. 

1. These children look very weak and tired, aren’t they? -  don’t they? 
2. Nobody can resolve this issue, can they? – can they? 
3. We seldom speak to our neighbours, do we? – do we? 
4. The old woman sells dolls made of sea-shells, doesn’t she? 
5. I have captured some beautiful moments in my camera, aren’t I? – haven’t 

I? 
6. Pragathi put the bunch of flowers in the vase, doesn’t she? – didn’t she? 
7. Arun was in a great dilemma at that time, didn’t he? – wasn’t he? 
8. I am an expert in cooking, amn’t I? – aren’t I? 
9. Let’s take this matter to court, can we? – shall we? 
10. Don’t forget to hand over this file to my manager, do you? – will you? 
11. The pair of shoes near the door is not yours, are they? – isn’t it? 
12. They have a resort in Yercaud, isn’t it? – haven’t they? 
13. Our dog scarcely sleeps at night, doesn’t it? – does it? 
14. You do a lot of social service, don’t you? – don’t you? 
15. There is a stadium near your office, isn’t it? – isn’t it? 

  



 

PHRASAL VERB: 

 

  

DEFINITION:  Group of words, which is different in meaning, is called ‘Phrasal Verb’. It cannot be 
interpreted word by word. It functions as a
Verb + Particle = Phrasal verb. 
It can be – Verb + Adverb (or)   
                 Verb + Preposition (or) 

    Verb + Adverb + Preposition

Group of words, which is different in meaning, is called ‘Phrasal Verb’. It cannot be 
interpreted word by word. It functions as a single unit. 

Verb + Adverb + Preposition 
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Group of words, which is different in meaning, is called ‘Phrasal Verb’. It cannot be 
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PREPOSITIONS: 

 

 

 

 

 

 

Preposition between: 

1. Time : around, from, since, for, before
2. Position: on, under, below, beside, behind, opposite to, over
3. Direction: during, till, until, to, into, towards, across, through.
 

  

DEFINITION:  A preposition is a word used to link nouns, pronouns or phrases
other words within a sentence. Prepositions are usually short words and they are 
placed before the nouns. 
There are two kinds of prepositions. They are simple and compound prepositions.

(i) Simple Prepositions: 
(with, up, in, of, off, on, out, at, by, 

(ii) Compound Prepositions:
(formed by prefixing a preposition to a noun, an adjective or an adverb)
[ about, across, among, along, around, before, behind, below, beneath, beside, 
between, beyond, inside, outside, underneath, within, 

, from, since, for, before 
on, under, below, beside, behind, opposite to, over 

during, till, until, to, into, towards, across, through. 

A preposition is a word used to link nouns, pronouns or phrases
other words within a sentence. Prepositions are usually short words and they are 

There are two kinds of prepositions. They are simple and compound prepositions.

(with, up, in, of, off, on, out, at, by, through, till, from, for) 
Compound Prepositions:  
(formed by prefixing a preposition to a noun, an adjective or an adverb)
[ about, across, among, along, around, before, behind, below, beneath, beside, 
between, beyond, inside, outside, underneath, within, without] 
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A preposition is a word used to link nouns, pronouns or phrases to 
other words within a sentence. Prepositions are usually short words and they are 

There are two kinds of prepositions. They are simple and compound prepositions. 

(formed by prefixing a preposition to a noun, an adjective or an adverb) 
[ about, across, among, along, around, before, behind, below, beneath, beside, 



 

TEXT BOOK PAGE NO: 217 

Edit the following passage by circling the incorrect prepositions and writing the correct 
preposition against each line. 
Dolphins are regarded as the friendliest 
There have been several stories 
The more we learn on dolphins, the more we realize how  
Amazing they are, they care off 
At danger, they communicate very well with each other 

following passage by circling the incorrect prepositions and writing the correct 
 

Dolphins are regarded as the friendliest between the sea creatures.   1. 
There have been several stories of dolphins helping drowning sailors. 2. 

dolphins, the more we realize how    
 the sick, protect the weakest    

danger, they communicate very well with each other    
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following passage by circling the incorrect prepositions and writing the correct 

the sea creatures.   1. among 
lors. 2. about 

 3. about 
 4. of 
 5. in



 

  
CLIPPED WORDS: 

 

 

 

 

 

 

 

 

 

 

 

 

 

EUPHEMISTIC EXPRESSIONS (POLITE ALTERNATIVES)

 

  

DEFINITION: Clipped words are 
longer words without changing the meaning. Clipping is forming new words by shortening long 
words. We usually use them while speaking or in informal speech.

 e.g. aeroplane – plane, examination 
 Front clipping – e.g. (fountain) pen  
 Back clipping – e.g. disco (theque) 
 Front and back clipping – e.g. (in) flu (enza)

DEFINITION: The term euphemism refers to polite, indirect expressions that 
phrases considered harsh and impolite, or which suggest something unpleasant.
Euphemism is an idiomatic expression, which loses its literal meanings and refers to something else, 
in order to hide its unpleasantness.

ONS (POLITE ALTERNATIVES) 

Clipped words are words that are formed by dropping one or more syllables from 
longer words without changing the meaning. Clipping is forming new words by shortening long 
words. We usually use them while speaking or in informal speech. 

plane, examination – exam, demarcate – mark   
e.g. (fountain) pen   
e.g. disco (theque)  

e.g. (in) flu (enza) 

The term euphemism refers to polite, indirect expressions that replace words and 
phrases considered harsh and impolite, or which suggest something unpleasant.
Euphemism is an idiomatic expression, which loses its literal meanings and refers to something else, 
in order to hide its unpleasantness. 
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words that are formed by dropping one or more syllables from 
longer words without changing the meaning. Clipping is forming new words by shortening long 

replace words and 
phrases considered harsh and impolite, or which suggest something unpleasant. 
Euphemism is an idiomatic expression, which loses its literal meanings and refers to something else, 



 

 

 

 

 

 

 

 

 

RELATIVE PRONOUN / CLAUSE: 

 

 

  

DEFINITION:  
 A relative pronoun is a pronoun that refers to a noun going before it and also 

joins two clauses together. 
 The chief relative pronouns are 

She is the girl who got the first prize.
This is what I want. 
This is the boy whose mother is the principal of the school.
This is the singer whom everyone praises.
I saw a book, which was written by my friend in a bookshop.
The hunter saw a huge bird that was multi colored.

A relative pronoun is a pronoun that refers to a noun going before it and also 
joins two clauses together.  
The chief relative pronouns are – who, what, which, whom, whose, that

got the first prize. 

mother is the principal of the school. 
everyone praises. 

was written by my friend in a bookshop. 
was multi colored. 
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A relative pronoun is a pronoun that refers to a noun going before it and also 

who, what, which, whom, whose, that 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BLENDED WORDS: 
 
 
 

 

 

  

DEFINITION: A word blend is formed by combining two separate words with different 
meanings to form a new one. These words are often created to describe a new invention or 
phenomenon that combines the definitions or traits of two existing things.
 

A word blend is formed by combining two separate words with different 
meanings to form a new one. These words are often created to describe a new invention or 

that combines the definitions or traits of two existing things.  
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A word blend is formed by combining two separate words with different 
meanings to form a new one. These words are often created to describe a new invention or 



 

SINGULAR AND PLURAL: 

 

 

 

 

NOTES: 

 A singular noun names one person, place, thing, or idea, while

more than one person, place, thing, or idea. ...

 Singular nouns ending in 's', 'ss', 'sh', 'ch', 'x', or 'z' need an 'es' at the end to

become plural. Some nouns are the same in both
 
 

 

 

 

 

 

BRITISH ENGLISH & AMERICAN ENGLISH

DEFINITION: 

 

  

DEFINITION: 
SINGULAR: 
If something is extraordinary, remarkable, or one of a kind, you can say it is 
singular means one, as opposed to plural, which means 
PLURAL: 
The plural form of a word is the form that is used when referring to more than one person or thing.

 

DEFINITION: 
There are differences in spelling for some words between Americans and British. For example, the 
word ‘colour’ is spelt by the Americans as ‘color’. The differences may be based on not only spelling 
but also pronunciation and vocabulary. 

noun names one person, place, thing, or idea, while a plural 

one person, place, thing, or idea. ... 

nouns ending in 's', 'ss', 'sh', 'ch', 'x', or 'z' need an 'es' at the end to

. Some nouns are the same in both their singular and plural 

BRITISH ENGLISH & AMERICAN ENGLISH: 

If something is extraordinary, remarkable, or one of a kind, you can say it is singular
means one, as opposed to plural, which means more than one. ... 

form of a word is the form that is used when referring to more than one person or thing.

are differences in spelling for some words between Americans and British. For example, the 
word ‘colour’ is spelt by the Americans as ‘color’. The differences may be based on not only spelling 
but also pronunciation and vocabulary.  
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plural noun names 

nouns ending in 's', 'ss', 'sh', 'ch', 'x', or 'z' need an 'es' at the end to 

plural forms. 

singular. In grammar, 

form of a word is the form that is used when referring to more than one person or thing. 

are differences in spelling for some words between Americans and British. For example, the 
word ‘colour’ is spelt by the Americans as ‘color’. The differences may be based on not only spelling 



 

TEXT BOOK: PAGE NO:182 
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SYLLABIFICATION: 

  

 

 

1. Syllabification should be governed not by etymology but by pronunciation: 
Thus we should divide ‘pe-ruse’, not ‘per-use’ 
2. To find the number of syllables: 
 ---count the vowels in the word, 
 ---subtract any silent vowels, (like the silent "e" at the end of a word or the second vowel when two 
vowels a together in a syllable) 
---subtract one vowel from every diphthong, (diphthongs only count as one vowel sound.) 
 ---the number of vowels sounds left is the same as the number of syllables. 
 The number of syllables that you hear when you pronounce a word is the same as the number of vowels 
sounds heard. 
For example: 
The word "came" has 2 vowels, but the "e" is silent, leaving one vowel sound andone syllable. 
The word "outside" has 4 vowels, but the "e" is silent and the "ou" is a diphthong which counts as only one 
sound, so this word has only two vowels sounds and therefore, two syllables. 
3. In words ending in double consonants, the consonant should not be separated in syllabifying their 
derivatives – fall, fall-en; miss, miss-ing; pass, pass-ive. 
4. Dissyllabic terminations that are sounded as one syllable should be so divided: 
Such as fam-il-iar, po-ten-tial, re-gion, o-cean etc. 
5. Divide between two middle consonants. 
Split up words that have two middle consonants. For example: 
hap/pen, bas/ket, let/ter, sup/per, din/ner, and Den/nis. The only exceptions are the consonant digraphs. 
Never split up consonant digraphs as they really represent only one sound. The exceptions are "th", "sh", 
"ph", "th", "ch", and "wh". 
6. Usually divide before a single middle consonant. 
When there is only one syllable, you usually divide in front of it, as in: 
"o/pen", "i/tem", "e/vil", and "re/port". The only exceptions are those times when the first syllable has an 
obvious short sound, as in "cab/in". 
7. Divide before the consonant before an "-le" syllable. 
When you have a word that has the old-style spelling in which the "-le" sounds like "-el", divide before the 
consonant before the "-le". For example: "a/ble", "fum/ble", "rub/ble" "mum/ble" and "this/tle". The only 
exception to this are "ckle" words like "tick/le". 
8. Divide off any compound words, prefixes, suffixes and roots which have vowel sounds. 
Split off the parts of compound words like "sports-car" and "house-boat". Divide off prefixes such at "un-
happy", "pre-paid", or "re-write". Also divide off suffixes as in the words "farm-er", "teach-er", "hope-less" 
and "care-ful". In the word "stop-ping", the suffix is actually "-ping" because this word follows the rule that 
when you add "-ing" to a word with one syllable, you double the last consonant and add the "-ing". 

