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NOUN 

A noun is a part of speech used to name a person, place, thing, animals, activities, event, idea 

and emotions. Nouns are one of the main elements of sentences. 

In English, nouns can be singular or plural. 

Singular Noun: 

When a noun means one only, it is said to be singular Noun. 

Examples: boy, girl, house, book, church, box 

Plural Noun: 

When a noun means more than one, it is said to be plural. 

Examples: boys, girls, houses, books, churches, boxes 

Classifications of Nouns 

Proper Nouns 

Proper nouns are nouns that refer to specific entities. Writers of English capitalize proper nouns 
like Nebraska, Steve, Harvard, or White House to show their distinction from common nouns. 

Common Nouns 

Common nouns refer to general, unspecific categories of entities. Whereas Nebraska is a 
proper noun because it signifies a specific state, the word state itself is a common noun 
because it can refer to any of the 50 states in the United States. Harvard refers to a particular 
institution of higher learning, while the common noun university can refer to any such 
institution. 

Countable Nouns 

To linguists, these count nouns can occur in both single and plural forms, can be modified by 
numerals, and can co-occur with quantificational determiners like many, most, more, several, 

etc. 

For example, the noun bike is a countable noun. Consider the following sentence: 
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There is a bike in that garage. 

In this example, the word bike is singular as it refers to one bike that is presently residing in a 
particular garage. 

However, bike can also occur in the plural form. 

There are six broken bikes in that garage.  

In this example, the noun bikes refers to more than one bike as it is being modified by the 

numeral six. 

In addition, countable nouns can co-occur with quantificational determiners. 

In that garage, several bikes are broken. 

This sentence is grammatical, as the noun bike can take the modification of the quantificational 
determiner several. 

Uncountable Nouns or Mass Nouns 

Conversely, some nouns are not countable and are called uncountable nouns or mass nouns. 
For example, the word clutter is a mass noun. 

That garage is full of clutter. 

This sentence makes grammatical sense. However, the following example does not. 

That garage is full of clutters. 

Mass nouns can not take plural forms, and therefore a sentence containing the word clutters is 
ungrammatical. 

Substances, liquids, and powders are entities that are often signified by mass nouns such as 

wood, sand, water, and flour. Other examples would be milk, air, furniture, freedom, rice, and 
intelligence. 

Collective Nouns 
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In general, collective nouns are nouns that refer to a group of something in a specific manner. 

Often, collective nouns are used to refer to groups of animals. Consider the following 
sentences. 

Look at the gaggle of geese. There used to be herds of wild buffalo on the prairie. A bevy of 
swans is swimming in the pond. A colony of ants live in the anthill. 

In the above examples, gaggle, herds, bevy, and colony are collective nouns. 

Concrete Nouns 

Concrete nouns are nouns that can be touched, smelled, seen, felt, or tasted. Steak, table, dog, 

Maria, salt, and wool are all examples of concrete nouns. 

Can I pet your dog? Please pass the salt. Your sweater is made of fine wool. 

Concrete nouns can be perceived by at least one of our senses. 

Abstract Nouns 

More ethereal, theoretical concepts use abstract nouns to refer to them. Concepts like 
freedom, love, power, and redemption are all examples of abstract nouns. 

They hate us for our freedom. All you need is love. We must fight the power. 

In these sentences, the abstract nouns refer to concepts, ideas, philosophies, and other entities 
that cannot be concretely perceived. 
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Activity: 

Find out the nouns from the following sentences- 

1.The artist painted a picture.                                  ________________________________ 

 
2.Butterflies fly in the air.                                          ________________________________ 

 
3.My grandfather bakes the best cookies.             ________________________________ 
 
4.A rabbit was hopping through the grass.            ________________________________ 
 
5.Monkeys and birds sleep in trees.                        ________________________________ 
 
6.Our class skates at the roller rink.                        ________________________________ 
 

7.Rohit’s favorite food is fried rice.                         ________________________________ 
 

8.The dog chased the mailman up the street.       ________________________________ 
 

9.Farmers collect eggs from the henhouse.           ________________________________ 
 

10.Sita brought a juicy apple for lunch.                  ________________________________ 
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PRONOUN 

English Pronoun is very important because its structure is used in every day conversation. Here 
are some significant points about pronoun. 

 A word that takes the place of a noun, noun phrase, or noun clause. We can use a 
pronoun instead of a noun. 

