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LISTENINGANDSPEAKING.

PRONUNCIATION

PRONUNCIATIONOFVOWELSOUNDS

InEnglish,wehavevariousvowelsounds.Weshallstudythemoneafter

theother.

Sound/ᴂ/

Considertheletter‘a’inthewordsbelow.Eachsaysthissound.

Pan

Fan

Ban

Brash

Cat

Pat

Dad

Ham

Mat

Rash

Track

Cram

Fanned

Flash

Pack

Rag

Sand

Slam

Tag

Man

Sound/ʒ˸/
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Thissoundismorelikethesoundyoumakewhenyouaredisgusted.

Thelettersinboldfacesaythissound.Studythemcarefully.

Bird

Shirt

Flirt

Turn

Learn

First

Berth

Her

Heard

Hurt

Purse

Birth

Cur

Fur

Firm

Herd

Burn

Curt

Pert

Stir

Blur

Shirk

Surge

Sound/a:/

Itispronouncedbyhavingamuchwideropenmouthposition.

Insideyourmouthisshownintheprocessofsayingthissound.

Examplesofwordsbearingthissoundinclude:

Far

Farm

Guard

Heart

Hard

Bar

Bard

Cart

Car

Dart

Card

Par

Sound/ə/
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Thissound(referredtoasschwa)isashortvowelsound.

Itmostlyfoundinwordscontainingletter‘o’,forexample,

Confuse

Contempt

uous

Continue

Condolenc

e

Alsoinwordssuchas:

Business

Sound/Ʌ/

Examplesofwordscontainingthissoundinclude:

Sun

Son

Some

Pun

Fun

Cum

Cup

But

Much

Begun

Fun

Sung

Swum

Bug

Bunk

Brush

Hum

Rung

Truck

Stunne

d

Drum

Dumb

Fund

Sound/ɔ˸/

Itisalongsound.

Themouthdoesn’tmovewhilesayingthissound,anditcanbe

pronouncedaslongasyouhavebreath.

Itissaidinwordssuchas:

Or

More

Chores

Dorm

Pork

Door

Four

Fore

Nor

Law
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Cord

Form

Horn

Lord

Saw

Shore

Chalk

Jaw

Scorn

Sound/ɒ/

Itisashortsound.

Themouthdoesn’tmove.

Eachofthewordsbelowbearthissound:

Got

On

Cost

Lost

Odd

Boss

Stock

Plot

Block

Cock

Cop

Mop

Rod

Sock

Shot

Pot

Blot

Crock

Frog

Swat

Swatch

Sound/ʋ/

bosom

Sound/I:/

Longsound

Saidinwordssuchastheonesbelow:

Sheep
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Feet

Meat

Tweetetc.

Sound/ɪ/

Itisashortsound.

Inwordssuchas:

Fit

Bit

Quit

Blipetc.

Exercise

Thetablebelowhascolumnswithdifferentsounds.Pronounceeachof

thewordsinthelistandclassify,accordingtothehighlightedletter(s),

underthecolumnthatbearsthatsound.

Chip

Jeep

Creek

Wet

Greased

Teal

Hill

Sit

Still

Blip

Fill

Bed

cheat

blink

thrill

jet

/i:/ /ɪ/ /e/
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PRONUNCIATIONOFCONSONANTSOUNDS

Thesound/tʃ/

Madebyreleasingthestoppedairthroughyourteethbythètipof

yourtongue.

Itisvoicelessbecausevocalcordsdonotvibratewhenyousayit.

Mostwordswithletters‘CH’saythissound,forexample,

Church

Chips

Teach

Pinch

Crunch

Much

Therearethosewithletters‘TCH’forexample,

Catch

Watch

Batch

Itch

Kitchen

witch

Somearewithletters‘TU’,forexample,
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Century

Spatula

TheSound/dʒ /

Pronouncedthesamewayas/tʃ/.Itisjustthatitisvoiced.

Lettersrepresentingthissoundinclude:

(a)Letters‘DG’

Fudge Budge Bridge Judge

(b)Letter‘J’

Judge

Jump

Joy

Joke

Eject

July

Jake

Project

(c)Letters‘DU’

Procedure Graduate Individual

(d)Whenletter‘Grepresentsthesound

Itdoesthatwhenitisinfrontofan‘e’,‘i’,or‘y’

(i) Letters‘GE’,forexample,

Agent

Germ

Gem

Budget

Gel

Angel

Danger

Emergency

Gentle

Bilge

Urgent

Knowledg

e

Large

Singe

Enlarge



lydiaakama2@gmail.com

Page|8
Formorehighschoolnotes,setbooks,guidebooks,CPA,CIFA,IT,ICT&otherE-materials

WhatsApp0716953563

Challenge Ridge Emerge

(ii) Letters‘GI’,forexample,

Agile

Allergic

Apologize

Contagiou

s

Gist

Digitize

Eligible

Giraffe

Engineer

Fragile

Fugitive

Legion

Original

Vigilant



(iii)Letters‘GY’,forexample,

Allergy

Clergy

Egypt

Analogy

Zoology

Stingy

Gym

Liturgy

Panegyric

TheSound/f/

Thesoundisunvoicedorvoiceless.

Airisstoppedbypushingthebottomlipandtopteethtogether.Theair

isthenpushedthroughtoproducethissound.

The/f/soundhasthefollowingletterssayingit:

(a)Letter‘F’

Four

Wife

Knife

Life

Family

Staff

Puff

Five
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(b)Letters‘PH’

Phone

Graph

Paragraph

Phrase

(c)Letters‘GH’

Cough

Rough

Laugh

Enough

Tough

Draught

TheSound/v/

Thesamemouthshapeas/f/isformedwhenpronouncingthesound/v/.

Itisvoiced.

Yourtopteethisputonyourbottomlip.

Wordsbearingthissoundinclude:

Van

Vehicle

Vice

Unvoiced

Voice

Obvious

Previous

Drive

Save

Jovial

Virtue

Care

Wolves

Knives

TheSound/d/

/d/isvoiced.Thevocalcordsvibrate.

Thelowofairisstoppedatthefrontofthemouthbytongue.

Practicespeakingthewordsbelow:

Dad Do Did Dog
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Mad

Sad

Bad

Done

Loud

And

Sound/t/

Tomakethissound,yourtonguestopstheflowofairatthefrontof

yourmouth.

Itisavoiceless/unvoicedsound.

Itsaidinwordslike:

To

Top

Get

Hot

Pot

Butter

Later

What

Today

Tuesday

Thesound/k/

Therearevariouslettersthatsaythesound/k/.let’sstudytheseletters.

Letter‘K’alwayssaythissound.Examplesofwordsinclude:

Kill

Key

Kick
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Sake

Kitten

Keep

Letter‘C’,forexample,

Call

Corn

Cane

Campaign

Camp

Confusion

Cucumber

Colicetc.

Letters‘CK’forexample

Kick

Mock

Truck

Backetc.

Letter‘Q’forexample,
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Quack

Quail

Quartz

Quarter

Quick

Letters‘CH’,forexample,

Chaotic

Character

Ache

TheSound/g/

Foundinwordssuchas:

Galaxy

Game

Gate

Gibbon

Give

Goat

Gazell

e

Gecko

Gold

Gown

Girl

Ghost

Geyser

Garbag

e

TheSound/ʃ/

Thissoundisunvoiced–onlyairpassesthroughthemouthwhensaid.

Theteethareputtogetherandthecornersofthelipsarebrought
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togethertowardsthemiddle.

Mostwordswithletters‘sh’thissound.Forexample,

Shape Shop bishop

Therearewordswithletters‘CH’thatsaythissound,forexample,

Brochure

Cache

Cachet

Chagrin

Champagne

Charade

Chute

Chef

Chiffon

Niche

Ricochet

Charlotte

Chicago

Michigan

Chevrolet

Fuchsia

Cliché

Chivalry

Quiche

chaise

Somewordswith‘SU’alsosayit,forexample,

Sugar

Surmac

Sure

Issue

Pressure

Thereareyetthosewithletters‘TIO’,forexample,

Nation

Motion

Option

Caution

Thentherearethosewithletters‘SIO’,forexample,

Submission Commission Confession

Sound/θ/

Pronouncedwithyourtonguebetweenyourteeth.
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Itisunvoiced.

Thewordsbearingthissoundinclude:

Mouth

Thing

Faith

Fourth

Thick

Think

Three

Thought

Tenth

Math

Myth

Thumb

Youth

Thrive

Growth

North

Truth

Pith

Thank

Thorn

Thimble

Three

Theme

Therapist

Thigh

Thickness

Sound/ð/

Unlike/θ/,itisvoiced.