DEFINITION: 
A word can be split into various parts which helps in pronunciation. They are called syllables. 
Syllables are calculated according to the vowel sounds in the word. A syllable is the smallest distinct 
sound unit. It has a minimum of a vowel sound with or without one or more constant sounds.  
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SENTENCE PATTERN: 

 

 

 

The five elements of a sentence are, 
S – Subject   V – Verb  O-Object  A- Adjunct   C
The object (O) is divided into:  1) DO 

         2) IO 
1. Subject (S): It talks about the thing or person in the sentence. It indicates any word or words before
verb. 
2. Verb (V): Verb is a word of action, occurrence or phrase expressing existence.
3. Object (O): The action of the verb is directed towards this object. 
a) The phrase or word, which answers the question ‘What? Is Direct Object (DO)
b) The phrase or word which answers the question ‘Whom’ is Indirect Object (IO)
4. Adjunct (A): Adjuncts are adverbial expressions of place, purpose and time, etc. It is an addition to a 
sentence. It gives answers to the questions.
(eg.) * He went to Delhi. (Where)      *

* My friend came home yesterday. (When)   * She entered the church to pray. (Why)
5. Complement (C): It completes the sense of the sentence. Usually it follows the ‘be’ form verbs (is / am/ 
was/ are/were) or become, elected, appoi
prove, think, consider, find, believe, guess, judge, baptize, call, etc.,
 

 

 

 

  

DEFINITION: Sentence patterns 
connected words, but it is not a complete
Phrases are just one component that makes up a complete

 
Adjunct   C- Complement   

The object (O) is divided into:  1) DO – Direct Object 
2) IO – Indirect Object 

1. Subject (S): It talks about the thing or person in the sentence. It indicates any word or words before

2. Verb (V): Verb is a word of action, occurrence or phrase expressing existence. 
3. Object (O): The action of the verb is directed towards this object.  
a) The phrase or word, which answers the question ‘What? Is Direct Object (DO) 

word which answers the question ‘Whom’ is Indirect Object (IO)
4. Adjunct (A): Adjuncts are adverbial expressions of place, purpose and time, etc. It is an addition to a 
sentence. It gives answers to the questions. 
(eg.) * He went to Delhi. (Where)      * She writes slowly. (How) 

* My friend came home yesterday. (When)   * She entered the church to pray. (Why)
5. Complement (C): It completes the sense of the sentence. Usually it follows the ‘be’ form verbs (is / am/ 
was/ are/were) or become, elected, appointed, make, sound, grew, appeared, christened, call, suppose, 
prove, think, consider, find, believe, guess, judge, baptize, call, etc., 

 are made up of phrases and clauses. A phrase is a group of 
connected words, but it is not a complete sentence because it is missing a subject and/or a verb. 
Phrases are just one component that makes up a complete sentence. 
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1. Subject (S): It talks about the thing or person in the sentence. It indicates any word or words before 

 

 
word which answers the question ‘Whom’ is Indirect Object (IO) 

4. Adjunct (A): Adjuncts are adverbial expressions of place, purpose and time, etc. It is an addition to a 

* My friend came home yesterday. (When)   * She entered the church to pray. (Why) 
5. Complement (C): It completes the sense of the sentence. Usually it follows the ‘be’ form verbs (is / am/ 

nted, make, sound, grew, appeared, christened, call, suppose, 

phrase is a group of 
because it is missing a subject and/or a verb. 



 

ARTICLES AND DETERMINERS: 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
TEXT BOOK  PAGE NO: 221 
Fill in the blanks with appropriate articles or determiners.

1. We met some Americans at the restaurant.
2. Monisha has many films in her hands.
3. I am the eldest in my family. 
4. There are only few chocolates left for you.
5. Can you get me some butter? 
6. They haven’t got more roses in their garden.
7. Samuel hasn’t got any homework today, 
8. Please give me a hammer and a 
9. My mother is an honest woman.

10. She bought a useful gadget. 
11. Please give me an ice cube. 
12. We need some light in the room. 
13. Why are you reading the book? 
14. My boss wanted a draft of the report in a day.
15. Many handout is available online.

 

DEFINITION: 
  Articles are words such as English "the" and "a", which combine with a noun to form a noun 

phrase. Articles typically specify grammatical definiteness of the noun phrase, but in many 
languages they carry additional grammatical information such as gender, 
“a” and “an” are indefinite articles and “the” is definite article. The articles are not a 
separate part of speech. They are Demonstrative Adjectives.

 A determiner, also called determinative, is a word, phrase, or affix that occurs 
noun or noun phrase and serves to express the reference of that noun or noun phrase in the 
context.  

Fill in the blanks with appropriate articles or determiners. 

Americans at the restaurant. 
films in her hands. 

chocolates left for you. 

roses in their garden. 
homework today, so he is playing cricket. 

 nail. 
honest woman. 

 

draft of the report in a day. 
handout is available online. 

Articles are words such as English "the" and "a", which combine with a noun to form a noun 
phrase. Articles typically specify grammatical definiteness of the noun phrase, but in many 
languages they carry additional grammatical information such as gender, 
“a” and “an” are indefinite articles and “the” is definite article. The articles are not a 
separate part of speech. They are Demonstrative Adjectives. 
A determiner, also called determinative, is a word, phrase, or affix that occurs 
noun or noun phrase and serves to express the reference of that noun or noun phrase in the 
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Articles are words such as English "the" and "a", which combine with a noun to form a noun 
phrase. Articles typically specify grammatical definiteness of the noun phrase, but in many 
languages they carry additional grammatical information such as gender, number, and case. 
“a” and “an” are indefinite articles and “the” is definite article. The articles are not a 

A determiner, also called determinative, is a word, phrase, or affix that occurs together with a 
noun or noun phrase and serves to express the reference of that noun or noun phrase in the 



 

TEXT BOOK PAGE: 156 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT – VERB AGREEMENT (CONCORD)

 

 

 

 

Rules for Subject→Verb Agreement
Twenty may seem like a lot of rules for one subject, but you'll quickly notice one ties into the next. In the 
end, it'll all make sense. (In the following examples, the agreeing subject is in bold and the verb is in italics.)
1. Subjects and verbs must agree in number. This is the cornerstone rule that forms the background of the 
concept. 
The dog growls when he is angry. 
The dogs growl when they are angry.
2. Subordinate clauses that come between the subject and verb don't affect their agreement.
The dog, who is chewing on my jeans,
3. Prepositional phrases between the subject and verb usually do not affect agreement.
The colors of the rainbow are beautiful.
4. When sentences start with "there" or "here," the subject wi
needs to be taken to identify each part correctly.

DEFINITION: 
Concord is an agreement in number and person between the subject and verb in a sentence.
Usually, singular subject takes singular verb and plural noun takes plural 
subject comes, we should not get confused. For that these rules may be useful.

VERB AGREEMENT (CONCORD) 

Verb Agreement 
Twenty may seem like a lot of rules for one subject, but you'll quickly notice one ties into the next. In the 

it'll all make sense. (In the following examples, the agreeing subject is in bold and the verb is in italics.)
must agree in number. This is the cornerstone rule that forms the background of the 

when they are angry. 
that come between the subject and verb don't affect their agreement.

dog, who is chewing on my jeans, is usually very good. 
between the subject and verb usually do not affect agreement.

beautiful. 
4. When sentences start with "there" or "here," the subject will always be placed after the verb. Some care 
needs to be taken to identify each part correctly. 

Concord is an agreement in number and person between the subject and verb in a sentence.
Usually, singular subject takes singular verb and plural noun takes plural verbs. When more than one 
subject comes, we should not get confused. For that these rules may be useful.
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Twenty may seem like a lot of rules for one subject, but you'll quickly notice one ties into the next. In the 
it'll all make sense. (In the following examples, the agreeing subject is in bold and the verb is in italics.) 

must agree in number. This is the cornerstone rule that forms the background of the 

that come between the subject and verb don't affect their agreement. 

between the subject and verb usually do not affect agreement. 

ll always be placed after the verb. Some care 

Concord is an agreement in number and person between the subject and verb in a sentence. 
verbs. When more than one 

subject comes, we should not get confused. For that these rules may be useful. 
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There is a problem with the balance sheet. 
Here are the papers you requested. 
5. Subjects don't always come before verbs in questions. Make sure you accurately identify the subject 
before deciding on the proper verb form to use. 
Where are the pieces of this puzzle? 
6. If two subjects are joined by "and," they typically require a plural verb form. 
The cow and the pig are jumping over the moon. 
7. The verb is singular if the two subjects separated by "and" refer to the same person or thing as a whole. 
Red beans and rice is my mom's favorite dish. 
8. If one of the words "each," "every," or "no" comes before the subject, the verb is singular. 
No smoking or drinking is allowed. 
Every man and woman is required to check in. 
9. If the subjects are both singular and are connected by the words "or," "nor," "neither/nor," "either/or," 
or "not only/but also," the verb is singular. 
Either Jessica or Christian is to blame for the accident. 
10. The only time the object of the preposition decides plural or singular verb forms is when noun and 
pronoun subjects like "some," "half," "none," "more," or "all" are followed by a prepositional phrase. Then 
the object of the preposition determines the form of the verb. 
All of the chicken is gone. 
All of the chickens are gone. 
11. The singular verb form is usually reserved for units of measurement or time. 
Four quarts of oil was required to get the car running. 
12. If the subjects are both plural and are connected by the words "or," "nor," "neither/nor," "either/or," 
or "not only/but also," the verb is plural. 
Not only dogs but also cats are available at the animal shelter. 
13. If one subject is singular and the other is plural, and the words are connected by the words "or," "nor," 
"neither/nor," "either/or," or "not only/but also," use the verb form of the subject that is nearest the verb. 
Either the bears or the lion has escaped from the zoo. 
Neither the lion nor the bears have escaped from the zoo. 
14. Indefinite pronouns typically take singular verbs (with some exceptions). 
Everybody wants to be loved. 
15. The exceptions to the above rule include the pronouns "few," "many," "several," "both," "all," and 
"some." These always take the plural form. 
Few were left alive after the flood. 
16. If two infinitives are separated by "and," they take the plural form of the verb. 
To walk and to chew gum require great skill. 
17. When gerunds are used as the subject of a sentence, they take the singular form of the verb. However, 
when they are linked by "and," they take the plural form. 
Standing in the water was a bad idea. 
Swimming in the ocean and playing drums are my hobbies. 
18. A collective noun, such as "team" or "staff," can be either singular or plural depending upon the rest of 
the sentence. Typically, they take the singular form, as the collective noun is treated as a cohesive single 
unit. 
The herd is stampeding. 
19. Titles of books, movies, novels, and other similar works are treated as singular and take a singular verb. 
The Burbs is a movie starring Tom Hanks. 
20. Final rule: Remember, only the subject affects the verb! Nothing else matters. 
Jacob, who owns sixteen houses, is on his way to becoming a billionaire. 
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LINKERS / CONNECTIVES/ CONJUNCTIONS

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Types of Connectives: 
1. Adding connectives:  

As well as, moreover, too, also, besides, furthermore, in addition, etc.
2. Sequencing connectives:

First, second, third, after, 
3. Conditional connectives:

If , unless 
4. Comparing connectives:

Similarly, likewise, like, whereas, equally, in the same way, etc.
5. Contrasting connectives:
6. Unlike, instead of, otherwise, whereas, on

despite, notwithstanding, etc.
7. Cause and effect connectives:

Consequently, therefore, thus, because, due to, as a result of
8. Qualifying connectives: 

But, however, unless, although, if, except
9. Illustrating connectives:

DEFINITION: 
 Connectives are words that join or link ideas 

ideas together in separate sentences and to link ideas between paragraph.
 A conjunction is a word that joins together word, phrases, clauses or sentences. There are two 

types of conjunctions, namely 

/ CONJUNCTIONS: 

As well as, moreover, too, also, besides, furthermore, in addition, etc.
Sequencing connectives: 
First, second, third, after, eventually, finally, meanwhile, now, subsequently, next, etc.
Conditional connectives: 

Comparing connectives: 
Similarly, likewise, like, whereas, equally, in the same way, etc.
Contrasting connectives: 
Unlike, instead of, otherwise, whereas, on the other hand, nevertheless, in spite of, 
despite, notwithstanding, etc. 
Cause and effect connectives: 
Consequently, therefore, thus, because, due to, as a result of 

 
But, however, unless, although, if, except 

ves: 

Connectives are words that join or link ideas in a sentence. They can also be used to connect 
ideas together in separate sentences and to link ideas between paragraph.
A conjunction is a word that joins together word, phrases, clauses or sentences. There are two 
types of conjunctions, namely coordinating conjunctions and subordinating conjunctions.
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As well as, moreover, too, also, besides, furthermore, in addition, etc.   

eventually, finally, meanwhile, now, subsequently, next, etc. 