 Pronouns allow us to eliminate the repetition and they keep communication going with 
or without the noun. 

 Pronouns come in to keep nouns from getting repetitive or when nouns are not clearly 
known. 

 A pronoun can function as a subject, object or complement in a sentence. 

Examples: 

I saw his book on your table. 

I would like to tell you something. 
She makes me angry. 

Pronoun is an important part of parts of speech so let us see clearly 
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Activity 

Underline the pronouns from the following sentences- 

1.John is their son.                                                                ________________________________ 

2.Rambo is their movie.                                                       ________________________________ 

3.Rahul let me borrow the jacket.                                     ________________________________ 

4.Their cat is so cute.            ________________________________ 

5.It is a blue book.                                                                ________________________________ 

6.They have the latest phone.                                           ________________________________ 

7.She bought a backpack.                                                   ________________________________ 

8.We ate the cake.                                                               ________________________________ 

9.I don't like cabbage.                                                            ________________________________ 

10.The blue pen is yours?                                                     ________________________________ 
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VERB 

A verb is a word that expresses an action or a state of being. Verbs are doing words. A verb can 

express: 

 A physical action (e.g., to swim, to write, to climb).  
 A mental action (e.g., to think, to guess, to consider).  

 A state of being (e.g., to be, to exist, to appear).  

The verbs which express a state of being are the ones which take a little practice to spot, but, 
actually, they are the most common. The most common verb is the verb to be. That's the one 

which goes: 

Subject Verb to be 

in the past 

tense 

Verb to be 

in the 

present 

tense 

Verb to be 

in the future 

tense 

I was am will be 

You were are will be 

He / She / It was is will be 

We were are will be 

You were are will be 

They were are will be 

 

Activity 

Underline the verbs in the following sentences- 

1.My mom planted flowers along the front of the house.  
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2.My father made a peanut butter and jelly sandwich for my lunch.  

3.Grandma drinks tea in the morning instead of coffee.  
4.The cows and pigs were resting in the barn.  
5.My friends and I worked on the project together. 
6.Laksman irons his uniform before work every morning. 
7.I woke up early on Saturday morning.  
8.We helped my aunt cook a big pot of soup.  
9.The birds were chirping in the trees by my bedroom window.  
10.The astronaut walked on the moon.  
 
 
 
ADVERB 
Adverbs are an important part of speech. An adverb is a word that tells us more about a verb. It 

“qualifies” or “modifies” a verb. 
They tell us when, where, how, in what manner, or to what extent an action is performed.  
 

Types of Adverbs 

Although there are thousands of adverbs, each adverb can usually be categorized in one of the 
following groupings:  

Adverbs of Time 

 Press the button now.(now - adverb of time) 
 I have never been.(never - adverb of time) 
 I tell him daily.(daily - adverb of time)  

Adverbs of Place 

 Daisies grow everywhere.(everywhere - adverb of place) 
 I did not put it there.(there - adverb of place)  

Adverbs of Manner 

 He passed the re-sit easily.(easily - adverb of manner) 

 The lion crawled stealthily.(stealthily - adverb of manner)  

Adverbs of Degree 

 That is the farthest I have ever jumped.(farthest - adverb of degree) 
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 He boxed more cleverly.(more cleverly - adverb of degree and manner.)  

 
 
 
 
 
 
 
 

 
 

Activity 
 
Identify the adverbs from the following sentences- 

 
1.We eventually found our way out of the woods after we got lost.  

 
2.Sometimes we visit the museum when it rains.   

 
3.I recited all of the capitals of the states perfectly!  

 
4.Matthew stomped angrily when he was punished.  
 
5.My dog always barks when someone comes to the door. 
 
6.We enthusiastically cheered on the runners in the race.  
 
7.The policeman immediately ran to our rescue.  

 
8.My Mom thought I had magically cleaned my room!  
 

9.I looked amazingly at the bright, starry sky.  
 
10. I acted very bravely at the doctor’s office when I had to get a shot.  
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ADJECTIVE 

Adjectives are words that describe or modify another person or thing in the sentence. The 
Articles — a, an, and the — are adjectives. 

 the tall professor  
 a solid commitment  
 a month's pay  

 a six-year-old child  
 the unhappiest, richest man  

Activity 

Circle the adjectives in the following sentences 

1. The neighbors walk their spotted dog around the block.  

2.Bill and Sue went on a wild ride at the park!  