Italsopronouncedwithtonguetouchingorbetweenyourteeth.

Itisfoundinsuchwordsas:

With

There

Clothing

These

Thence

Then

Their

they

Sound/s/

Thisisahissingsoundlikeasnake.

Itisvoiceless.

Thefewrulesforsomeofthecommonspellingsthatsaythesound/s/

are:
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(a)Letter‘S’,forexample,

Sit

Wise

Dogs

Say

Sad

Sound

Boss

This

Lips

Misty

Sunday

(b)Letter‘SC’,forexample,

Muscle Descend Science Scream

(c)Letter‘X’,forexample,

Fix Fox Next Mix

(d)Letter‘C’,forexample,

Face

Practice

City

Circle

Fence

License

Sound/z/

The/z/islikethesoundofbuzzingbees.

Itisvoiced.

Mostwordswiththeletter‘Z’say/z/,forexample,

Zoo

Zip

Zebra

Quiz

Buzz

Freeze

Doze

prize

Therearethosewordswithletter‘S’sayingthissound,forexample,

Is Was His Hers
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Nose

Noise

Noises

Rose

Roses

Frogs

Girls

Friends

Lies

Busy

Tuesday

Wednes

day

Sounds

Pose

Reason

Rise

Eyes

These

Days

Says

Ties

Has

Flows

Because

Shoes

Visit

Those

Bananas

cows

Theothergroupofwordsarethosewithletter‘X’,forexample,

Exist,anxiety

Sound/ɜ/

WordsbearingthissoundareborrowedfromFrench.

Pronouncedinthesamewayas/ʃ/onlythatisvoiced.

Theexamplesofwordswiththissoundare:

Garage

Beige

Massage

Sabotage

Genre

Measure

Treasure

Closure

Seizure

Leisure

Persian

Conclusion

Casual

Casually

Usual

Usually

Amnesia

Collision

Division

Version

Television

Exposure

Occasion

Persuasion



lydiaakama2@gmail.com

Page|17
Formorehighschoolnotes,setbooks,guidebooks,CPA,CIFA,IT,ICT&otherE-materials

WhatsApp0716953563

Cashmere

Asia

Visual

Vision

Lesion

Decision

Caucasian

Practiceinsentences

(a)Measurethebeigedooronthegarage.

(b)ItwasmydecisiontoflytoAsiatoseektreisure.

Sound/r/

Raisethebackofyourtonguetoslightlytouchthebackteethonboth

sidesofyourmouth.Thecentrepartofthetongueremainslowerto

allowairtomoveoverit.

Itisvoiced.

Itisfoundinwordswithletter‘R’e.g.

Red

Friday

Worry

Sorry

Marry

Itisalsosaidinwordswithletters‘WR’e.g.

Write

Wrong

Wrath
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Wry

Wring

Sound/w/

Yourlipsformasmall,tightcirclewhenmakingthesound/w/.

Lettersrepresentingthe/w/soundare:

Letter‘W’

Woman

Wife

New

Sweet

Win

Rewind

Towel

Wait

LettersWH

Why

Where

When

While

What

White

Whom

Who

Whole

Letters‘QU’

Quit

Quick

Quite

Quiet

Queer

Queen

Quota

Quickly

Others

One

Choir

Sound/m/

Madebypressingthelipslightly.
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Thewordsthatfollowcontainthesound:

Mum

Mine

Me

Morning

Farmer

Shame

Meat

Myself

Exercise1

Readthesentencebelowpronouncingeachwordcorrectlyandthengroup

thewordsintheirappropriatecolumns.Considerthehighlightedletters.

Thesevenstudentstookthefirsttestfortheirdriver’slicenceson

Thursday.

/s/ /z/

Exercise2

Consideringthepronunciationofhighlightedletters,picktheoddword

out.

(a)Judge,gesture,garage

(b)Jump,gift,geological

(c)Fungi,just,go
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(d)Digit,game,gamble

(e)Hygiene,prodigy,entangle

(f)Gecko,gem,zoology

Exercise3

Pronounceeachwordcorrectlyandthengroupitunderthecolumn

containingthesoundthatthehighlightedletter(s)bear.

Tissue

Caucasian

Division

Passion

Ocean

Cautious

Leisure

Solution

Pressure

Vision

Persian

Casual

Chef

Conclusio

n

Televisio

n

Decision

Collision

Sure

Precious

Exposure

/ʃ/ /ʒ/
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Exercise4

Circletheletter(s)thatsay/f/andunderlinethosesaying/v/inthe

sentencesbelow.

(a)Pleaseforgivemeforforgettingtheleftoverfood.

(b)Savethefourwolvesthatliveinthecave.

DIPHTHONGS

Adiphthongisacombinationoftwovowelsounds.

Someofthediphthongsinclude:

 /əʋ /

 /aᴜ /

 /eɪ/

/əʋ /

Inwordslike;

Role

Bone

Phone

Stone

Close

Note

Notice

Lonely

Home

Hope

Open

Ocean

Remot

e

Solar
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Polar

Modal

Total

Motor

Momen

t

Bonus

Focus

Vogue

Social

Soldier

Cowor

ker

Most

Post

Host

Ghost

Both

Low

Know

Mow

Sow

Show

Tow

Owe

Own

Bowl

Blow

Grown

Throw

Go

Ago

No

So

Toe

Hero

Zero

Veto

Ego

Echo

Radio

Studio

Mexic

o

Potato

Tomat

o

Logo

Motto

Cold

Gold

Bold

Sold

Told

Roll

Poll

Contro

l

Bolt

Colt

Folk

Comb

Won’t

Don’t

Soul

Should

er

Road

Load

Boat

Coast

Coat

Oak

Soak

Approa

ch

Boast

Ok

Obey

Omit

Hotel

Motel

/aᴜ /

Saidinwordssuchas:

How Cow Now Allow Owl
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Brown

Down

Town

Clown

Drown

Crown

Crowd

Powde

r

Brows

e

Loud

Proud

Cloud

Out

Shout

About

Doubt

Foul

Noun

House

Mouse

Mouth

South

Couch

Found

Ground

Around

Pound

Sound

Count

Amoun

t

Mount

ain

Announ

ce

Bounce

Allowi

ng

Towel

Bowel

Power

Tower

Flower

Shower

Hour

Our

Sour

Flour

coward

/eɪ/

Thewordscontainingthisdiphthongare:

wait

late

bait

date

tale

bail

bale

sale

gate

waste

wade

baby

bacon

paper

April

Danger

Angel

Strang

er

Basis

Lazy

Crazy

Fail

Mail

Sail

Rail

Raise

Raid

Afraid

Wait
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Straigh

t

Faint

Paint

Fate

Rate

Kate

Race

Base

Place

Lake

Take

Name

Ache

Rage

Patien

t

Racial

Nation

Nature

Fatal

Patrio

t

Radio

Vacant

Weigh

t

Eight

Vein

Neighb

our

Break

Steak

Age

Wage

Save

Cave

Wave

Ray

Gray

Play

Lay

Day

May

Pray

Conve

y

Survey

Stain

Change

etc.

Exercise

Writeanotherwordpronouncedthesamewayas:

a)Gait

b)Made

c)Mail

d)Pale

e)Pain

f)Plain

g)Sale

h)Tale

i)Vain

j)Waist

k)Wait

l)Eight

m)Sew

n)No

o)Toe

p)Grown
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MINIMALPAIRS

Studythepairsofwordsbelowcarefully.

Fit–feet

Let–late

Van–fan

Pun–pan

Whatdoyounotice?Yourealizethatonlyonesoundmakesthe

pronunciationofoneworddistinctfromtheother.Eachpairiscalleda

minimalpair.

Aminimalpairisthereforeapairofwordsthatvarybyonlyonesound

especiallythosethatusuallyconfuselearners,suchas/l/and/r/,/b/

and/p/,andmanyothers.

MinimalPairsofVowelSounds

Sound/i/and/i:/

1.Bid–bead

2.Bit–beat

3.Bitch–beach

4.Bin–bean/been

5.Chip–cheap

6.Fit–feat/feet

7.Fist–feast

8.Fizz–fees
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9.Gin–gene

10.Sin–seen/scene

11.Still–steal/steel

12.Sick–seek

13.Is–ease

14.Itch–each

15.Risen–reason

16.Piss–piece/peace

17.Pick–peak/peek

18.Mill–meal

Exercise

Writeanotherwordinwhicheithersound/i/and/i:/willmakeitvary

fromtheonegiven.