Similarly, likewise, like, whereas, equally, in the same way, etc. 

the other hand, nevertheless, in spite of, 

in a sentence. They can also be used to connect 
ideas together in separate sentences and to link ideas between paragraph. 
A conjunction is a word that joins together word, phrases, clauses or sentences. There are two 

coordinating conjunctions and subordinating conjunctions. 



 

Such as, for example, for instance, in the case of
10. Place connectives: 

Beneath, near, beyond, below
11. Temporal connectives: 

During, earlier, later, meanwhile, whenever
12. Emphasizing connectives:

especially, in particular. 
 

  

Such as, for example, for instance, in the case of 

Beneath, near, beyond, below 
 

During, earlier, later, meanwhile, whenever 
Emphasizing connectives: 
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PARTS OF SPEECH: 

 

 

TEXT BOOK PAGE NO:39 

 

  

DEFINITION:  In English many words in the same form can be used in different parts of speech. There 
are 8 parts of speech: ‘noun, pronoun, verb, adverb, adjective, conjunction, preposition and 
interjection’. 

ish many words in the same form can be used in different parts of speech. There 
are 8 parts of speech: ‘noun, pronoun, verb, adverb, adjective, conjunction, preposition and 
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ish many words in the same form can be used in different parts of speech. There 
are 8 parts of speech: ‘noun, pronoun, verb, adverb, adjective, conjunction, preposition and 



 

 

 

 

 

 

NON FINITE VERBS: 

 

 

 

  

DEFINITION:  Non-finite verb (also known as a verbal) is the term to describe a verb that does 
not show tense. In other words, it is a verb form, which does not function as a verb.
 

finite verb (also known as a verbal) is the term to describe a verb that does 
not show tense. In other words, it is a verb form, which does not function as a verb.
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finite verb (also known as a verbal) is the term to describe a verb that does 
not show tense. In other words, it is a verb form, which does not function as a verb. 
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TEXT BOOK PAGE NO: 220→221.

Fill in the blanks using suitable gerunds.

1. My friend is good at playing the saxophone.
2. They don’t like working on Saturdays.
3. They started late, so they were afraid of 
4. She enjoys watching horror movies.
5. Climbing on the wall can prove dangerous.
6. Drinking a two wheeler without a helmet may prove fatal.
7. Wearing uniform to school is compulsory.
8. Planting trees is a must, to prevent soil erosion.
9. Seema apologized for being / coming
10. Conducting an event successfully is a challenge.

Rewrite changing the gerund in each of the following sentences to infinitives without changing the 
meaning. 

1. Teach  me swimming. – to swim
2. Giving is better than receiving
3. Seeing is believing. – to believe
4. I like reading. – to read 
5. He managed reaching there in time. 
6. Walking in the sun is harmful to the eyes. To walk
7. Stealing is a crime. – to steal 
8. What I hate most is running across traffic. 
9. Sitting here is wasting time. –
10. Exercising is good for health. 
 

 CONDITIONAL CLAUSE: 

 

 

 

 

 

 

 

 

 

DEFINITION: In English grammar, a conditional clause
hypothesis or condition, real (factual) or imagined (counterfactual)
 

221. 

suitable gerunds. 

the saxophone. 
on Saturdays. 

They started late, so they were afraid of playing the train. 
horror movies. 

on the wall can prove dangerous. 
eler without a helmet may prove fatal. 

uniform to school is compulsory. 
trees is a must, to prevent soil erosion. 

being / coming late. 
an event successfully is a challenge. 

each of the following sentences to infinitives without changing the 

to swim 
receiving. – to receive 
to believe 

there in time. – to reach 
in the sun is harmful to the eyes. To walk 

 
across traffic. – to run 
– to sit 

is good for health. – to exercise. 

conditional clause is a type of adverbial clause that states a 
condition, real (factual) or imagined (counterfactual) 
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each of the following sentences to infinitives without changing the 

that states a 
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MODALS / SEMI MODALS: 

  
DEFINITION: Modal Auxiliary is a special auxiliary which is used to denote a particular mood or 
expression of the subject. There are 13 Modal Auxiliaries (four of which are quasi
 

Modal Auxiliary is a special auxiliary which is used to denote a particular mood or 
expression of the subject. There are 13 Modal Auxiliaries (four of which are quasi-modals/ marginals).
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Modal Auxiliary is a special auxiliary which is used to denote a particular mood or 
modals/ marginals). 
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TEXT BOOK PAGE NO. 216 

MODAL AUXILIARIES: 

Complete the following news item choosing the best phrases given below:

Can’t be Can’t have 
Might be Must be 
As a result of the flooding, as many as 5,000 families a) 
figure is only an estimate. ‘The emergency services are working hard, but I’m sure they b) 
may get more than 20 helicopters for rescue operation. It c) 
everyone and take them to safety,’ said an aid worker i
families still waiting to be rescued d)
clean water to drink. Worryingly, more rain is forecast, so the floods f) 
the next few days. The emergency services g) 
the waters rise again.  

Complete the following news item choosing the best phrases given below:

Could take May get May not have
May be May not be Ought not

result of the flooding, as many as 5,000 families a) may be homeless, although the 
figure is only an estimate. ‘The emergency services are working hard, but I’m sure they b) 

more than 20 helicopters for rescue operation. It c) could take
everyone and take them to safety,’ said an aid worker in the area. ‘Conditions for those 
families still waiting to be rescued d) must be dreadful. There e) can’t have
clean water to drink. Worryingly, more rain is forecast, so the floods f) 
the next few days. The emergency services g) may not have time to reach everyone before 
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Complete the following news item choosing the best phrases given below: 

May not have 
Ought not 

homeless, although the 
figure is only an estimate. ‘The emergency services are working hard, but I’m sure they b) 

could take days to reach 
n the area. ‘Conditions for those 

can’t have any clean any 
clean water to drink. Worryingly, more rain is forecast, so the floods f) might be worse in 

time to reach everyone before 
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TENSES: 

 

 

 

 

 

 

PRESENT FORMS: 

Contexts Used Example 
Simple present: 

a) Habitual action. 
b) Universal truths. 
c) A future action already planned. 
d) Conditional sentences. 

 
He gets up at 6’O clock everyday. 
All that glitters is not gold. 
The Chief Minister visits the school tomorrow. 
If you walk regularly you will be healthy. 

Present Continuous: 
a) An action that continues at present. 
b) A definite future action. 

 
He is reading now. 
He is attending the interview next week. 

Present perfect: 
a) An action just completed. 
b) An action that has happened 

some→times ago. 

 
I have finished the home work. 
I have read this book. 

Present Perfect Continuous: 
An action that has happened in the past and 
continues to the present and future. 
(Usually used in the sentences with since & for). 

 
I have been working in this office since 2000. 
We have been discussing this problem for the past 2 
hours. 

PAST FORMS: 

Simple Past 
a) A completed action in the past. 
b) Habitual actions of the past. 

 
The baby demanded everyone’s attention. 
In primitive times, stone implements were employed to 
kill animals. 

Past Continuous: 
An action going on at a particular time in 
the past. 

 
When I called him he was drinking coffee. 
While I stopped him, he was driving the car. 

Past perfect: 
When two actions are referred, the first 
action is told in past perfect. 

When I entered the room, the boys had left. 
If he had attended the meeting, he would have met him. 

Past Perfect Continuous: 
An action continued in the past. 

He had been doing business in the city till he became an 
actor. 

FUTURE FORMS: 

DEFINITION:  Tenses of verbs are used to express time. They indicate the time and state of the 
action. 
Verbs come in three tenses: past, present, and future.  

 The past tense is used to describe things that have already happened (e.g., earlier in the 
day, yesterday, last week, three years ago).  

 The present tense is used to describe things that are happening right now, or things that 
are continuous. 

 The future tense is used to describe things that are going to happen. (e.g., tomorrow, 
next day, next week etc). 



 

Simple Future: 
An action that will take place in the future.
Future Continuous: 
An action going on at sometime in the 
future. 
Future Perfect: 
An action that will be completed, when two 
future action are referred. 
Future Perfect Continuous: 
An action that will be completed and will 
continue in the future. 
 

 

  

An action that will take place in the future. 
I shall write the exam tomorrow. 
He will come back soon. 

An action going on at sometime in the 
He will be taking charge tomorrow.
By this time next week, she will be travelling
plane. 

An action that will be completed, when two 
He will have closed the shop, when you go there.

An action that will be completed and will 
By the time he leaves this city, he 
finishing his course. 
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charge tomorrow. 
will be travelling in a 

the shop, when you go there. 

By the time he leaves this city, he will have been 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TEXT BOOK PAGE NO:216. 
Correct the errors in the following passage.
Taking a career aptitude test. There is
questions. There is (are) formulated to find out what kind of work woul
tests analyzes (analyse) your strengths, weakness, interests, and personality to help you narrow down your 
career choice. You can also does an Internet search for “career aptitude tests” and 
you can compare the results. Once you have an idea of what field you want to work in, consider all the 
options within that field. For instance, if you would 
nurse or a doctor, you can also considers
therapy and micro→biology. 
 

Correct the errors in the following passage. 
is (are) dozens of career aptitude tests online that 

formulated to find out what kind of work would suits (suit)
your strengths, weakness, interests, and personality to help you narrow down your 

career choice. You can also does an Internet search for “career aptitude tests” and 
compare the results. Once you have an idea of what field you want to work in, consider all the 

options within that field. For instance, if you would wants(want) to work in healthcare, you 
considers (consider) paramedical careers in physiotherapy, occupational 
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dozens of career aptitude tests online that asks (ask) a series of 
(suit) you the best. These 

your strengths, weakness, interests, and personality to help you narrow down your 
career choice. You can also does an Internet search for “career aptitude tests” and takes(take) several so 

compare the results. Once you have an idea of what field you want to work in, consider all the 
to work in healthcare, you could (can)be a 

paramedical careers in physiotherapy, occupational 
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ENGLISH – GRAMMATICAL EXERCISES 

REPORTING A DIALOGUE / DIRECT AND INDIRECT SPEECH:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

DEFINITION:  Direct speech repeats, or quotes, the exact words spoken. When we use direct 
speech in writing, we place the words spoken between quotation marks (" ") and there is no 
change in these words.  
Examples 

 She says, "What time will you be home?" 
 She said, "What time will you be home?" and I said, "I don't know! " 
 "There's a fly in my soup!" screamed Simone. 
 John said, "There's an elephant outside the window." 