3.My group used purple markers to make our poster.  
 

4.Mom’s new rose bush needs a lot of special care.  
 
5.Grandma enjoyed a peaceful afternoon, reading a book.  

http://grammar.ccc.commnet.edu/grammar/determiners/determiners.htm
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6.The happy cheerleaders jump and yell.  
 
7.Cherry pie is my favorite type of dessert.  
 
8.My dad has many tools in the garage.  
 
9.A spider’s web is very silky.  
 
10. The snowy driveway made it hard to walk without falling.  
  
 
 

 
 

 
  
PREPOSITION 

Preposition is important when constructing sentences. A preposition is a word that shows the 
relationship between a noun or pronoun and other words in a sentence. 

 The relationships include time, direction, place, manner and amount. 

 A preposition links nouns, pronouns, Gerund and phrases to other words. 
 Preposition + Noun, Pronoun, Gerund or Clause 

Examples 

 I will meet you on Monday (before Noun) 
 He received it from me (before Pronoun) 
 I’m looking forward to seeing you soon.(before Gerund) 

The following words are the most commonly used prepositions: 

About Below Excepting Off Toward 

Above Beneath For On Under 

Across Beside(s) From Onto Underneath 
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Activity 

  Fill in the blanks with appropriate preposition- 

There was a look _______________ her that said everything. 

It’s never happened to me ________________. 

Aileen is proud of her family _______________  their support. 

She began to walk away _______________  him. 

He got _______________ his car and drove off. 

He banged his head ________________ a beam. 

She ran away on Friday and we haven’t seen her ___________________ . 

Leave it ________________ me. 

After Between In Out Until 

Against Beyond In front Of Outside up 

Along But Inside Over Upon 

Among By In spite of Past Up to 

Around Concerning Instead of Regarding With 

At Despite Into Since Within 

Because of Down Like Through Without 

Before During Near Throughout With regard to 

Behind Except Of To With respect to 
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CONJUNCTION 

A conjunction is a word that joins words or groups of words. 

Examples: 

I play cricket and football. 

I play tennis but John does not play. 

Types of Conjunctions 

There are two kinds of conjunctions 

  Coordinating Conjunction: 

 It joins words, phrases, and clauses that are of equal importance in a sentence. 
 There are seven coordinating conjunctions: and, but, or, so, yet, for, nor. 
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 The mnemonic acronym FANBOYS can be used to remember the coordinators (For And 

Nor But Or Yet So) 

 Each coordinating conjunction expresses a specific meaning: 

 For - Used to introduce the reason for something mentioned in the previous statement. 

I went to the grocery store, for I was out of sugar. 
I believed her, for surely she would not lie to me. 

 And - Used to connect words or parts of sentences. 

“and” is between two nouns  
I like tea and coffee. 

Ram and I left early. 
Do it slowly and carefully? 
Can you read and write in English? 

 Nor – Nor is used when the alternative is negative 
She seemed neither surprised nor worried. 
He wasn’t there on Monday. Nor on Tuesday, for that matter. 
He did not stop running, nor did he look back over his shoulder 

The elderly lady did not see the car nor did she hear the horn. 
 But – used to introduce a word or phrase that contrasts with what was said before 

His mother won’t be there, but his father might. 
I asked everybody but only two people came 

By the end of the day we were tired but happy 
 Or – Used to introduce another possibility 

Is your sister older or younger than you? 
Are you coming or not? 
Is it a boy or a girl? 
It can be black, white or grey. 

 Yet - despite what has just been said 
He has a good job, and yet he never seems to have any money 
I thought I knew you, yet how wrong I was. 

 So - used to show the reason for something 

It is  still painful so I am going to see a doctor 

  What is a Subordinating Conjunction? 

  Subordinate conjunctions connect two unequal parts (a dependent clause and an independent 

clause). 
Subordinating conjunctions introduce dependent clauses  
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  Subordinating Conjunction 

 Time Cause/ Effect Reason Contrast/ Concession Place Condition 
After As Although Where As [far/long/soon] as 

As Because Even though Wherever As if 
As soon as Due to the fact that Even if  -  As though 
Before Since Despite the fact that -  Even if 
Now that So that In spite of the fact that -  If 
Once In order that Though -  On condition that 
Since  - While  - Unless 
 Until - Whereas - Whether or not 

 

 

 

 

 

 

 

TENSE 

Simple Tense 

  Verb tense tells you when the action happens. There are three main verb tenses: present, past, 

and future. Each main tense is divided into simple, progressive, perfect, and perfect progressive 
tenses.  