(a)Hit

(b)Sheet

(c)Tin

(d)Peach

(e)Lip

(f)Neat

(g)Kip

(h)Eel

(i)Greed

(j)Pill

(k)Skied

(l)Skim

Sounds/i/and/e/

1.Did–dead

2.Disk–desk

3.Built–belt

4.Bit–bet

5.Lipped–leapt

6.Middle–meddle

7.Fill–fell

8.Bid–bed

9.Bill–bell

10.Lit–let

11.List–lest

12.Clinch–clench

Exercise
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Completethetablebelowwithawordinwhicheitherthesound/e/or/i/

bringsthedifferenceinpronunciation.

/e/ /i/

1 Head

2 Miss

3 Hymn

4 Led

5 Fen

6 Lid

7 Den

8 Peg

Sounds/e/and/ei/

Thefollowingwordsvarybyonehavingthevowelsound/e/andtheother

adiphthong/ei/

1.Wet–wait

2.Bread–braid

3.Fen–feign

4.Bed–bade

5.Get–gate/gait

6.Let–late

7.Met–mate

8.Lest–laced

9.Tech–take

10.West–waste/waist

11.When–wane

12.Edge–age
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13.Gel–jail

14.Lens–lanes

15.Breast–braced

16.Sent–saint

17.Test–taste

18.Best–based

19.Wren–rain/reign

20.Led–laid

21.Bled–blade

22.Fed–fade

Exercise

Eachwordbelowhasanotherwordinwhicheitherthesound/e/or/ei/

willbringthedistinctioninpronunciation.Writethatword.

(a)Fell

(b)Pain

(c)Hail

(d)Sell

(e)Well

(f)Mate

(g)Raid

(h)Date

(i)Men

(j)Stayed

(k)Bet

(l)Jail

Sounds/ᴂ/and/ʌ/

1.Batter–butter

2.Cap–cup

3.Cat–cut

4.Back–buck

5.Brash–brush

6.Dabble–double

7.Rang–rung

8.Track–truck

9.Bad–bud

10.Began–begun

11.Bag–bug

12.Pan–pun

13.Drank–drunk

14.Fan–fun

15.Hat–hut

16.Badge–budge
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17.Hang–hung

18.Massed–must

19.Rash–rush

20. Sank–sunk

21.Ran–run

22. Swam–swum

23. Ban–bun

24. Ham–hum

Exercise

Completethetablebelowwiththeminimalpairoftheword.Considerthe

soundindicatedineachcolumn.

/ᴂ/ /ʌ/

(a) But

(b) Match

(c) Mad

(d) Flush

(e) Cam

(f) Dumb

(g) Sang

(h) Uncle

(i) Crash

(j) Sack

(k) Dump

(l) Tug
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Sounds /ᴂ/and/e/

lookatthelistbelow.

1.Bad–bed

2.And–end

3.Had–head

4.Jam–gem

5.Pat–pet

6.Sat–set

7.Shall–shell

8.Man–men

9.Bag–beg

10.Ham–hem

11.Pan–pen

12.Sad–said

13.Manned–mend

14.Land–lend

Exercise

Completethetablewithappropriatewordthatvarywiththesound

indicatedinthecolumn.

/ᴂ/ /e/

(a) Marry

(b) Blend

(c) Cattle

(d) Vat

(e) Sacks

(f) Trek

(g) Trad

(h) Met
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MinimalPairsof/ɑ˸/and/ɜ˸/

1.fast–first

2.bath–berth/birth

3.heart–hurt

4.bard–bird

5.car–cur

6.card–curd

7.guard–gird

8.pa–per

9.bar–bur

10.barn–burn

11.carve–curve

12.dart–dirt

13.par–purr

14.park–perk

15.star–stir

16.arc–irk

Exercise6

Consideringthesounds/ɑ˸/and/ɜ˸/,writetheminimalpairof:

(a)far

(b)heard/herd

(c)pass

(d)farm

(e)shark

(f)curt

MinimalPairsof/b/and/v/

1.bat–vat

2.beer–veer

3.bowl–vole

4.bow–vow

5.gibbon–given

6.bale–veil

7.bane–vein

8.curb–curve

9.bolt–volt

10.bowl–vole

11.broom–vroom

12.dribble–drivel

13.dub–dove

14.jibe–jive

15.rebel–revel

Exercise7
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Thereisanotherwordthatwillvarywiththeonewrittenbelowwithjust

onesound.Dependingonthesounds/b/and/v/,writethatword.

(a)van

(b)boat

(c)Vest

(d)Vowels

(e)Vent

(f)Bury

(g)Loaves

(h)Verve

Minimalpairsof/f/and/v/

Fan–van

Off–of

Fat–vat

Fee–v

Foul–vowel

Fender–vendor

Serf/Surf–serve

Duff–dove

Fie–vie

Foal–vole

Guff–guv

Waif–waive

Gif–give

Life–live

Safe–save

Belief–believe

Feel–veal

Staff–starve

Feign–vain/vein

Foist–voiced

Fox–vox

Reef–reeve

Exercise8

Writetheminimalpairofthewordbelowwithconsiderationbeing

eitherthesound/f/or/v/.

(a)Ferry (b)Leaf (c)Vast (d)Fine
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(e)Half

(f)Proof

(g)Veil

(h)Grief

(i)Calf

(j)Fault

(k)Vile

(l)Strive

MinimalPairsofSounds/s/and/θ/

Mouse–

mouth

Sing–thing

Face–

faith

Force–

fourth

Sick–

thick

Sink–think

Sort–

thought

Tense–

tenth

Mass–

math

Miss–

myth

Pass–path

Saw–thaw

Seem–

theme

Some–

thumb

Song–

thong

Worse–

worth

Gross–

growth

Sigh–thigh

Sin–thin

Sum–thumb

Piss–pith

Sawn–

thorn

Symbol–

thimble

Sore–

thaw

Truce–

truth

Suds–

thuds

Sought–

thought

Moss–

moth

Sank–

thank

Sump–

thump

Sounds/t/and/d/

Town–

down

Touch–

Dutch

Tear–dare

Ten–den

Tongue–

dung

Tart–dart

Tech–

deck

Tin–din

Toe–doe

Tough–

duff

Tuck–
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duck

Tab–dab

Tank–

dank

Tick–dick

Tine–dine

Hat–had

Spent–

spend

Too/

to/two–

do

Train–

drain

Tide–

dyed/died

Torn–

dawn

Teal–deal

Teen–

dean

Tyre/tire–

dire

Toes–

doze

Tout–

doubt

Tug–dug

Tale/tail–

dale

Teed–

deed

Tier–deer

Tint–dint

Sheet–

she’d

Wait–

weighed

Tie–die

Try–dry

Tear–dear

Tip–dip

Tame–

dame

Team–

deem

Tent–dent

Toast–

dosed

Tomb–

doom

Tower–

dour

Tux–ducks

Tamp–

damp

Tell–dell

Till–dill

Tusk–dusk

Sight–

side

Beat–

bead

Exercise9

Eachwordbelowhasanotherwordinwhichallthesoundsarethesame

excepteitherthesound/t/or/d/isdifferent.Writethatword.

(a)Bat

(b)God

(c)Write

(d)And

(e)At

(f)Bed

(g)Bored

(h)Eight

(i)Bet

(j)Feet

(k)Hit

(l)Hurt
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(m)Mat

(n)Mend

(o)Neat

(p)Nod

(q)Set

(r)Played

(s)Sat

(t)Dead

MinimalPairsof/k/and/g/

Initial

Came–

game

Card–

guard

Cold–gold

Clean–

glean

Crate–

great

Cap–gap

Coast–

ghost

Kale–gale

Can–gone

Course–

gorse

Cram–

gram

Crepe–

grape

Crew–

grew

Croup–

group

Crow–

grow

Key–ghee

K–gay

Clamour–

glamour

Clad–glad

Crane–

grain

Creed–

greed

Krill–grill

Cunning–

gunning

Cab–gab

Cape–

gape

Clam–

glam

Cord–

gored

Coup–goo

Crate–

grate

Cuff–

guff

Final

Clock–

clog

Dock–dog Frock–

frog

Muck–

mug
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Brick–brig

Broke–

brogue

Crack–

crag

Prick–

prig

Puck–pug

Shack–

shag

Slack–

slag

Snuck–

snug

Stack–

stag

Whack–

wag

Wick–

wig

Jock–jog

Lack–lag

Luck–lug

Beck–beg

Cock–cog

Hack–hag

Pick–pig

Exercise10

Completethetablewithappropriatewordthatonlydifferswithone

soundwiththeonegiven.Considerthesoundsinthecolumns.