Indirect speech 
Reported or indirect speech is usually used to talk about the past, so we normally change the 
tense of the words spoken. We use reporting verbs like 'say', 'tell', 'ask', and we may use the 
word 'that' to introduce the reported words. Inverted commas are not used. 
She said, "I saw him." (direct speech) = She said that she had seen him. (indirect speech) 
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TEXT BOOK PAGE NO:216→217 

Change the following sentences into indirect speech. 

a) The pilot said to the passengers, “The plane will land in Delhi at 9 p.m.” 
b) The Principal said, “Young students must think about the ways to control the use of 

plastic bags in the school campus”. 
c) Gowtham said to me, “I was very ill last week, but I am better now.” 
d) Priya said, “I want to give my sister a present.” 
e) Madhu said to me, “I am so happy you have completed your project.” 
f) The manager said, “I will speak to you on Friday.” 
g) Mani said to his coach, “I shall improve, if you guide me.” 
h) My mother said to me, “You can go swimming tomorrow.” 
i) Sandeep said to John, “Would you like to watch a movie with me?” 
j) Geetha asked Angel, “Will you help me to pack my bag?” 
k) The librarian said to the students, “You are not allowed to scribble anything on the 

library books.” 
l) The motorist said to me, “Can you direct me to the post office?” 
m) Umar said to his mother, “Could you make me a cup of coffee?” 
n) The little boy said to me, “Alas! My dog is dead.” 
o) Grandmother said to her grandson, “May God bless you.” 

Answers: 
a) The pilot told the passengers that the plane would land in Delhi at 9 p.m. 
b) The Principal said that young students had to think about the ways to control the use 

of plastic bags in the school campus. 
c) Gowtham told me that he had been very ill the week before but he was better then. 
d) Priya said that she wanted to give her sister a present.  
e) Madhu told me that he/she was so happy I had completed my project. 
f) The manager said that he/she would speak to me on Friday. 
g) Mani told his coach that he should improve if he guided him. 
h) My mother told me that I could go swimming the day after./ the following day. 
i) Sandeep asked John if/whether he would like to watch a movie with him. 
j) Geetha asked Angel if / whether she would help her to pack her bag. 
k) The librarian told the students that they were not allowed to scribble anything on the 

library books. 
l) The motorist asked me if/whether I could direct him to the post office.  
m) Umar asked his mother if/whether she could make him a cup of coffee. 
n) The little boy exclaimed with sorrowful to me that his dog was dead. 
o) Grandmother blessed her grandson that god might bless him. 

 
CONDITIONAL CLAUSE AND ITS INVERSION: 

 

 

DEFINITION:  Inversion of conditional clause happens in sentences where “if” is replaced by “had”, 
“were” and “should”. 

 



 

EXAMPLES: 
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ADDITIONAL: 

Type→1: Exercise: Of the two sentences given below form a single sentence using ‘If’ 
clause: 

1. The sun was bright. The pictures came out well. 
If the sun had not been bright, 

2. He did not explain the problem. I was not able to help him.
If he had explained the problem, I would have been able to help him.

Type→2: Exercise: Rewrite the sentences making an inversion in the conditional 
clause. 

1. If you should be interested, I could buy a season ticket for the music festival.
 Should you be interested, I could buy a season ticket for the music festival.

2. If you should need my help again, just give me a ring.
Should you need my help again, just 

Type→3: Exercise: Rewrite the sentence using ‘if’.

1. Should you be interested, I could buy you a season ticket for the music festival.
If you should be interested, I could buy you a season ticket for the music festival.

2. Should you need my help again, just give me a ring.
If you should need my help again, just give me a ring.

Type→4: Exercise: Rewrite the sentences as instructed.

1. If you should be interested, I could buy you a season ticket for the music festival. 
(Begin with ‘should’) 
Should you be interested, I could buy you a season ticket for the music festival.

2. If you should need my help again, just give me a ring. (Begin with ‘should’)
Should you need my help again, just give me a ring.

TRANSFORMATION OF SENTENCES/ KINDS OF SENTENCES (S
COMPLEX) 

 
  

1: Exercise: Of the two sentences given below form a single sentence using ‘If’ 

The sun was bright. The pictures came out well.  
If the sun had not been bright, the pictures would have not come out well.
He did not explain the problem. I was not able to help him. 
If he had explained the problem, I would have been able to help him.

2: Exercise: Rewrite the sentences making an inversion in the conditional 

If you should be interested, I could buy a season ticket for the music festival.
Should you be interested, I could buy a season ticket for the music festival.
If you should need my help again, just give me a ring. 
Should you need my help again, just give me a ring. 
3: Exercise: Rewrite the sentence using ‘if’. 

rested, I could buy you a season ticket for the music festival.
If you should be interested, I could buy you a season ticket for the music festival.

help again, just give me a ring. 
If you should need my help again, just give me a ring. 

4: Exercise: Rewrite the sentences as instructed. 

If you should be interested, I could buy you a season ticket for the music festival. 

you be interested, I could buy you a season ticket for the music festival.
If you should need my help again, just give me a ring. (Begin with ‘should’)
Should you need my help again, just give me a ring. 

TRANSFORMATION OF SENTENCES/ KINDS OF SENTENCES (SIMPLE, COMPOUND, 
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1: Exercise: Of the two sentences given below form a single sentence using ‘If’ 

the pictures would have not come out well. 

If he had explained the problem, I would have been able to help him. 
2: Exercise: Rewrite the sentences making an inversion in the conditional 

If you should be interested, I could buy a season ticket for the music festival. 
Should you be interested, I could buy a season ticket for the music festival. 

rested, I could buy you a season ticket for the music festival. 
If you should be interested, I could buy you a season ticket for the music festival. 

If you should be interested, I could buy you a season ticket for the music festival. 

you be interested, I could buy you a season ticket for the music festival. 
If you should need my help again, just give me a ring. (Begin with ‘should’) 

IMPLE, COMPOUND, 
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TEXT BOOK PAGE NO:219 

1. Besides being a singer, she is also a dancer. (Rewrite as a compound sentence). 
She is a singer and also a dancer. 

2. Praveen ran into the field so that he might congratulate the winners. (Rewrite as a simple 
sentence). 
On account of running into the field, Praveen might congratulate the winners.   

3. The mountain was steep but he was able to climb it. (Rewrite as a complex sentence). 
Though the mountain was steep, he was able to climb it.   

4. Smita carried out the survey and presented her report.  (Rewrite as a simple sentence). 
Having carried out the survey, Smita presented her report.   
On carrying out the survey, Smita present her report. 

5. Unless you have a valid passport you cannot leave the country. (Rewrite as a compound 
sentence) 
You must have a valid passport or else you cannot leave the country.   

6. This is not the way to answer.  (Rewrite as a complex sentence) 
This is not the way how to answer.   
TEXT BOOK PAGE NO:220 

Combine each of the following pairs of sentences into a single sentence.  

1. I met a man at the party. He is the Chairman of a computer form. 
I met the Chairman of a computer form at the party. 

2. Mahatma Gandhi stood for Ahimsa. The whole world knows it. 
The whole world knows that Mahatma Gandhi stood for Ahimsa.   

3. Concentrate on your strengths. You will reap success in your life. 
If you concentrate on your strengths, you will reap success in your life. 

4. Consider all the facts once again. Then make your decision. 
Before making your decision, consider all the facts once again.   

5. A number of books are missing from the library. Measures should be taken to retrieve 
them. 
A number of books are missing from the library so that measures should be taken to 
retrieve them. 
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ACTIVE VOICE AND PASSIVE VOICE:

  
DEFINITION:  An action of a subject in relation to an object, is expressed in two ways. These two 
ways of expressing action of an subject are known as voices. 
In Active voice, the subject acts upon the object. In Pass
subject. The meaning does not change in both the voices but the sequence of the words along 
changes. The sequence of the subject and object of the sentence is reversed white converting 
from Active to Passive. 

 

ACTIVE VOICE AND PASSIVE VOICE: 

An action of a subject in relation to an object, is expressed in two ways. These two 
ways of expressing action of an subject are known as voices.  
In Active voice, the subject acts upon the object. In Passive voice the object is acted upon by the 
subject. The meaning does not change in both the voices but the sequence of the words along 
changes. The sequence of the subject and object of the sentence is reversed white converting 
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An action of a subject in relation to an object, is expressed in two ways. These two 

ive voice the object is acted upon by the 
subject. The meaning does not change in both the voices but the sequence of the words along 
changes. The sequence of the subject and object of the sentence is reversed white converting 
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RULES: 

 The object of the Active Verb is made the Subject of the Passive verb. The Subject of the Active 
Verb is made the object of some Preposition (generally ‘by’) 

 The verb of the Active Voice must have the past participle form of the Finite verb. 
 The tense of the Verb does not change. 
 Only Transitive verbs can be changed into passive voice. 
 When the verbs expressing command, order, advice or request are changed into Passive Voice, ‘Let’ 

is placed at the beginning of the subject. Also place ‘Passive Infinitive’ without ‘to’ after ‘be’. The 
form of the Passive Voice will be – Let + Subject + be + Verb in third form. Subject is placed 
between ‘Let’ and ‘be’+ verb in third form. 

 While changing Present Infinitive into Passive Voice, put ‘to+be+verb in third form’ (Past Participle 
in place of infinitive form) e.g. A letter has to be posted by me. 

 Some vague and indefinite subjects like ‘everyone’, ‘they’, ‘people’, ‘someone’, ‘somebody’, 
everybody’, ‘anybody’, etc., are dropped when the sentence is changed into Passive voice. e.g: Prizes 
were distributed at the end of the function. 

 The use of ‘by’ is considered superfluous when the special interest of the speaker is not in the active 
subject but in the predicate. For example – ‘French is spoken in many parts of the world’. 

 “They say’ can be changed into ‘It is said’.  
Sentences with the following four tenses of verbs cannot be transformed into Passive Voice. 

 Present Perfect Continuous. E.g. Anita has been playing squash since childhood. 
 Past Perfect Continuous. E.g. My family had been running textile business for years. 
 Future Continuous: E.g: Students will be giving dance performance tomorrow. 
 Future Perfect Continuous: E.g. They will have been discussing the sensitive issues for five days. 
Rules for Application: 

Rule 1: The object of a sentence always answers the question ‘What’. Find out the object. 

Rule 2: Identify the verb and the use V3 (ie) Past Participle. 

Rule 3: Then find out by ‘whom’ the work is done and add the word ‘by’ after the verb. 

Rule 4: Write the subject or the pronouns after the word ‘by’. 

Rule 5: Then write the remaining part of the sentence. 