  

  Simple Progressive Perfect Perfect Progressive 

Present finish 
am/is/are 
finishing 

have/has 
finished 

have/has been 
finishing 

Past finished 
was/were 
finishing 

had finished had been finishing 
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Future 
will 
finish 

will be finishing 
will have 
finished 

will have been 
finishing 

 

Things to remember about simple tense: 
 

     a. Present tense is the original verb form.  
     b. Past tense has a few patterns.  

     c. Future tense needs will (shall) + verb.  
 

run 

 I run a marathon twice a year. (present) 
 I ran a marathon last year. (past) 
 I will run a marathon next year. (future) 

eat 

 I eat lunch in my office. 
 I ate lunch an hour ago. 
 I will eat lunch in one hour. 

see 

 I see a movie once a week. 
 I saw a movie yesterday. 

 I will see a movie tomorrow. 

know 

 I know it. 
 I knew it the day before yesterday. 
 I will know it by tomorrow. 

learn 

 I learn English. 
 I learned English the last two years. 

 I will learn English next year. 
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Activity 

Fill in the blanks with appropriate verb forms- 
 

1)He _______________ the song beautifully. 

2)He _______________ a book from the library last week. 

3)He _______________ a letter to his mother tomorrow. 

4)They _____________ Biriyani in today's lunch. 

5)He was surprised to ____________ his boss. 

Perfect Tense 

The three perfect tenses in English are the three verb tenses which show action already 
completed. (The word perfect literally means "made complete" or "completely done.")  

They are formed by the appropriate tense of the verb to have plus the past participle of the 
verb.  

Present Perfect: I have seen it.  

(Present tense of to have plus participle. Action is completed with respect to the present.)  

Past Perfect: I had seen it.  

(Past tense of to have plus participle. Action is completed with respect to the past.)  

Future Perfect: I will have seen it.  
(Future tense of to have plus participle. Action is completed with respect to the future.)  

Example: They are gone.  

Example: He is risen.  

Activity 
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1. In the evenings, I often play chess with my next door neighbor. I --- ------------- chess with him ever 
since I -------------------------- to live here ten years ago. 

A)have been playing / came 

B)play/came 

C)am playing / have come 

D)have played / have come 

2. Mita ---------------- her driving test three times because she's so bad at reversing. But she ------------------ 
reversing since last week and I  think she has got a bit better at it. 

A) has failed / has been practicing 

B) failed / practiced 

C) failed / was practicing 

D) fails / practices 

E) has failed / is practicing 

3. I have been waiting for the prices of the houses to come down before buying one, but I think I ---- too 
long and the prices ---------------------------  to go up again. 

A) am waiting / are beginning 

B) wait / began 

C) am waiting / began 

D) have waited / are beginning 

E) waited / were beginning 

4. I -----------------------------  in an airplane for fairly long distances before that, but never as long as when I 
went to Australia last June. 

A) have never flown 

B) didn't fly 



                                                                                                                                         

21 

 

C) have flown 

D) had flown 

E) hadn't flown 

5. This bicycle ---- -------------------- in our family for fourteen years. My father used it for the first five 
years, my brother rode it for the next five and I ------------------------using  it for the last four. 

A) is / have had 

B) had been / had 

C) has been / have had 

D) was / had had 

E) has been / had 

6. Yesterday at a restaurant, I saw Sabita , an old friend of mine. I had not see n her for years. At first, I --
-------------------- her because she--------------- ---- at least 20 kilos. 

A) didn't recognize / lost 

B) didn't recognize / will lose 

C) didn't recognize / had lost 

D) hadn't recognized / lost 

 

 

 

DIRECT AND INDIRECT SPEECH 

Direct Speech / Quoted Speech 

Saying exactly what someone has said is called direct speech (sometimes called quoted speech)  
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Here what a person says appears within quotation marks ("...") and should be word for word. 

For example: 

She said, "Today's lesson is on presentations." 

or 

"Today's lesson is on presentations", she said.  

Indirect Speech / Reported Speech 

Indirect speech (sometimes called reported speech), doesn't use quotation marks to enclose 
what the person said and it doesn't have to be word for word. 