/k/ /g/

(a) Tack

(b) Flog

(c) Tuck

(d) Gum

(e) Gash

(f) Jack

(g) Cave

(h) Sag

(i) Leak

(j) Crab
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(k) Class

(l) Good

(m) Goat

(n) Blog

(o) Kill

(p) Dug

(q) Gut

(r) Log

(s) Rack

(t) Cot

HOMOPHONES

Wordspronouncedthesamewaybuthavedifferentspellingsand

meaningsarethehomophones.ThelistbelowisEnglishhomophones.

1.Accessaryaccessory

2.Ad,add

3.Ail,ale

4.Air,heir

5.Aisle,I’ll,isle

6.All,awl

7.Allowed,aloud

8.Alms,arms

9.Altar,alter

10.Ante,anti

11.Arc,ark

12.Aural,oral

13.Away,aweigh

14.Awe,oar,or,ore
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15.Axel,axle

16.Aye,eye,I

17.Bail,bale

18.Bait,bate

19.Baize,bays

20. Bald,bawled

21.Ball,bawl

22. Band,banned

23. Bard,barred

24. Bare,bear

25. Bark,barque

26. Baron,barren

27. Base,bass

28. Bay,bey

29. Bazaar,bizarre

30. Be,bee

31.Beach,beech

32. Bean,been

33. Beat,beet

34. Beau,bow

35. Beer,bier

36. Bell,belle

37. Berry,bury

38. Berth,birth

39. Bight,bite,byte

40. Billed,build

41.Bitten,bittern

42. Blew,blue

43. Bloc,block

44. Boar,bore

45. Board,bored

46. Boarder,border

47. Bold,bawled

48. Boos,booze

49. Born,borne

50. Bough,bow

51.Boy,buoy

52. Brae,bray

53. Braid,brayed

54. Braise,brays,braze
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55. Brake,break

56. Bread,bred

57. Brews,bruise

58. Bridal,bridle

59. Broach,brooch

60. Bur,burr

61.But,butt

62. Buy,by,bye

63. Buyer,byre

64. Call,caul

65. Canvas,canvass

66. Cast,caste

67.Caster,castor

68. Caught,court

69.Caw,core,corps

70. Cede,seed

71.Ceiling,sealing

72. Censer,censor,sensor

73. Cent,scent,sent

74. Cereal,serial

75. Cheap,cheep

76.Check,cheque

77.Choir,quire

78.Chord,cord

79.Cite,sight,site

80. Clack,claque

81.Clew,clue

82. Climb,clime

83. Close,cloze

84. Coarse,course

85. Coign,coin

86. Colonel,kernel

87.Complacent,complaisant

88. Complement,

compliment

89. Coo,coup

90. Cops,copse

91.Council,counsel

92. Cousin,cozen

93. Creak,creek
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94. Crews,cruise

95. Cue,queue

96.Curb,kerb

97.Currant,current

98. Cymbol,symbol

99.Dam,damn

100. Days,daze

101. Dear,deer

102. Descent,dissent

103. Desert,dessert

104. Deviser,divisor

105. Dew,due

106. Die,dye

107. Discreet,discrete

108. Doe,dough

109. Done,dun

110. Douse,dowse

111.Draft,draught

112. Dual,duel

113. Earn,urn

114. Ewe,yew,you

115. Faint,feint

116. Fair,fare

117. Farther,father

118. Fate,fete

119. Faun,fawn

120. Fay,fey

121. Faze,phase

122. Feat,feet

123. Ferrule,ferule

124. Few,phew

125. File,phial

126. Find,fined

127. Fir,fur

128. Flair,flare

129. Flaw,floor

130. Flea,flee

131. Flex,flecks

132. Flew,flu,flue

133. Floe,flow
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134. Flour,flower

135. Foaled,fold

136. For,fore,four

137. Foreword,forward

138. Fort,fought

139. Forth,fourth

140. Foul,fowl

141. Franc,frank

142. Freeze,frieze

143. Friar,fryer

144. Furs,furze

145. Gait,gate

146. Gamble,gambol

147. Gays,gaze

148. Genes,jeans

149. Gild,guild

150. Gilt,guilt

151. Gnaw,nor

152. Gneiss,nice

153. Gorilla,guerrilla

154. Grate,great

155. Greave,grieve

156. Greys,graze

157. Groan,grown

158. Guessed,guest

159. Hail,hale

160. Hair,hare

161. Hall,haul

162. Hangar,hanger

163. Hart,heart

164. Haw,hoar,whore

165. Hay,hey

166. Heal,heel,he’ll

167. Hear,here

168. Heard,herd

169. He’d,heed

170. Heroin,heroine

171. Hew,hue

172. Hi,high

173. Higher,hire
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174. Him,hymn

175. Ho,hoe

176. Hoard,horde

177. Hoarse,horse

178. Holey,holy,wholly

179. Hour,our

180. Idle,idol

181. In,inn

182. Indict,indite

183. It’s,its

184. Jewel,joule

185. Key,quay

186. Knave,nave

187. Knead,need

188. Knew,new

189. Knight,night

190. Knit,nit

191. Knob,nob

192. Knock,nock

193. Knot,not

194. Know,no

195. Knows,nose

196. Laager,lager

197. Lac,lack

198. Lade,laid

199. Lain,lane

200. Lam,lamb

201. Laps,lapse

202. Larva,lava

203. Lase,laze

204. Law,lore

205. Lay,ley

206. Lea,lee

207. Leach,leech

208. Lead,led

209. Leak,leek

210. Lean,lien

211. Lessen,lesson

212. Levee,levy

213. Liar,lyre
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214. Licker,liquor

215. Lie,lye

216. Lieu,loo

217. Links,lynx

218. Lo,low

219. Load,lode

220. Loan,lone

221. Locks,lox

.Loop,loupe

223. Loot,lute

224. Made,maid

225. Mail,male

226. Main,mane

227. Maize,maze

228. Mall,maul

229. Manna,manner

230. Mantel,mantle

231. Mare,mayor

232. Mark,marque

233. Marshal,martial

234. Mask,masque

235. Maw,more

236. Me,mi

237. Mean,mien

238. Meat,meet,mete

239. Medal,meddle

240. Metal,mettle

241. Meter,metre

242. Might,mite

243. Miner,minor

244. Mind,mined

245. Missed,mist

246. Moat,mote

247. Mode,mowed

248. Moor,more

249. Moose,mousse

250. Morning,mourning

251. Muscle,mussel

252. Naval,navel

253. Nay,neigh
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254. None,nun

255. Od,odd

256. Ode,owed

257. Oh,owe

258. One,won

259. Packed,pact

260. Pail,pale

261. Pain,pane

262. Pair,pare,pear

263. Palate,palette,pallet

264. Paten,pattern,

265. Pause,paws,pores,

pours

266. Pawn,porn

267. Pea,pee

268. Peace,piece

269. Peak,peek

270. Peal,peel

271. Pearl,purl

272. Pedal,peddle

273. Peer,pier

274. Pi,pie

275. Place,plaice

276. Plain,plane

277. Pleas,please

278. Plum,plumb

279. Pole,poll

280. Practice,practise

281. Praise,prays,preys

282. Principal,principle

283. Profit,prophet

284. Quarts,quartz

285. Quean,queen

286. Rain,reign,rein

287. Raise,rays,raze

288. Rap,wrap

289. Raw,roar

290. Read,reed

291. Read,red

292. Real,reel
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293. Reek,wreak

294. Rest,wrest

295. Retch,wretch

296. Review,revue

297. Rheum,room

298. Right,rite,write

299. Ring,wring

300. Road,rode

301. Roe,row

302. Role,roll

303. Roux,rue

304. Rood,rude

305. Root,route

306. Rose,rows

307. Rota,rotor

308. Rote,wrote

309. Rough,ruff

310. Rouse,rows

311. Rung,wrung

312. Rye,wry

313. Saver,savour

314. Spade,spayed

315. Sale,sail

316. Sane,seine

317. Satire,satyr

318. Sauce,source

319. Saw,soar,sore

320. Scene,seen

321. Scull,skull

322. Sea,see

323. Seam,seem

324. Sear,seer,sere

325. Seas,sees,seize

326. Sew,so,sow

327. Shake,sheikh

328. Shear,sheer

329. Shoe,shoo

330. Sic,sick

331. Side,sighed

332. Sign,sine
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333. Sink,synch

334. Slay,sleigh

335. Sloe,slow

336. Sole,soul

337. Some,sum

338. Son,sun

339. Sort,sought

340. Spa,spar

341. Staid,stayed

342. Stair,stare

343. Stake,stoak

344. Stalk,stork

345. Stationary,stationery

346. Steal,steel

347. Stile,style