Tips to change from active to passive 

Tips - 1 Tips - 2 

I  →  by me me → I 
We → by us us → We 
You → by you you → You 

He → by him him → He 

She → by her her → She 
It → by it it → It 
They → by them them → They  

 



 

Change of verbs from Active to Passive voice

Tense Active Voice

Simple Present V1 / V1+S 

Simple Past V2 

Simple Future shall/will+V
could, should, 
would, may, might, 
must) 

Present 
Continuous 

am/is/are + V+ing

Past continuous was/were+V+ing

Future 
continuous 

shall/will+be+V+ing

Present Perfect have/has+V

Past Perfect had + V3

Future Perfect will have + V

TEXT BOOK PAGE NO. 77 

  

Change of verbs from Active to Passive voice 

Active Voice Passive Voice 

 am/is/are + V3(Past Participle)

was/were+V3 

shall/will+V1 (can, 
could, should, 
would, may, might, 

shall/will be + V3 (can be, could be, should 
be, would be, may be, might be, must be + 
V3) 

am/is/are + V+ing am/is/are+being+V3 

was/were+V+ing was/were+being + V3 

shall/will+be+V+ing No passive voice 

have/has+V3 have/has+been+V3 

3 had + been + V3 

will have + V3 will have been + V3 
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(Past Participle) 

(can be, could be, should 
be, would be, may be, might be, must be + 
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DEGREES OF COMPARISON: 

 

 
Degrees of Comparison: 
1. The Positive Degree: 

Telling about only one thing. 
e.g. No other person is so strong as he.
This shirt is as dark as that. 

2. Comparative Degree: 
When two objects are compared, one is referred as superior or inferior in comparison with the other.
e.g. He is stronger than any other person.
This pencil is longer than that one.

3. Superlative Degree: 
This is the highest degree of comparison. Here more than two things or persons are compared.
e.g: He is the strongest person. 
Mohan is the strongest in the class. 
Basic types of application in comparison:

Types Positive 
Type I not + so + Adj. + as or 

as+Adj. + as 
Type II No other + noun + is/ was ... as Adj. + as

Type III very few+Plural noun+as+Adj.+as

 

Type Superlative Degree Comparative Degree
I. the best better than any other
II. not the best no better than some other
III. One of the best (of) better than mother others
IV. none one of the best Some others better than

 

  

DEFINITION:  A form of an adjective that indicates a different degree of the attribute the adjective 
denotes, the positive, comparative and superlative forms.

as he. 

When two objects are compared, one is referred as superior or inferior in comparison with the other.
any other person. 

r than that one. 

This is the highest degree of comparison. Here more than two things or persons are compared.

 
Basic types of application in comparison: 

Comparative 
Adj. + er+than or 
not Adj+er+than 

No other + noun + is/ was ... as Adj. + as Adj. + er+than+any 
other 

very few+Plural noun+as+Adj.+as Adj.+er+than.... many 
other 

Comparative Degree Positive Degree
better than any other No other.... so good as
no better than some other Some.... at least as good as
better than mother others very few.... so good as
Some others better than not so good as some others

adjective that indicates a different degree of the attribute the adjective 
denotes, the positive, comparative and superlative forms. 
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When two objects are compared, one is referred as superior or inferior in comparison with the other. 

This is the highest degree of comparison. Here more than two things or persons are compared. 

Superlative 
No superlative 

the + Adj. + est 

One of the Adj.+est 

Positive Degree 
No other.... so good as 
Some.... at least as good as 
very few.... so good as 
not so good as some others 

adjective that indicates a different degree of the attribute the adjective 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TEXT BOOK EXERCISE PAGE NO:222

 

Identify the error in each of the following sentences and 

1. Oxygen is more heavier than hydrogen.
2. Very few indoor games are more interesting than chess.
3. Henry is the most strongest of all the players in the players in the team.
4. Faster you, sooner you get tired.
5. Diamond is more precious than any gem.
6. Mr. Sridhar is wiser than all men in our family.
7. The Biology lab in our school is spacious than the Chemistry lab.
8. This is one of the busier streets in our town.
9. The sparrow is the most unique bird.
10. Beema is stronger among the five Pandava bro
11. An ounce is lesser than a gallon.

TEXT BOOK EXERCISE PAGE NO:222 

Identify the error in each of the following sentences and correct them approximately.

Oxygen is more heavier than hydrogen. 
Very few indoor games are more interesting than chess. 
Henry is the most strongest of all the players in the players in the team.
Faster you, sooner you get tired. 

han any gem. 
Mr. Sridhar is wiser than all men in our family. 
The Biology lab in our school is spacious than the Chemistry lab. 
This is one of the busier streets in our town. 
The sparrow is the most unique bird. 
Beema is stronger among the five Pandava brothers. 
An ounce is lesser than a gallon. 
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correct them approximately. 

Henry is the most strongest of all the players in the players in the team. 
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12. Let me introduce my oldest daughter to you all. 
13. Of the two sisters, Helen is the prettiest. 
14. This is the most least mark I have ever scored. 
Answer: 

1. Oxygen is heavier than hydrogen. 
2. Very few indoor games are as interesting as chess. 
3. Henry is the strongest player in the team. 
4. The Faster you run, sooner you get tired. 
5. Diamond is more precious than gem. 
6. Mr. Sridhar is wiser than all other men our family. 
7. The Biology lab in our school is more spacious than the Chemistry lab. 
8. This is one of the busiest streets in our town. 
9. No error 
10. Beema is stronger than all other five Pandava brothers. 
11. An ounce is less than a gallon. 
12. Let me introduce my eldest daughter to you all. 
13. Of the two sisters, Helen is one of the prettiest. 
14. This the most least mark, I have ever scored. 
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BOOK PAGE NO: 41 

 

  

Figures, Graphs and diagrams are self explanatory. They fall under non
exercise aims to train the students in that skill.
PIE CHART: A pie chart is a circular statistical graphic which is divided into slices to illustrate 
numerical proportion. In a pie chart, the arc length of each slice is propositional to the quantity it 
represents. 

NON – VERBAL COMMUNICATION 

Figures, Graphs and diagrams are self explanatory. They fall under non-verbal presentations. This 
exercise aims to train the students in that skill. 

A pie chart is a circular statistical graphic which is divided into slices to illustrate 
numerical proportion. In a pie chart, the arc length of each slice is propositional to the quantity it 
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verbal presentations. This 

A pie chart is a circular statistical graphic which is divided into slices to illustrate 
numerical proportion. In a pie chart, the arc length of each slice is propositional to the quantity it 
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DIALOGUE WRITING: 

 

 

 

 

  

Dialogue is a conversation between two people on any topic.
Important points to be remembered before writing a dialogure.

 Start with a greeting. 
 Use short sentences without any grammatical mistakes.
 Choose informal style. 
 Be spontaneous and natural.

Dialogue is a conversation between two people on any topic. 
points to be remembered before writing a dialogure. 

Use short sentences without any grammatical mistakes. 

Be spontaneous and natural. 
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DESCRIBING A PROCESS: 

 

 

 

BOOK PAGE NO:188-189 

  

DEFINITION: Describing a process involves outlining the procedure of an activity. The description 
may be in the form of (a) a guideline to be followed before actually doing / performing the task or 
(b) recounting the actual process. (Care should be taken to maintain the s
 

ribing a process involves outlining the procedure of an activity. The description 
may be in the form of (a) a guideline to be followed before actually doing / performing the task or 
(b) recounting the actual process. (Care should be taken to maintain the sequence of steps).
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ribing a process involves outlining the procedure of an activity. The description 
may be in the form of (a) a guideline to be followed before actually doing / performing the task or 

equence of steps). 
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COMPLETION OF PROVERB/MATCH PROVERB WITH THEIR MEANINGS:

 

 

 

 

  

DEFINITION: Proverbs are popularly defined as short expressions of popular wisdom. The wisdom is 
in the form of a general observation about the world or a bit of advice, sometimes more nearly an 
attitude toward a situation. 
 

COMPLETION OF PROVERB/MATCH PROVERB WITH THEIR MEANINGS: 

DEFINITION: Proverbs are popularly defined as short expressions of popular wisdom. The wisdom is 
in the form of a general observation about the world or a bit of advice, sometimes more nearly an 
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DEFINITION: Proverbs are popularly defined as short expressions of popular wisdom. The wisdom is 
in the form of a general observation about the world or a bit of advice, sometimes more nearly an 



 

Choose the correct option and complete the proverb.
1. Don’t bite the hand that ___ you.  a)helps   b)
2. All roads lead to ____ a) Egypt  
3. An idle mind is the ____ workshop. a) fool’s   b)angel’s   c) 
4. Ignorance is ____a)bliss    b)cure   c) gift   d) evil
5. A fool and his ____ are soon parted.  a)friends   b) 

EXPAND THE NEWS HEADLINES:

 

 

 

 

  

Students should expand each headline into a complete sentence by modifying them and rewriting 
the statements in complete sentences.
Passive voice is often used to report the news objectively.
Infinite phrases which show future tense are used.
Tips: 
What happened?  Where it happened?
What it happened?  Who are involved?
Why it happened?   How it happened?

Choose the correct option and complete the proverb. 
Don’t bite the hand that ___ you.  a)helps   b)feeds   c)holds   d)protects 
All roads lead to ____ a) Egypt    b) Turkey   c)Greeck   d) Rome 
An idle mind is the ____ workshop. a) fool’s   b)angel’s   c) devil’s  d) leader’s

b)cure   c) gift   d) evil 
A fool and his ____ are soon parted.  a)friends   b) money   c) knowledge  d) family

EXPAND THE NEWS HEADLINES: 

Students should expand each headline into a complete sentence by modifying them and rewriting 
the statements in complete sentences. 
Passive voice is often used to report the news objectively. 
Infinite phrases which show future tense are used. 

Where it happened? 
Who are involved? 
How it happened? 
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d) leader’s 

c) knowledge  d) family 

Students should expand each headline into a complete sentence by modifying them and rewriting 



 

SLOGAN WRITING: 

 

 

Tips for writing an effective slogan
1. Explain the company’s commitment.
2. Be consistent. 
3. Keep it short and simple. 
4. Give them a rhythm, rhyme and ring.
5. Stay honest. 
6. Make it timeless. 
7. Be unique and different. 
TEXT BOOK PAGE NO:160 

 

  

Generally, slogans are written to advertise a product or to create an awareness among the public for 
a social cause. 

Tips for writing an effective slogan 
Explain the company’s commitment. 

 
Give them a rhythm, rhyme and ring. 

Generally, slogans are written to advertise a product or to create an awareness among the public for 
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Generally, slogans are written to advertise a product or to create an awareness among the public for 



 

 

 

 

 

 

DRAFT A NOTICE: 

 

 
  

A notice is a written or printed piece of information which is given to a large group of people. It is 
displayed on noticeboards and at strategic locations.

Tips: 

 Enclose in a box. 
 Do not exceed 50 words.
 Be brief. 
 Include details of event / programme.
 Avoid pronouns. 
 Use passive form. 

or printed piece of information which is given to a large group of people. It is 
displayed on noticeboards and at strategic locations. 

Do not exceed 50 words. 

of event / programme. 
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or printed piece of information which is given to a large group of people. It is 



 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

DRAFT A MAIL: 

 

 

 

 

 

 

 

DEFINITION: E-mail is a less formal method of communicating bus has replaced the conventional 
letter, as a means of communication. E
your knowledge, so one should consider it as an unsealed letter.
Why is the e-mail so popular? 

(i) It makes communication almost instant.
(ii) It is less laborious to write.

When writing an e-mail, please note,
(i) Short forms, symbols, recognizable abbreviations can be used.
(ii) Receiver’s/sender’s address, date, need not be used as they are already p

the computer. 
(iii) The communication should resemble a message / formal / informal letter, depending on 

the purpose and the receiver.

mail is a less formal method of communicating bus has replaced the conventional 
letter, as a means of communication. E-mails can be forwarded to a number of people without 
your knowledge, so one should consider it as an unsealed letter. 