When reporting speech the tense usually changes. This is because when we use reported 
speech, we are usually talking about a time in the past (because obviously the person who 

spoke originally spoke in the past). The verbs therefore usually have to be in the past too.  

For example:  

Direct speech  
Indirect speech  

"I'm going to the cinema", he said. 
 

He said he was going to the cinema.  

 

 

 

 

 

Few examples: 

As a rule when you report something someone has said you go back a tense: (the tense on the 
left changes to the tense on the right). 
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Direct Speech Indirect Speech 

She said, "It's cold."(Present Simple) 
 

She said it was cold.(Past Simple) 
 

She said, "I'm teaching English online." 

(Present continuous) 

She said she was teaching English online.  
(Past continuous)  
 

She said, "The lesson had already started 

when he arrived." (Past Perfect) 

She said the lesson had already started when he 

arrived.(Past Perfect) 
She said, "I'd already been teaching for five 

minutes." ( Past Perfect Continuous) 

She said she'd already been teaching for five 

minutes. (Past Perfect Continuous) 

She said, "I'll teach English online 
tomorrow." 

 

She said she would teach English online 
tomorrow.  

 
 

Activity 

Change the following sentences to Indirect speech- 

1. "I am not going to tolerate this any more," said Sarah. 

    _____________________________________________________ 

2. "You have always been my friend," said Joe. 

    _____________________________________________________ 

3. "We never eat meat," claimed Bill. 

    _____________________________________________________ 

4. "I will talk to Sam soon," she told me on Sunday. 

    _____________________________________________________ 

5. "Mary used to exercise every day," he said. 

    _____________________________________________________ 
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6. "I wish I was twenty years younger," said Linda. 

    _____________________________________________________ 

7. "Answer the phone!" he told me. 

    _____________________________________________________ 

8. "Where is Alex?" she asked me. 

    _____________________________________________________ 

9. "What do you do?" - She wondered 

    _____________________________________________________ 

10. "Do you want it?" - Joe asked me 

    _____________________________________________________ 
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WRITING ETIQUETTES 

1. Start with a salutation 

Your email should open by addressing the person you’re writing to. Sure, you can get away with 
leaving out the salutation when you’re dashing off an ema il to your friend, but business-like 

messages should begin with: 

 Dear Mr. Ram, or Dear Professor Smith, (for someone you don’t know well, especially if 
they’re a superior) 

2. Write in short paragraphs 

Get straight to the point – don’t waste time waffling. Split your email into two to four short 
paragraphs, each one dealing with a single idea. Consider using bullet-points for extra clarity, 

perhaps if you are: 

 Listing several questions for the recipient to answer 
 Suggesting a number of alternative options 

 Explaining the steps that you’ll be carrying out 

3. Stick to one topic 

If you need to write to someone about several different issues (for example, if you’re giving 

your boss an update on Project X, asking him for a review meeting to discuss a pay rise, and 
telling him that you’ve got a doctor’s appointment on Friday), then don’t put them all in the 

same email. It’s hard for people to keep track of different email threads and conversations if 
topics are jumbled up. 

4. Use capitals appropriately 

Emails should follow the same rules of punctuation as other writing. Capitals are often misused. 
In particular, you should: 

 Never write a whole sentence (or worse, a whole email) in capitals  
 Always capitalize “I” and the first letter of proper nouns (names) 

 Capitalize acronymns (USA, BBC, AICTE)) 
 Always start sentences with a capital letter. 

5. Sign off the email 
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For short internal company emails, you can get away with just putting a double space after your 

last paragraph then typing your name. If you’re writing a more formal email, though, it’s 
essential to close it appropriately. 

 Use Yours sincerely, (when you know the name of your addressee) and Yours faithfully, 
(when you’ve addressed it to “Dear Sir/Madam”) for very formal emails such as job 
applications. 

 Use Best regards, or Kind regards, in most other situations. 
 Even when writing to people you know well, it’s polite to sign off with something such 

as “All the best,” “Take care,” or “Have a nice day,” before typing your name.  

6. Use a sensible email signature 

Hopefully this is common sense – but don’t give any quotes to your email signature from your 
favorite TV show, motivational speaker or witty friend. Do include your name, email address, 
telephone number and postal address (where appropriate) – obviously, your company may 
have some guidelines on these. 

It makes it easy for your correspondents to find your contact details: they don’t need to root 

through for the first message you sent them, but can just look in the footer of any of your 
emails. 

 

 

 

 

 

 

 

 

 

 