348. Storey,story

349. Straight,strait

350. Sweat,sweet

351. Swat,swot

352. Tacks,tax

353. Tale,tail

354. Talk,torque

355. Tare,tear

356. Taught,taut,tort

357. Tea,tee

358. Team,teem

359. Teas,tease

360. Tare,tear

361. Tern,turn

362. There,their,they’re

363. Threw,through

364. Throes,throws

365. Throne,thrown

366. Thyme,time

367. Tic,tick

368. Tide,tied

369. Tire,tyre

370. To,too,two

371. Toad,toed,towed

372. Told,tolled
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373. Tole,toll

374. Ton,tun

375. Tor,tore

376. Tough,tuff

377. Troop,troupe

378. Tuba,tuber

379. Vain,vane,vein

380. Vale,veil

381. Vial,vile

382. Wail,wale,whale

383. Wain,wane

384. Waist,waste

385. Waive,wave

386. Wall,waul

387. War,wore

388. Warn,worn

389. Watt,what

390. Wax,whacks

391. Way,weigh

392. We,wee

393. Weak,week

394. We’d,weed

395. Weal,we’ll,wheel

396. Weather,whether

397. Weir,we’re

398. Were,whirr

399. Wet,whet

400. Weald,wheeled

401. Which,witch

402. Whig,wig

403. While,wile

404. Whine,wine

405. Whirl,whorl

406. Whirled,world

407. Whit,wit

408. White,wight

409. Who’s,whose

410. Wood,would

411. Yaw,yore,your,you’re
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412. Yoke,yolk

413. You’ll,yule

Exercise

Writetwowordspronouncedthesamewayaseachofthefollowing

words.

(a)B (b)C (c)I (d)P (e)T (f)U

SILENTLETTERS

InEnglishtherearelettersthatareusuallynotpronouncedincertain

words.Letushavealookattheselettersandwordsinwhichtheyare

silent.

Letter‘A’

Logically

Musically

Romantically

Stoically

Artistically

Letter‘B’

Aplomb

Bomb

Climb

Comb

Crumb

Debt

Jamb

Lamb

Limb

Numb

Plumb

Subtle

Succumb

Thumb

Tomb

Womb

Letter‘C’

Ascend Abscess Ascent Conscienc
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e

Conscious

Crescent

Descend

Descent

Discipline

Fascinate

Fluorescen

t

Isosceles

Luminescen

t

Muscle

Obscene

Resuscitat

e

Scenario

Scene

Scent

Scissors

Letter‘D’

Wednesday

Hedge

Dodge

Pledge

Grudge

Sandwich

Handkerchief

Letter‘E’

Hate

Name

Like

Hope

Lessen

Surprised

Letter‘G’

Align

Assign

Benign

Campaign

Champagne

Cologne

Consign

Gnarl

Gnash

Gnaw

Gnome

Gnu

Reign

Sign

Letter‘H’

Honest Hour Heir Honour
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Ache

Anchor

Archeol

ogy

Archite

ct

Archive

s

Chaos

Charact

er

Cholera

Charism

a

Chemica

l

Chemist

Chorus

Choir

Echo

Loch

Shepher

d

Monarc

h

Scheme

 psych

Letter‘I’

Business

Parliament

Letter‘K’

Knock

Knapsac

k

Knave

Knead

Knee

Kneel

Knell

Knew

Knicker

s

Knife

Knight

Knit

Knob

Knock

Knot

Know

Knowled

ge

Knuckle

Letter‘L’

Calm

Half

Talk

Walk

Would

Should

Calf

Salmon
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Yolk Folk Balk

Letter‘N’

Autumn

Column

Condemn

Damn

Hymn

Solemn

Letter‘O’

Lesson

Letter‘P’

Psychology

Pneumonia

Pseudo

Psychiatrist

Psychotherapy

Psychotic

Receipt

Corps

Coup

Letter‘S’

Island

Aisle

Apropos

Bourgeois

Letter‘T’

Apostle

Bristle

Bustle

Castle

fasten

glisten

hustle

jostle

listen

moisten

mortgage

nestle

rustle

thistle

trestle

whistle

wrestle

Letter‘U’
baguette biscuit build built
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circuit

disguise

guess

guide

guild

guile

guillotine

guilt

guilty

guilty

guise

guitar

rogue

silhouette

colleague

tongue

Letter‘W’

awry

playwright

sword

wrangle

wrap

wrapper

wrath

wreak

wreath

wreck

wreckage

wren

wrench

wretched

wriggle

wring

wrinkle

wrist

writ

write

wrote

wrong

writhe

wrong

wrought

wrung

wry

Exercise

Identifythesilentletter(s)in:

i. debtor

ii. isle

iii. mock

iv. depot

v. acquit

vi. womb

vii. patios

viii. thyme

ix. handsome

x. sandwich

xi. governmen

t

xii. listen

xiii. Christmas

xiv. Whether

xv. Rapport

xvi. Ballet

xvii. Chalet

xviii. Aplomb

xix. Ricochet

xx. Clothes

xxi. Cupboard

xxii. Faux

xxiii. Mnemonic
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xxiv. Numb

xxv. Rendezvou

s

xxvi. Catalogue

xxvii. Vegetable

xxviii. Asthma

xxix. months

xxx. debris
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RIDDLES

Ariddleisastatementoraquestionwithveiledmeaningposedasa

puzzletobesolved.

Theriddlesplayfunctionssuchas:

Theyboostthecreativityofkids.

Theyentertain.

Someexamplesofriddlesinclude:

Whatgetswetterandwetterthemoreitdries?Atowel.

Whatcanyoucatchbutnotthrow?Acold.

Whatgoesaroundtheworldbutstaysinacorner?Astamp.

Givemefood,andIwilllive;givemewater,andIwilldie.Whatam

I?Fire.

RiddlingProcess

Therearetwopartiesinvolved:theaudience(respondents)andthe

challenger(ortheriddler).

Therearebasicallyfourstagesofariddlingprocess,butattimessix.

Thepartsoftheriddlingprocessare:

(1)Theriddlerchallengestheaudience.Thechallengediffersfrom

communitytocommunity.Somephrasesusedhereinclude:riddleriddle!,

Ihaveariddle!Etc.

(2)Therespondentsacceptthechallenge.Theinvitationsinclude:riddle

come!Throwit!Etc.
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(3)Theriddlerthenposestheriddle.

(4)Theguessorguesses.Theaudiencetriestocomeupwiththesolution.

Iftheyareunable,thenthenextpartfollows.

(5)Thechallengerasksforaprize.Theprizecanbeatownorcity,orany

otherthing.Thechallengeracceptstheprize.

(6)Thenthesolutionisgivenbythechallenger.

Exercise

Readtheriddlingconventionbelowandthenidentifyitssixparts.

Challenger:Ihaveariddle!

Respondent:Throwit.

Challenger:Whatcomesdownbutnevergoesup?

Respondent:Wind

Challenger:no,tryagain.

Respondent:Bird

Challenger:WhatwillyougivemeifIofferthesolution?

Respondent:Youwillhavetheentirefiretoyourself.

Challenger:Theanswerisrain.

FEATURESOFOGRESTORIESANDTRICKSTERS

(a)OGRESTORIES

Anogreusuallyrepresentsanevil.
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Ogreareusuallydestroyedattheend.

Theyhavehappyending.

FunctionsofOgreStories

1.Theywarnagainststrangers.

2.Theycautionyouthagainstmarryingthepeopletheydon’tknow.

3.

(b)TRICKSTERSTORIES

Acharactermakesupforaphysicalweaknesswithcunningand

subversivehumour.

Thetricksteralternativesbetween:

i. Clevernessandstupidity;

ii. Kindnessandcruelty;

iii. Deceiveranddeceived;and

iv. Breakeroftaboosandcreatorofculture.
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MASTERYOFCONTENT

DEBATE

Aformalcontestofargumentationbetweentwosidesiswhatdebate

is.

Debateembodiestheidealsofreasonedargument,andtolerancefor

divergentpointsofview.

Therearetwosidesinthedebate:thepropositionandtheopposition.

Thesetwoteamsarepresentedwitharesolution,suchas,‘Girlsand

BoysShouldplayinamixedfootballteam.’

Theteamsaregivenenoughpreparationtime.

Theteamaffirmingtheresolutionspeaksfirst.

Theopposingteamthenmustrefutetheargumentsofferedbythe

affirmingteamandofferargumentsrejectingtheresolution.