It makes communication almost instant. 
It is less laborious to write. 

mail, please note, 
Short forms, symbols, recognizable abbreviations can be used. 
Receiver’s/sender’s address, date, need not be used as they are already p

The communication should resemble a message / formal / informal letter, depending on 
the purpose and the receiver. 
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mail is a less formal method of communicating bus has replaced the conventional 
mails can be forwarded to a number of people without 

Receiver’s/sender’s address, date, need not be used as they are already programmed in 

The communication should resemble a message / formal / informal letter, depending on 
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1. You are the Principal. Draft a mail to dhoni@abcmail.com to invite him to the annual sports day 
celebration. 

To: dhoni@abcmail.com 
Cc: anandv@notmail.com, sumathy@zahoo.com 
Subject: Invitation – Annual Sports Day 
Dear Sir, 
        We are happy and honoured that you have agreed to be the Chief Guest on our 34th Annual Sports 
day on 5th Januayr, 2018. Our students are thrilled about this and they eagerly look forward to seeing you 
on that great day. We expect your esteemed presence by 5 p.m. at the stadium. Please find attached a copy 
of our invite. 
Regards, 
Principal, ABC GHSS. 

 
2. Write an email to your uncle thanking him for the gift that he had sent from abroad. 
To:dinesh123@gmail.com 
Sub: Thanking for gift-reg 
My dear Uncle, 
                   Received your gift on my birthday. It is very useful for me. All of us felt your absence. Hope 
we will meet soon. Convey my regards to aunt. 
Yours lovingly, 
RAM. 

 
REARRANGE THE WORDS AND PHRASES TO MAKE MEANINGFUL SENTENCES: 

TEXT BOOK PAGE NO:220 
Unscramble the sentences. 

1. rupees / lunch / to buy / it/ twenty / costs 
2. become / my / is / a doctor / dream / to 
3. eight years / to win / it / took / the world cup 
4. as / a / I / want / collector / to see / you 
5. divine / is/to forgive 
6. the human personality / is to enable / of education / the aim 
7. to reduce stress / in our lives / an excellent way / laughing / is 
8. always / my grandmother / with me / went to / school 
9. an integral part / sports / of education / should be 
10. all over the world / keeps / of our company / travelling / to attend conferences / the chairperson 
11. in Tamil nadu / Krishnaswami Narayan / born on October 10 / at Chennai / 1906 / was 
12. truth and honesty / always / stands for / my father 
13. the exam / you / if / you / would have passed / had studied 
14. R.L.Stevenson / is / novelist / “Treasure Island”/by the famous / written / it 
15. am confident / I / that/into the wide world/ are being sent/you 
16. that / remember / always / become/ can / you / thinking/by/big/big 
17. Della/shocked/when /Jim was/at/looked / he 
18. has been stoled / watch / it/ my/hasn’t/ yet/ recovered / and / been 
19. teacher / will / the / answer / us / papers / give/ next / week / the 
20. gave / to / Balaji / children /thanked / sweets / they/him/and/ the /all 
21. have/the / correctly/ You/question/you/will/gift/answered/and/so/I/give/a 
Ans: 

1. It costs twenty rupees to buy lunch. 
2. My dream is to become a doctor. 
3. It took eight years to win the world cup. 
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4. I want to see you as a collector. 
5. To forgive is divine. 
6. The aim of education is to enable the human personality. 
7. Laughing is an excellent way to reduce stress in our lives. 
8. My grandmother always went to school with me. 
9. Sports should be an integral part of education. 
10. The chairperson of our company keeps travelling all over the world to attend conferences. 
11. Krishnaswami Narayan was born on October 10, 1906 at Chennai in Tamil nadu. 
12. My father always stands for truth and honesty. 
13. If you had studied, you would have passed the exam. 
14. It is “Treasure Island” written by the famous novelist R.L.Stevenson. 
15. I am confident that you are being sent into the wide world. 
16. Always remember that you can become big by thinking big. 
17. Jim was shocked when he looked at Della. 
18. My watch has been stolen and it hasn’t been recovered yet. 
19. The teacher will give us the answer papers next week. 
20. Balaji gave sweets to all the children and they thanked him. 
21. You have answered the question correctly and so I will give you a gift. 
WRITING MESSAGE: 

 

 

 

1. Valli attends a phone call during her father’s absence. It is from her father’s friend. 
Later, she leaves a message for him, as she has to leave for her dance class. 

2 p.m. 
15 Feb. 

Hi dad, 
Your friend Mr. Bala, from Salem, called this morning, to inform you that he has 
come to Chennai and will be visiting us this evening with his family. 
Valli 
 

2. You are the Sports Captain of your school. Write a message to the Physical Director, 
requesting him to be present during the football team selection scheduled for tomorrow. 
 
 
 
 
 
 
 

 
 

 

 

DEFINITION:  A Message is a verbal, written, or recorded communication sent to or left for a 
recipient who cannot be contacted directly. 



 

COMPREHENSION 

 

 

 

 

 

 

Steps for note – making: 

1. Give a title to the passage (main idea).
2. Pick out the key points which extend the title idea (supporting ideas).
3. Pick out points, if any, which substantiate the supporting ideas (supporting details).
4. Condense the points using relevant phrases, abbreviations, acronyms, etc.
5. Pick out the concluding idea in the passage.
6. Organise the points and number them in the following format:

Steps for Summary Writing: 

1. Read the passage. 
2. Identify the important points 
3. Write the rough copy based on important points.
4. Avoid examples, quotations, numerical dates and exact sentences from the passage. 

The number of words can be approximately one
5. Write the fair copy, with a title, neatly without over
6. Check the points, underline those important points in the fair copy. Then cancel the 

rough copy. 
EXERCISES: 

  

DEFINITON: Note-making involves the fundamental skills of reading and writing.

We make notes to record the important points of a text for future reference.

Note-making is a study skill that helps to make notes of important points from a long text. It 
particularly useful to store and retrieve information in the form of a summary.

Summarising: Summarising is to briefly sum up the various points given in the notes made from 
the original passage. It is a retrieval of information from the notes made. Hen
one need not go back to the original passage but refer only to the noted made. A first draft will 
help us to write a fair summary. 

 

COMPREHENSION - SUMMARY WRITING / NOTE MAKING

ge (main idea). 
Pick out the key points which extend the title idea (supporting ideas).
Pick out points, if any, which substantiate the supporting ideas (supporting details).
Condense the points using relevant phrases, abbreviations, acronyms, etc.

t the concluding idea in the passage. 
Organise the points and number them in the following format: 

Identify the important points – use Note Making. 
Write the rough copy based on important points. 

quotations, numerical dates and exact sentences from the passage. 
The number of words can be approximately one-third of the original passage words.
Write the fair copy, with a title, neatly without over-writing, erasing and cancelling.

nderline those important points in the fair copy. Then cancel the 

making involves the fundamental skills of reading and writing.

We make notes to record the important points of a text for future reference. 

making is a study skill that helps to make notes of important points from a long text. It 
particularly useful to store and retrieve information in the form of a summary.

Summarising: Summarising is to briefly sum up the various points given in the notes made from 
the original passage. It is a retrieval of information from the notes made. Hen
one need not go back to the original passage but refer only to the noted made. A first draft will 
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SUMMARY WRITING / NOTE MAKING 

Pick out the key points which extend the title idea (supporting ideas). 
Pick out points, if any, which substantiate the supporting ideas (supporting details). 
Condense the points using relevant phrases, abbreviations, acronyms, etc. 

quotations, numerical dates and exact sentences from the passage. 
third of the original passage words. 

writing, erasing and cancelling. 
nderline those important points in the fair copy. Then cancel the 

making involves the fundamental skills of reading and writing. 

 

making is a study skill that helps to make notes of important points from a long text. It is 
particularly useful to store and retrieve information in the form of a summary. 

Summarising: Summarising is to briefly sum up the various points given in the notes made from 
the original passage. It is a retrieval of information from the notes made. Hence, while writing it, 
one need not go back to the original passage but refer only to the noted made. A first draft will 
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BIOGRAPHICAL SKETCH: 

 

 

 

Steps to write a Bio-sketch: 

1. Use the third person in your description.
2. Write down personal details like name, age, physical appearance etc.
3. Highlight his/her education and work.
4. Mention his/her special contribution.
5. Make a list of the person’s achievements.

  

DEFINITON: A biographical sketch is a brief summary of a person’s life and his achievements. It 
should include a description of the person’s physical 
and other special traits. The main focus of a biographical sketch is to portray the person in an 
admirable way. 

Use the third person in your description. 
down personal details like name, age, physical appearance etc.

Highlight his/her education and work. 
Mention his/her special contribution. 
Make a list of the person’s achievements. 

DEFINITON: A biographical sketch is a brief summary of a person’s life and his achievements. It 
should include a description of the person’s physical appearance, education, work, achievements 
and other special traits. The main focus of a biographical sketch is to portray the person in an 
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down personal details like name, age, physical appearance etc. 

DEFINITON: A biographical sketch is a brief summary of a person’s life and his achievements. It 
appearance, education, work, achievements 

and other special traits. The main focus of a biographical sketch is to portray the person in an 



 

REPORT WRITING: 

  

DEFINITON:A report is written for a clear purpose.

 A  report is written for a clear purpose.
 Reports can be academic, technical or business related.
 The first step is to collect relevant material or information.
 The next step is to organize the collected information and put it together in an 

outline. 
 Proper planning will make it easier to write a report.
 A report can be written about an incident, accident, a natural calamity, 

coverage of an official function, the visit of a dignitary etc.
 

 

DEFINITON:A report is written for a clear purpose. 

A  report is written for a clear purpose. 
Reports can be academic, technical or business related. 
The first step is to collect relevant material or information. 
The next step is to organize the collected information and put it together in an 

er planning will make it easier to write a report. 
A report can be written about an incident, accident, a natural calamity, 
coverage of an official function, the visit of a dignitary etc. 
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The next step is to organize the collected information and put it together in an 

A report can be written about an incident, accident, a natural calamity, 
 



 

LETTER WRITING: 

 

 

 

 

 

 

 

Useful Tips: 
Before writing a letter: 
 Think before you write – consider the main purpose of the letter.
 Plan your letter – make a list of facts to be presented.
Writing the letter (for formal letters):
 Make the first draft 
 Edit the draft 
 Finalize the draft 
The format of letters: 
 The heading consisting of the writter’s address and date
 The greeting or salutation (Dear………, My dear………., Sir, Madam)
 The communication or content of the letter (to be in paragraphs 

legibility to be kept in mind) 
 The subscription must always agree in style: Yours faithfully, yours sincerely, yours obediently, 

yours truly, etc… in formal letters and yours lovingly, yours affectionately, etc. in personal letters.
 The signature. 
 The superscription on the envel

and subscription may be used).
TEXT BOOK PAGE NO:18 

 

  

DEFINITON:  Letter writing is an art that is almost 
demanded one, we rely more on the electronic media 
Types of Letters: 

1. Formal letters. 
2. Informal Letters. 
Various parts of a formal letter.
1. The heading 2. The inside address  3. The salutation

signature  7. The address on the envelope.
Various parts of an informal letter.
1. The heading 2. The salutation 3. The body 4. The closing 5. The signature  6. The address 

on the envelope. 

consider the main purpose of the letter. 
make a list of facts to be presented. 

Writing the letter (for formal letters): 

The heading consisting of the writter’s address and date 
The greeting or salutation (Dear………, My dear………., Sir, Madam) 
The communication or content of the letter (to be in paragraphs – simple language to be used 

The subscription must always agree in style: Yours faithfully, yours sincerely, yours obediently, 
yours truly, etc… in formal letters and yours lovingly, yours affectionately, etc. in personal letters.

The superscription on the envelope (Depending on whether it is formal or informal, apt salutation 
and subscription may be used). 

:  Letter writing is an art that is almost forgotten. Except when formal situations 
demanded one, we rely more on the electronic media – telephone and chatting.