Bothsidesaregiventheopportunitytopresenttheirpositionsandto

directlyquestiontheotherteam.
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Neutraljudge(s)thenevaluatethepersuasivenessofthearguments

andofferconstructivefeedback.

PreparationTime

Thisisthetimeyouhavefromwhenthemotionisannouncedtothe

beginningofthedebate.Duringthistime:

1.Researchonthemotiontogetfacts.Thefactscanbegotfromthe

teachers,otherstudents,etc.

2.Writenotesonthefacts.Youcanonceinawhilelookatthemduring

yourpresentation.

3.Practicehowtospeak.Doitinfrontoffriendsandrelatives,aswell

asinfrontofamirror.

4.Ifanxious,dosomephysicalexercise.Youcanalsotakeadeepbreath

justbeforeyourpresentation.

5.Dressdecently.

PointsDelivery

Herearethepointsthatwillhelpyoubesuccessfulduringyourpoints

delivery:

1.Deliveryourpointsinaconfidentandpersuasiveway.

2.Varyyourtonetomakeyousoundinteresting.Listeningtoonetoneis

boring.

3.Speakquiteloudlytobecomfortablyheardbyeveryoneintheroom.

Shoutingdoesnotwindebates.

4.Makeeyecontactwithyouraudience,butkeepshiftingyourgaze.
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Don’tstareatoneperson.

5.Conciselyandclearlyexpressyourpointstobeunderstoodbyyour

audiencemembers.

6.Provideaproofforeachpointyouputacross.Ifyoudon’tyouwillnot

earnapoint.

7.Speakslowlyandenunciateyourwords.Whenyouslowdownyour

speech,yougiveyouraudienceandthejudgemoretimetoprocessyour

strongpoints.

8.Usegesturestoelaborateonyourpoints.

9.Pausetodivideyourmajorpoints.

Heckling

Onlysupportiveandargumentativehecklingispermitted.

Hecklingisabriefphrase(abouttwowords)orothernon-verbalactions

thataredirectedtothejudgeofthedebate.

Theyareremindertothejudgetopaycloseattentiontothemessage

immediatelyexpressedbythespeaker.

Therearetwotypesofheckles:

Thosethatarenon-verbal,suchas,

(a)Rappingtheknucklesonthedesktop.

(b)Rappingthepalmonthedesk.

(c)Stampingthefeet

Theyaremeanttoencouragethejudgetoheedaparticularlystrong
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pointbeingmadebythespeaker.

Thosethatareverbal,suchas,

(a)Objective

(b)Evidence

(c)Pointofinformation

Theyaresaidafterstandingupbyonememberoftheopposingside.These

aremeanttoalertthejudgetoaproblemintheopposingside’sargument.

Exercise

Afteryoudeliveryourpointsduringthedebate,everyoneclapsforyou.

Howcouldyouhavedeliveredyourpointstoearntheirheckling?

ETIQUETTE

Etiquetteistherulesthatindicatetheproperandpolitemannertobehave.

USEOFCOURTEOUSLANGUAGE

Whenoneusescourteouslanguage,he/sheusesalanguagethatis

verypoliteandpolishedtoshowrespect.

Atnotimeshouldyouallowyourselfberude,ill-mannered,impolite,

inconsiderate,oreventhoughtless.

Beingandremainingpolitewillgoalongwayinbuilding

relationships.

Toshowpolitenessandrespect:

Usethewordpleaseinrequest;
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Saythankyoutothosewhohelporcomplimentyou.

Startyourrequestsorinterrogativesbeginningwithwordssuch

ascan,could,may,will,orwould.

Sayexcusemewhenyouinterruptotherpeopleorintrudeinto

theirtimeorprivacy.

Usequestiontags.

Inthissection,weshalllearnthewordsandphrasesthatshow

respect.

(a)Please

Weuseitwhenyouwantsomeonetodosomethingforyou.For

example:Canyoupassthatcup,please?

alsousedwhenyouwantsomethingfromsomeone.Forexample:

Lendmetenshillings,please.

(b)Thankyou

Useitwheneversomeonedoessomethingforyou.

Useitwhensomeonecommendsyou.

(c)Sorry

Sayitanytimeyouinconveniencesomeone.

Sayitwhensteponsomeone’stoes,etc.

Alsowhensomeoneasksyousomethingyoucannotdo.

(d)Excuseme
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Tointroducearequesttosomeone,ortogetpastsomeone,usethis

phrase.Forexample

Excuseme,canyoushowmewhereAminalives?

(e)Pardonme

Almostas‘excuseme’

Exercise1

Jenniferhasgonetotheshoptobuyabarofsoap.Theshopkeepertells

hertobepolitethenexttimeshecomestobuyfromhim.Showingwhere,

whichpolitephrasescouldJenniferhavefailedtouse?

Exercise2

ReadthedialoguebelowandthenexplainhowJacintaexpresses

politeness.

John:Iwouldliketosendthislettertojapanbyairmail,howmuchisthe

charge?

Jacinta:It’sonepound,doyouneedextrastamps?

John:Ido,IhavebeenalsoexpectingapackagefromNew-York.Hereismy

identitycardandreceipt.

Jacinta:Wouldyoumindsigningthisform?Hereisthepackage.

John:Finally,IwouldliketosendthisregisteredlettertoLondon.

Jacinta:Pleasefillinthecompleteaddressincapitalletters.



lydiaakama2@gmail.com

Page|63
Formorehighschoolnotes,setbooks,guidebooks,CPA,CIFA,IT,ICT&otherE-materials

WhatsApp0716953563

NONVERBALSKILLSINLISTENINGANDSPEAKING

IMPORTANCEOFRESPECTINGPERSONALSPACE

Apersonalspaceisanimaginaryareabetweenapersonandtheir

surroundingarea.Thisspacemakesthepersonfeelcomfortableandshould

thereforenotbeencroached.

Thedistancecanexistatwork,athomeandinoursocialcircles.

Thepersonalspacevariesdependingonfactorssuchas:
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(a)Gender

(b)Trust

(c)Relationship

(d)Familiaritywiththeperson.

WhyRespectPeople’spersonalSpace?

1.Tomakethemfeelcomfortable.

2.Tomaintaingoodrelationships.

3.Toenhancelistening.Especiallyduringatalk.

GeneralPersonalSpaceRules

Thepersonalspaceguidelinesbelowwillhelpenhancelisteningand

speaking:

1.Respectfullykeepyourdistanceifyouwalkintoaroomandseetwo

peopleinprivateconversation.

2.Payattentiontoyourvolumewhenyouspeak,whetheronthephone

orinperson,toensureyoudon’tdistractattentionofothers.

3.Maintainphysicalspaceattableandchairrowssothepeoplearound

youhaveenoughroomtowrite,raisetheirhands,etc.

4.Bemindfulofamountofperfumeorcologneyouwearasifitisin

excessitmightdistractothers.

5.Neverleanontheotherperson’sshoulderunlessinvitedto.

6.Don’teavesdroponanotherperson’sphoneconversation.Incaseyou

overheardetailsoftheconversation,keepitconfidential.
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DealingwithSpaceIntrusion

Dependingonthenatureoftheintrusion,youwoulddealwithspace

encroachmentindifferentways.Herearethestepsofdealingwitha

personwholeansonyourshoulder:

1.Leanawayortakeastepbackawayfromthepersonhopingthey

wouldtakeahint.

2.Comerightoutandsayyoufeeldiscomfortbeingtooclose.

3.Explainwhyyouneedmorespace.Youcanforexampletellthemyou

needmorespacetowrite.

Exercise

Youhaveattendedaonedayseminar.Thepersonsittingnexttoyouissaid

tobeintrudingyourpersonalspace.Whatfourpersonalspaceguidelines

couldthispersonhavefailedtofollow?