Various parts of a formal letter. 
The heading 2. The inside address  3. The salutation  4. The body  5. The closing  6. The 
signature  7. The address on the envelope. 

Various parts of an informal letter. 
The heading 2. The salutation 3. The body 4. The closing 5. The signature  6. The address 
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language to be used – 

The subscription must always agree in style: Yours faithfully, yours sincerely, yours obediently, 
yours truly, etc… in formal letters and yours lovingly, yours affectionately, etc. in personal letters. 

ope (Depending on whether it is formal or informal, apt salutation 

forgotten. Except when formal situations 
telephone and chatting. 

4. The body  5. The closing  6. The 

The heading 2. The salutation 3. The body 4. The closing 5. The signature  6. The address 
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RESPONDING AN ADVERTISEMENT / CURRICULUM VITAE:

 

 

 

 

Tips for responding to the advertisements to apply:

1. Read the passage of advertisement at least twice or thrice.
2. Underline the purpose and required particulars to apply.
3. Imagine you are the applicant. So 
4. Note down the name of the post and prepare with required qualification.

  

DEFINITON:  Classified advertisements generally appear in the newspapers. Some 
display the information regarding the new products in the market, while some seeks persons for 
various job vacancies or students for admission for various courses etc. Such advertisements are 
responded by application letters with bio

ESPONDING AN ADVERTISEMENT / CURRICULUM VITAE: 

Tips for responding to the advertisements to apply: 

Read the passage of advertisement at least twice or thrice. 
Underline the purpose and required particulars to apply. 
Imagine you are the applicant. So see that, you have the required qualifications.
Note down the name of the post and prepare with required qualification. 

Classified advertisements generally appear in the newspapers. Some 
display the information regarding the new products in the market, while some seeks persons for 
various job vacancies or students for admission for various courses etc. Such advertisements are 
responded by application letters with bio-data. 
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see that, you have the required qualifications. 

Classified advertisements generally appear in the newspapers. Some advertisements 
display the information regarding the new products in the market, while some seeks persons for 
various job vacancies or students for admission for various courses etc. Such advertisements are 
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ARTICLE WRITING: 

  DEFINITON:  Writing creative, unique, professional and fruitful articles is rewarding if one perfects 
the art. 
It includes magazine articles, website content articles, blogs, Journals and Newspaper articles.
Format of Newspaper Article: 1. Headlines or title  2. Byline (Byline is the name of the writer) 3. 
Introduction  4. Develop cause, effect, relationship with examples
Compare and contrast views, points of view or information 6. Conclusion with suggestions and 
predictions . 

Writing creative, unique, professional and fruitful articles is rewarding if one perfects 

udes magazine articles, website content articles, blogs, Journals and Newspaper articles.
Format of Newspaper Article: 1. Headlines or title  2. Byline (Byline is the name of the writer) 3. 
Introduction  4. Develop cause, effect, relationship with examples to support your views 5. 
Compare and contrast views, points of view or information 6. Conclusion with suggestions and 
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Writing creative, unique, professional and fruitful articles is rewarding if one perfects 

udes magazine articles, website content articles, blogs, Journals and Newspaper articles. 
Format of Newspaper Article: 1. Headlines or title  2. Byline (Byline is the name of the writer) 3. 

to support your views 5. 
Compare and contrast views, points of view or information 6. Conclusion with suggestions and 
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ESSAY WRITING: 

 

 

  

DEFINITON: An essay is an attempt or a trial in writing a piece of 
An essay should have 

 A definite theme or purpose
 A logical order and coherence
 A good objective and style
Structure of an essay. 

 Catchy introduction 
 Main text – divided into paragraphs 
 Good conclusion – summing up the main idea

n essay is an attempt or a trial in writing a piece of composition.

A definite theme or purpose 
A logical order and coherence 
A good objective and style 

divided into paragraphs  
summing up the main idea  
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composition. 



 

TEXT BOOK PAGE NO:51 
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PARAGRAPH WRITING (GENERAL ESSAY)

 

 

 

 

 

  

DEFINITON: Paragraphs are made up of sentences but not random sentences. There should be a 
central topic around which the other sentences are organized in a coherent 
paragraph should focus on one idea. A coherently written paragraph takes its readers on a clear 
path. 
A good paragraph usually consists of three parts, the topic sentence, supporting sentences, and a 
concluding sentence. 

(GENERAL ESSAY): 

Paragraphs are made up of sentences but not random sentences. There should be a 
central topic around which the other sentences are organized in a coherent manner. A good 
paragraph should focus on one idea. A coherently written paragraph takes its readers on a clear 

A good paragraph usually consists of three parts, the topic sentence, supporting sentences, and a 

183 

Paragraphs are made up of sentences but not random sentences. There should be a 
manner. A good 

paragraph should focus on one idea. A coherently written paragraph takes its readers on a clear 

A good paragraph usually consists of three parts, the topic sentence, supporting sentences, and a 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EXPAND THE PROVERBS/ HINTS DEVELOPING / STORY WRITING:

 

 

 

TEXT BOOK PAGE NO: 84 

 

 

 

DEFINITON:  Story writing is an activity that involves creativity. IT is a delightful form of composition 
in a narrative style. The purpose of writing a narrative piece is to education, motivate or entertain. It 
can be a fictional story or narration of a real

EXPAND THE PROVERBS/ HINTS DEVELOPING / STORY WRITING: 

Story writing is an activity that involves creativity. IT is a delightful form of composition 
in a narrative style. The purpose of writing a narrative piece is to education, motivate or entertain. It 
can be a fictional story or narration of a real-life incident or experience. 
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Story writing is an activity that involves creativity. IT is a delightful form of composition 
in a narrative style. The purpose of writing a narrative piece is to education, motivate or entertain. It 
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TEXT BOOK PAGE NO:217 
Spot the errors in the following sentences. Correct and rewrite them. 

1. Neither Ramya is a singer nor a dancer. 
2. Scarcely had the workers stepped out, than the building collapsed. 
3. No sooner did the power resume, when the children screamed in joy. 
4. My friend can type so fast as I. 
5. Sitha had no other assignment, but that of collecting the data. 
6. Rekha cooks like her mother does. 
7. Professor Usha is not only a writer but an orator. 
8. Your neighbours are not so wicked like you think. 
9. The girl both won an award and a scholarship. 
10. Three years have passed when my cousin resigned his job. 
Answer: 
1. Ramya is neither a singer nor a dancer. 
2. Scarcely had the workers stepped out when the building collapsed. 
3. No soonder did the power resume than the children screamed in joy. 
4. My friend can type as fast as I. 
5. Sitha had no other assignment so that of collecting the data. 
6. Rekha cooks as her mother does. 
7. Professor Usha is not only a writer but also an orator. 
8. Your neighbours are not so wicked as you think. 
9. The girl won an award and a scholarship. 
10. Three years had passed when my cousin resigned his job. 

TEXT BOOK PAGE NO:221 
Spot the errors, if any. 

1. She wants to continuing her studies abroad. 
2. It was a shame breaking up. 
3. It will be waste throwing the food away. 
4. She made me to cry. 
5. My company has delayed to give pay rise due to economic problems. 
6. There’s someone to talk on the phone, but they cannot hear me. 
7. My friends and I were sitting in a café and to talk. 
8. To carry a heavy pile of books, she tripped and fell. 
Answer: 
1. She wants to continue her studies abroad. 
2. It was a shame to break up 
3. It will be a waste to throw the food away 
4. She made my cry. 
5. My company has delayed giving pay rise due to economic problems 
6. There’s someone to talk over the phone, but cannot hear me. 
7. My friends and I were sitting in a café to talk 
8. Carrying a heavy pile of books, she tripped and fell. 

TEXT BOOK PAGE NO: 81 
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PROSE COMPREHENSION: 

 

 
 
 
 
 
 
 
 
 
 
 
TEXTUAL PAGE NO:42 
 
Now read the following article on the emerging career options in the modern era and answer the 
questions that follow. 
The students at the sigher secondary level in schools start thinking
university level based on their aptitude,
options, they should also plan the career path they wish to take.
mismatch between demand and supply on
find a job, while on the other hand, there are many professions
such skilled employees are unavailable.
understanding of the emerging career options.

Schools should take the initiative to organise career guidance and counselling
However, students need to remember that to build a
field and their primary interest. It is also important for students to
development and hone their communication skills as
Students are also advised that in order to build a solid career foundation,
pursuing a degree course in the chosen area of interest
Diploma/Short–term courses may help

DEFINITON:  A group of words belonging to a particular field are called a ‘register’ and many 
registers form a ‘semantic network’. It is a network of related words in a particular field.

DEFINITON:  
A few practical hints to help you do activities under reading comprehension passages:

1. Read the passage carefully and try to grasp its main theme.
2. Pay attention to the meanings of words (connotation), phrases and sentences.
3. Grasp the manner in which the writer has developed his ideas and thoughts.
4. Read all the questions in the sequence and conceptualize the answers.
5. Read the passage again focusing on the content and answer the questions appropriately. Find 

accurate solutions for vocabulary exerc
6. Go through your answers to check spelling, punctuation and grammar.

 

Now read the following article on the emerging career options in the modern era and answer the 

secondary level in schools start thinking of suitable courses to take up at the
university level based on their aptitude, ability and interests. While considering the higher education 

also plan the career path they wish to take. In today’s complex job scenario, there is a
mismatch between demand and supply on one hand we have qualified professionals

the other hand, there are many professions that need suitable talented employees. But
ed employees are unavailable. Therefore, the need of the hour is that students have an 

emerging career options.  

organise career guidance and counselling sessions for students. 
ed to remember that to build a strong career, they must understand
interest. It is also important for students to focus on overall personality 

and hone their communication skills as these are important for the success of
in order to build a solid career foundation, they need to qualify suitably by 

degree course in the chosen area of interest and also consider post graduate education.
m courses may help one find a job in the short run but may not promise career 

A group of words belonging to a particular field are called a ‘register’ and many 
registers form a ‘semantic network’. It is a network of related words in a particular field.

A few practical hints to help you do activities under reading comprehension passages:
Read the passage carefully and try to grasp its main theme. 
Pay attention to the meanings of words (connotation), phrases and sentences.

which the writer has developed his ideas and thoughts.
Read all the questions in the sequence and conceptualize the answers. 
Read the passage again focusing on the content and answer the questions appropriately. Find 
accurate solutions for vocabulary exercises too. 
Go through your answers to check spelling, punctuation and grammar. 
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Now read the following article on the emerging career options in the modern era and answer the 

of suitable courses to take up at the 
the higher education 

ay’s complex job scenario, there is a 
one hand we have qualified professionals desperately trying to 

that need suitable talented employees. But 
students have an 

sessions for students. 
strong career, they must understand the prospective 

focus on overall personality 
r the success of their career. 

they need to qualify suitably by 
and also consider post graduate education. 

not promise career 

A group of words belonging to a particular field are called a ‘register’ and many 
registers form a ‘semantic network’. It is a network of related words in a particular field. 

A few practical hints to help you do activities under reading comprehension passages: 

Pay attention to the meanings of words (connotation), phrases and sentences. 
which the writer has developed his ideas and thoughts. 

Read the passage again focusing on the content and answer the questions appropriately. Find 
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progression. Rapid advancement in science and technology and globalisation has widened the scope of 
career options in the twenty–first century. Let us consider some popular careers. 

Fashion Designing 

 The current cosmopolitan and fashion–conscious wave that has taken over our country has opened up a 
huge arena for careers in fashion. These careers encompass designing clothes, costumes, jewellery, 
footwear, wardrobe, costumes, accessories and the like.  

Culinary Arts  

With food and cookery shows being a major trend across the world, culinary arts, a sub-domain of the 
hospitality sector, has now become the most sought after career.  

Paramedical sciences 

 In recent times, there has been a great demand in the health care industry. Paramedical professionals who 
support medical practitioners in areas such as optometry, pathology, nursing, physiotherapy, and dentistry 
are much sought after.  

Media, Journalism and Advertising 

 In this information era, print and entertainment media have become a force to reckon with. This arena has 
become a huge career playground because youngsters are attracted to it as the exposure and reach is 
greater through such mass media. We notice that radio and TV channels, internet companies and 
advertising agencies are increasingly recruiting qualified professionals.  

Hotel Management 

 The hotel industry is the fastest growing industry in India. The number of international travellers (both for 
business and leisure) is increasing. The hospitality and service industry offers career options such as house 
keeping, front-desk executives, tourism management, etc.  

Sports Management 

 With multinational companies supporting sports, careers in sports offer enormous scope. One need not be 
a player or an athlete to shine in a sports career because the field of sports offers various career options 
such as technical trainers, commentators, sports journalists, dieticians, referees, etc. Conducting sports 
events successfully, organizing the event laudably, preparing the ground for the event are all part of sports 
management.  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TEXT BOOK PAGE NO:75-76 

Read the passage given below and answer

Humans have long been fascinated by fiction.
to imaginary characters in fictional stories
many more. The ‘Cyborg’ was an offshoot of such wild
superhuman powers. Today, the Cyborg is no more an imaginary
a sizeable population of humans have
short for ‘cybernetic organism’, was coined 
devices to supplement and substitute body functions.

Cyborgs include people with cardiac pacemakers, contact lenses, bionic ears
on. In other words, a cyborg is partly human
of medicine and healthcare augment humans with
The advent of brain machine interfaces is certain to blur the boundary

Read the passage given below and answer the questions that follow. 

by fiction. We experience excitement in assigning supernatural power 
imaginary characters in fictional stories – and so we have Spider man, Batman,

‘Cyborg’ was an offshoot of such wild imagination of humans to invest our
the Cyborg is no more an imaginary organism. We are living in a world where

a sizeable population of humans have merged their bodies with technological implants. The term ‘Cyborg’, 
‘cybernetic organism’, was coined to describe a man, whose body is implanted

and substitute body functions.  

pacemakers, contact lenses, bionic ears and eyes, prosthetics and so 
tly human and partly machine. The technological

and healthcare augment humans with machines, producing a beta version of the
interfaces is certain to blur the boundary between hum
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in assigning supernatural power 
and so we have Spider man, Batman, He–man, Titans and 

imagination of humans to invest our species with 
organism. We are living in a world where 

implants. The term ‘Cyborg’, 
describe a man, whose body is implanted with technological 

and eyes, prosthetics and so 
and partly machine. The technological innovations in the field 

machines, producing a beta version of the human body. 
between humans and machines. 



 

Scientists are working hard to find a technique for
is striving to get to the final frontier, which is development of
man immortality.  

The needs of humans are not limited. As
even appearances change. We are about to travel by driverless,
smart phones have become our masters.
advancements, the more the humanness in us slowly erodes.
machines and robotics are designed in such a way to give man a virtual
artificial intelligence is overtaking the human brain
Despite certain limitations and potential threats, many believe
evolution of mankind. The amalgamation
mankind and this will prove to be the ‘biggest evolution in
years ago.  

are working hard to find a technique for age reversal too. People do not want to
final frontier, which is development of machines and devices that would accord

eds of humans are not limited. As time passes, food habits change, thinking
change. We are about to travel by driverless, fully automated vehicles. Computers and

smart phones have become our masters. The more we depend and merge with technological 
the humanness in us slowly erodes. Intelligence is sought to be infused into

in such a way to give man a virtual human companion. The field of 
s overtaking the human brain and many fear that it could even harm the

and potential threats, many believe that cyborgs will be the next step in the
evolution of mankind. The amalgamation of man and machine is sure to add a new

will prove to be the ‘biggest evolution in Biology’ since the emergence of life, four
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age reversal too. People do not want to die, so mankind 
machines and devices that would accord 

time passes, food habits change, thinking patterns change, and 
fully automated vehicles. Computers and 

technological 
Intelligence is sought to be infused into 

human companion. The field of 
and many fear that it could even harm the human race. 

that cyborgs will be the next step in the 
to add a new dimension to the life of 

Biology’ since the emergence of life, four billion 
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TEXT BOOK PAGE NO:183 

Cyber Safety 
Technology is a double edged sword. In this day and age, it is not possible to 
restrict the children totally from using the digital technologies. But some sort of 
checks and balances should be maintained at all times. 
 
Given below is a text on "Cyber safety" developed from the inputs received from Crime-Branch Crime 
Investigation  Department (CBCID), Tamilnadu dated: 05.12.2018. Read the text and answer the 
questions that follow. 

Question 1: How should teenagers guard against cyber crimes? 
Answer: 

  Desist from interacting with strangers on social media and never meet strangers in person pursuant 
to social media chat/interaction. 

 Avoid having your picture as profile picture. Even if you choose to have one, do so while restricting 
those persons who can see your profile picture. 

 Do not download software's/Apps from unknown sources. Do not download unnecessary apps in 
the devices. 

 Be a member of social media group or whatsapp group only if you know majority of members in it 
and also if it is relevant to be part of the group. Do not believe and blindly share message in social 
media without verifying the facts. 

 Keep front camera of mobile phones, laptops etc., closed when not used. For Example, Stickers may 
be used to close the camera and to avoid remote access of front camera. 

 
Question 2: What should we do to ensure Safe Surfing? 
Answer: 

 Use a secure browser. 
 Do not surf unsecure websites. A website with URL starting with https:// is a secure website. If the 

website URL starts only as http://, it is unsecure. 
 Avoid clicking on links from unknown mails/pop ups. 
 Do not enter passwords when connected to a public network (WiFi in Railway station or Airports) 
 Always use a computer in which updated Anti Virus is installed. 

 
Question 3: What are the details not to be revealed in public domain ? 
Answer: 

 Any Passwords 
 Bank account /credentials 
 Credit card/Debit card details 
 Personal mobile number 
 Date of Birth 
  Any details which would help to track your routine activities 

Question 4: What should parents do to ensure the safety of children in cyber space ? 
Answer: 

  Set a fixed time during which children are allowed to surf the internet. 
 Always place the computer in that part of the house, which is visited most often by everyone. Don't 

keep the computer in a secluded part. 
 Talk with the children and educate them on the websites that they are allowed / not allowed to 

visit. 
 Be "Friends" with the children's social media account so that their activities are monitored. 
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 Install an Anti Virus with parental control in the computer. 
 Make it a habit to check browsing history/hidden files, apps installed etc., on the computer/ device 

to monitor activity of the children. 
Question 5: Should children be discouraged from playing online games? 
Answer: 

 Encourage children to play outdoor games. 
 Monitor closely if they are found playing a single game for long hours. 
 to games such as  
 Decreasing Academic activity 
 Less time spent with family 
 Loss of interest in things previously enjoyed. 
 Lack of sleep / Sore Eyes 
 Headaches 
 Create awareness about the ill-effects of dangerous online games. 

Questions 
1. Which of the following should one avoid while using social media? Tick against the correct options. 
* Interacting with strangers on social media 
* Avoid posting your picture as profile picture 
* Forwarding Whatsapp messages without verifying facts 
* Use a secure browser 
* Entering passwords while using public network 
2. How can we identify insecure websites? 
3. Mention any three details that should not be revealed in public domain. 
1. 
2. 
3. 
4. What should parents do to ensure cyber safety for their wards ? (Any three points) 
5. Why is it not advisable to play online games? 
6. Pick out words which mean the same as  
a) stop doing something (para 1) 
b) place or fix (para 2) 
c) not protected (para 2) 
d) keep a check on (para 3) 

What you need to know about "Ethical Hacking" 
Hacking generally refers to unauthorized intrusion into a computer or a network. The person engaged in 
hacking activities is known as a hacker. This hacker may alter system or security features to accomplish a 
goal that differs from the original purpose of the system. Hackers employ a variety of techniques. 
How to safeguard? 
To safeguard against hacking of personal data, it is suggested that the system should be installed with upto 
date Anti Virus. If the data is confidential in nature it is suggested that the system itself should be 
disconnected and made into a standalone the system. Don't click on popup windows as they would 
download harmful .exe files. Confidential Data such as Banking username, password, Aadhaar number, Pan 
number, Account number etc., should not be stored in the browser. 
  



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

TEXT BOOK PAGE NO.220 

Complete the conversation with the words from the box.

Man: Could you show the way to the hospital?

Woman: Sure. I will guide you (1) to reach
taking the GST Road for about 10 minutes. Remember, (2)  
After 10 minutes you will reach a grey wall. From there you have (3)
drive along you will notice a bank. It is also important for you (4) 
school nearby. Once you cross the school, you will get (5) 

 

 

 

Complete the conversation with the words from the box. 

Man: Could you show the way to the hospital? 

to reach the hospital. In about 15 minutes you will get there. Start by 
taking the GST Road for about 10 minutes. Remember, (2)  to drive carefully. The road is usually very busy. 
After 10 minutes you will reach a grey wall. From there you have (3)to turn right an
drive along you will notice a bank. It is also important for you (4) to pay  attention to the road as there is a 
school nearby. Once you cross the school, you will get (5) to know the whereabouts of the hospital.
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the hospital. In about 15 minutes you will get there. Start by 
carefully. The road is usually very busy. 

right and go straight. As you 
attention to the road as there is a 

the whereabouts of the hospital. 
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FILLING FORMS: 

 

 

 

Steps to fill up forms: 

1. Take a photo copy of the application.
2. Use a pencil to fill up the application
3. All the entries in the application should be filled in English / Regional language as required.
4. Use capital letters wherever necessary.
5. Give your full address with pincode.
6. Write neatly and legibly. 
7. Don’t overwrite or score out. 
8. Give only the details required.
9. Don’t forget to sign/get attestations.
10. Mention the date of applying. 
11. Double check before filling the original form and fair it up in ink.
12. Take a photo-copy of the filled in form and keep it safe for future reference.

  

DEFINITON: On several occasions we are required to fill in forms for different purposes. We need to 
fill in forms for a job, an examination, passport, driving licence, etc. There are also forms to be filled 
in for sending a telegram, opening a bank account etc. Appl
great care, providing all the details asked for. Incomplete application forms may be rejected.

photo copy of the application. 
Use a pencil to fill up the application in the rough copy. 
All the entries in the application should be filled in English / Regional language as required.
Use capital letters wherever necessary. 
Give your full address with pincode. 

 
ly the details required. 

Don’t forget to sign/get attestations. 
 

Double check before filling the original form and fair it up in ink. 
copy of the filled in form and keep it safe for future reference.

On several occasions we are required to fill in forms for different purposes. We need to 
fill in forms for a job, an examination, passport, driving licence, etc. There are also forms to be filled 
in for sending a telegram, opening a bank account etc. Applications forms should be filled in with 
great care, providing all the details asked for. Incomplete application forms may be rejected.
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All the entries in the application should be filled in English / Regional language as required. 

copy of the filled in form and keep it safe for future reference. 

On several occasions we are required to fill in forms for different purposes. We need to 
fill in forms for a job, an examination, passport, driving licence, etc. There are also forms to be filled 

ications forms should be filled in with 
great care, providing all the details asked for. Incomplete application forms may be rejected. 
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