LISTENINGANDSPEAKINGANSWERS

PRONUNCIATIONOFVOWELSOUNDS

/ɪ/

Hill

Sit

Still

Blip
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Fill

Blink

Thrill

/i:/

Jeep

Creek

Greased

Teal

cheat

/e/

jet

bed

wet

PRONUNCIATIONOFCONSONANTSOUNDS

Exercise1

Sound/s/:seven,students,first,test,licences

Sound/z/:driver’s,licences,Thursday

Exercise2

(a)Garage

(b)Gift

(c)Go

(d)Digit

(e)Entangle

(f)Gecko
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Exercise3

Sound/ʃ/:tissue,passion,ocean,cautious,solution,pressure,Persian,chef,

sure,precious

Sound/ʒ/:Caucasian,division,leisure,vision,casual,conclusion,

television,decision,collision,exposure

Exercise4

Sound/f/:forgive,for,forgetting,leftover,food

Sound/v/:forgive,leftover

DIPHTHONGS

(a)Gate

(b)Made

(c)Male

(d)Pail

(e)Pane

(f)Plane

(g)Sail

(h)Tail

(i)Vane/vein

(j)Waste

(k)Weight

(l)Ate

(m)Sow

(n)Know

(o)Tow

(p)Groan

MINIMALPAIRS

Exercise1

(a)Heat

(b)Shit

(c)Teen

(d)Pitch

(e)Leap

(f)Knit

(g)Keep

(h)Ill

(i)Grid

(j)Peel

(k)Skid

(l)Scheme

Exercise2

(a)Hid (b)Mess (c)Hem (d)Led
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(e)Fin (f)Led (g)Din (h)Pig

Exercise3

(a)Fail

(b)Pen

(c)Hell

(d)Sail/sale

(e)Whale

(f)Met

(g)Read/red

(h)Debt

(i)Main

(j)Stead

Exercise4

(a)Bat

(b)Much

(c)Mud

(d)Flash

(e)Come

(f)Dam

(g)Sung

(h)Ankle

(i)Crush

(j)Suck

(k)Damp

(l)Tag

Exercise5

(a)Merry

(b)Bland

(c)Kettle

(d)Vet

(e)Sex

(f)Track

(g)Tread

(h)Mat

Exercise6

(a)Fir/fur

(b)Hard

(c)Purse

(d)Firm

(e)Shirk

(f)Cart

Exercise7

(a)Ban

(b)Vote

(c)Best

(d)Bowels

(e)Bent

(f)Very

(g)Lobes

(h)Verb

Exercise8

(a)Very (b)Leave (c)Fast (d)Vine
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(e)Halve

(f)Prove

(g)Fail

(h)Grieve

(i)Carve

(j)Vault

(k)File

(l)Strife

Exercise9

(a)Bad

(b)Got

(c)Ride

(d)Ant

(e)add

(f)Bet

(g)Bought

(h)Aid

(i)Bed

(j)feed

(k)Hid

(l)Heard

(m)Mad

(n)Meant

(o)need

(p)Not

(q)Said

(r)Plate

(s)Sad

(t)Debt

Exercise10

(a)Tag

(b)Flock

(c)Tuck

(d)Come

(e)Cash

(f)Jag

(g)Gave

(h)Sack

(i)League

(j)Grab

(k)Glass

(l)Could

(m)Coat

(n)Block

(o)Gill

(p)Duck

(q)Cut

(r)Lock

(s)Rag

(t)got

HOMOPHONES

(a)bee,be

(b)see,sea

(c)aye,eye

(d)pee,pea

(e)tea,tee

(f)ewe,you

SILENTLETTERS

i. b

ii. s

iii. c

iv. t

v. c

vi. b
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vii. s

viii. h

ix. d

x. d

xi. n

xii. t

xiii. t

xiv. h

xv. t

xvi. t

xvii. t

xviii. b

xix. t

xx. e

xxi. p

xxii. x

xxiii. m

xxiv. b

xxv. z

xxvi. ue

xxvii. e

xxviii. th

xxix. th

xxx. s

RIDDLES

Challenge–Ihaveariddle!

Acceptance–Throwit.

Pose/Riddle–Whatcomesdownbutnevergoesup?

Guesses–wind,bird

Prize–Fire

Solution–rain

Exercise2
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aabcddbceeccffccgghh

DEBATE

Icouldhave:

Spokenconfidently

Variedmytoneappropriately

Spokenloudenoughtobeheardbyeveryone

Mademycontactwithmyaudience

Providedproofsformypointsinpersuasiveway.

Spokenslowlyandenunciatedwordscorrectly

Usedgesturesthatreinforcedmyideas

Pausedatkeypoints

USEOFCOURTEOUSLANGUAGE

Exercise1

Failedtouse‘thankyou’afterbeinggiventhebarofsoap.

Failedtouse‘please’whenaskingtobegiventhebarofsoap.

Failedtouse‘excuseme’togettheshopkeeper’sattention.

Exercise2

Shehasused‘please’whenaskingJohntofilltheaddress.

Shehasused‘would’inaskingquestions.
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IMPORTANCEOFRESPECTINGPERSONALSPACE

Hecouldhavefailedto:

Speakinalowvoiceduringthetalk.

Maintainthephysicaldistancebetweenthetwoofusatthetable.

Resistleaningonmyshoulderorchest.

Resisteavesdroppingonmyphoneconversation

READINGFORFORMONE

READINGSKILLS

SILENTREADING

Itinvolvesreadingwithoutpronouncingthewordsoutloud.
Itisreadingtooneself.

BadSilentReadingHabits

Thefollowingaresomeofthebadsilenthabitswhichyoumusttryto
break:

(a)Movingyourlipswhenyouread

(b)Vocalizing
Vocalizingmeansthatyouarepronouncingwordsinthevoiceboxofthe
throatwithoutmakingsounds.Thisalsoslowsyourreadingratetothatof
speaking.

(c)Regressingoutofhabit
Regressingmeansrereadingaword,phrase,orsentenceoutofhabitand
notbecauseofneed.Sometimes,itisnecessarytorereadsomething,
especiallyinadifficultpassage.Buthabitual,unnecessaryregressing
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reallyslowsyoudown.

(d)Readingonewordatatime

(e)Movingoftheheadasonereads.

(f)Pointingthewordsasyouread.

USINGADICTIONARY

Reasonsforusingadictionary

Adictionaryisaveryimportanttoolforanyonewhoislearninganew
language.Withagooddictionaryyoucandothefollowing:

 lookupthemeaningofanEnglishwordyouseeorhear
 findtheEnglishtranslationofawordinyourlanguage
 checkthespellingofaword
 checkthepluralofanounorpasttenseofaverb
 findoutothergrammaticalinformationaboutaword
 findthesynonymorantonymofaword
 lookupthecollocationsofaword
 checkthepartofspeechofaword
 findouthowtosayaword
 findoutabouttheregisterofaword
 findexamplesoftheuseofawordinnaturallanguage

Tobeagooddictionaryuser,however,itisnotenoughtoknowwhatto
usethedictionaryfor.Youmustalsodecidewhichisthebestdictionary
foranyofthepurposeslistedabove.

Findingwordsquickly

YouwillneedtoknowtheEnglishalphabetperfectly.
Usetheguidewordsatthetopofeachdictionarypage.

FindingtherightmeaningofanEnglishword
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VeryoftenwhenyoulookupanewEnglishword,youfindthatithasmore
thanonemeaning.Ifyouarenotsurewhichoneiscorrect,checkthroughall
themeaningsandfindtheonethatmakesmostsenseinthecontextwhere
youfoundtheword.

Findingtherightspelling

Anotherproblemyoumayhaveiswhenyouwanttocheckyourspellingbut
youcan’tfindthewordyou’relookingfor.Hereiswhattodo:

 Ifyouaresureofthefirstfewletters,justlookdownthepage
untilyoufindtherightspelling.

 Ifyouarenotsureofthefirstfewletters,trysomeother
possibilities.Youknowforexamplethatsomewordsthatstartwith
an-nsoundhavepastheirfirstletter;e.g..Soifyoucan'tfindthe
wordunderN,trylookinginthePpages.

USINGTHELIBRARY

Whenyouwalkintoalibrary,therearemanyresourcesatyour

fingertips. Youjustneedtoknowwhattouse,howtouseit,andwhento

askforhelp. 

DifferentTypesofLibrariestoUse

Dependingonthetopicyouneedtostudy,youmightfindthatdifferent
librariesmightserveyoubetter.

Thedifferenttypesoflibrariesinclude:

 Public:Thislibraryisthetypicallibraryworkingtomakesurethe
localcommunityhasthebooksitneedswithouthavingtocharge
anyonetoreadthem.

 Homelibrary
 Classlibrary.
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 Schoollibrary

Usingthelibraryiseasyanditonlytakesalittledirectionfromyouin
ordertofullyrealizehowmanybookscanhelpyouwithyourtopicof
study. 

ConsultingtheLibrarian

Attimes,youmaynotknowwheretobeginwitharesearchtopic. Ifyou
arenotsurewheretogoorwhatquestionstoask,itcanhelptobringina
thirdpartywhoisnotattachedtoyourresearch:thelibrarian.

Talkingtothelibrarianwillhelphavebooktitlesthathavebeenhelpful
toyou.Ifyoualreadyhave foundhelpfulbooks,showthelibrarianso they
canlookforsimilarbooksinthestacks.

COMPREHENSIONSKILLS

SUMMARYANDNOTE-MAKING

SUMMARIES

SUMMARY

Anexcellentsummaryisasummarywrittentoshowthatyouhaveread
andunderstoodsomething.

Youwillgetassignmentsthataskyoutoreadacertainmaterialand
summarizeit.

Howtoproduceasummary:

1.Readthematerialtobesummarizedandbesureyouunderstandit.

2.Outlinethemajorpoints.
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3.Writeafirstdraftofthesummarywithoutlookingatthematerial.

4.Alwaysuseparaphrasewhenwritingasummary.

5.Targetyourfirstdraftforapproximately1/4thelengthoftheoriginal.

6.Neverputanyofyourownideas,opinions,orinterpretationsintothe
summary.Thismeansyouhavetobeverycarefulofyourwordchoice.

7.Writeinprose–notpointform.

NOTE-MAKING

NOTEMAKING

HowtoMakeNotes

Thefollowingtipswillcomeinhandywhenmakingnotes:

1.Readthematerialcarefullyandthoroughly.

2.Underlinethekeysentencesasyouread.Thiswillhelpinformingthe

title.

3.Makearoughnoteofthemainpointsinalogicalsequence.

4.Writethefinalnotes.

Youshouldhaveinmindthatanote:

1.Shouldbeshortandtothepoint.

2.Containalltheimportantandrelevantinformation.

3.Shouldhaveinformationsystematicallydividedandsubdivided.
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4.Shouldhaveashorttitle.Avoidlongsentencesastitles.

5.Mustbewritteninpointsonly.

NotesTemplate

TITLE…………………….

(a)………………………………………….

(b)…………………………………………

(c)………………………………………..

(d)………………………………………..

(e)

GRAMMARFORFORMONE

PARTSOFSPEECH

NOUNS

(a)COMMONNOUNS

Theyaresimplywordsthatnamepeople,places,things,orideas.

Theyarenottheactualnames.

Theword‘teacher’isacommonnoun,buttheword‘Halima’isnot.

Acommonnounidentifiesathing,etc.



lydiaakama2@gmail.com

Novels,UpdatedCPA,CIFA,CICT,CPS,ICT,IT,HighSchoolNotes(isabokemicah@gmail.com)78

Exampleofcommonnounsare:

People:teacher,father,secretary,woman,girl,etc

Animals:Tiger,Dog,Cow,etc

Things:Chair,desk,cup,phone,etc

Places:City,town,continent,etc

Ideas:envy,hate,love,pride,etc

HowtoCapitalizeCommonNouns

Thesimpleruleis:don’tcapitalizeacommonnoun,unlessitisthefirst

wordinasentence,orpartofatitle.

ExamplesinSentences

Let’sgotothathotel.

Ivisitatownduringtheholidays.

Exercise

Substitutetheunderlinedword(s)withacommonnoun.Youcanaddaword

beforethenoun.

1.JohnandNickweretaught.

2.IhavevisitedAsia.
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3.ShelivesinNairobi.

4.WeeatattheHilton.

5.HaveyoueverswumintheNile?

6.IdriveMercedesBenz.

7.EveryonewentshoppingatTuskys.

8.CorporalJoneshasdied.

9.IcomefromRwanda.

10.IamteachatAlliance.

(b)PROPERNOUNS

Apropernounisanameusedforanindividualperson,thing,oraplace.

Theyalwaysbeginincapitallettersnomatterwheretheyoccurin

sentences.

Lookatthetablebelow.

CommonNoun ProperNoun ExampleinaSentence

Teacher

President

City

Mr.Kamau

Mr.UhuruKenyatta

Mombasa

Mr.Kamauisourteacherof

English.

MrUhuruKenyattaisinthe

statehouse.

MombasaistheplaceIgo

everyweekend.
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Exercise

Identifypropernounsinthesentencesbelow.

1.IwilltakeyoutoRich’sPalace.

2.SarahisthegirlItoldyouabout.

3.Ofallthecontinents,IlikeAfricathemost.

4.Gracyisthecutestkittenever.

5.IamcravingOreos.

6.IusedTillyincooking.

7.Jupiterisoneoftheplanets.

8.Margaretwasagreatauthor.

(c)CONCRETEANDABSTRACTNOUNS

ConcreteNouns

Aconcretenounregistertooursenses.

Youcansee,hear,taste,smell,orevenfeelthem.

Theexamplesare:

Table
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Ball

House

Rice

Water

Wool

AbstractNouns

Theydon’tregistertoone’ssenses.

Theyarejustideas,feelings,orqualities.

Someexamplesofabstractnounsinclude:

Health

Interest

Sleep

Traffic

Advice

Education

Business

Insurance

Happiness

Peace

Knowledge

History

Noise

Intelligence

Anger

Fun

Pride

Confidence

Determination

Law

Laughter

ExampleinSentences

(i) Educationisthekeytolife.

(ii) Alltheteacherwantedwasaproof.
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(iii)Iwillapplyoncetheopportunitypresentsitself.

(iv)Theyarecallingforjustice.

(v) Youneedtochangeyourbehaviour.

(vi)Lovemakestheworldgoround.

Exercise1

Identifythenounsinthesentencesandwritewhetherittheyare

concreteorabstract.

1.Amanmustalwayshavethecouragetofaceeverychallenge.

2.Nomatterwhathappens,wemustnotlosehope.

3.MyfaithinGodisverystrong.

4.Apersonshouldbuyabeautifuldress.

5.Haveyouseentheblackdog?

6.Loveisblind.

Exercise2

Filltheblankwiththeappropriateformofthewordinbrackets.

1.Sheaskedformy_______________aboutthisbook.(advise)

2.The_________________inKenyaisnotasgoodasitwas10yearsago.

(educate)

3.Thewaysheanswersquestionsshowsshehasaboveaverage

_____________.(intelligent)

4.Sheexplainedthe________________ofphysicalexercise.(important)
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5._____________meansdifferentthingstodifferentpeople.(happy)

6.___________isallthatwillhelp.(confident)

7.Itis_______________thatcomesbeforeafall.(proud)

8.His______________ledhimtokillOjwang.(angry)

9.Thecompositionshewroteshowedahighlevelof______________.

(imagine)

10.Youwilldieoutof___________.(lonely)

(d)COUNTANDNONCOUNTNOUNS

Aconcretenouncaneitherbecategorizedascountornon-count.

CountNouns

Acountnouncanbeexpressedinpluralform,normallywithan“-s”,for

example,

Season–seasons

Dog–dogs

Teacher–teachers

Whenyoulookaroundtheclassroom,therearethingsthatyoucan

count.Whatarethey?Thelistofthingsyoucanprobablyseeare:

Chairs

Tables

Flag
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Textbooks

Desks

Cups

Suchnounscanbeprecededbyappropriatearticles,whethersingularor

plural.

Non-CountNouns

Alsoreferredtoasmassnouns.

Nounsfallingunderthiscategoryarethose:

Thatcannotbecounted

Thatdonothavepluralforms.

Belowaretheexamplesofnon-countnouns.

Luggage

Weather

Equipment

Oxygen

Wood

Plastic

Hair

Air

Milk

Juice

Beer

Soccer

Biology

Reading

Glass

Sunshine

Rice

History

News

Mathematics

Electricity

Meat

Furniture

ExamplesinSentences
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1.Thisisschoolequipment.

2.Plasticisanonconductor.

(e)PLURALNOUNS

Therearerulesforspellingpluralnouns.

GeneralRulesforSpellingPluralNouns

1.Mostnounsadd“-s”,forexample

Book–books

Pen–pens

Phone–phones

2.Mostnounsthatendin“-ch”,“-sh”,“-s”,“-x”,or“-z”add“-ies”,for

example,

Church–churches

Box–boxes

Prize–prizes

Bus–buses

3.Mostnounsthatendinaconsonantand“-y”becomes“-ies”,forexample,

Spy–spies
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Community–communities

Activity–activities

Country–countries

4.Mostnounsthatendin“-f”,or“-fe”add“-ves”,forexample,

Elf–elves

Wolf–wolves

Half–halves

Knife–knives

Scarf–scarves

5.Somenounsthatendinaconsonantand“o”,add“-es”,forexample,

Tomato–tomatoes

Buffalo–buffaloes

Volcano–volcanoes

Hero–heroes

Mosquito–mosquitoes

6.Somenounsonlychangetheirvowels,forexample,

Goose–geese

Man–men

Mouse–mice

Tooth–teeth
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Therearethosethatdonotchangeatall,forexample,

Deer

Species

Fish

Sheep

Thereareafewnounsthathavepluralformswhichareleftfromold

English,forexample,

Child–children

Ox–oxen

ThentherearethoseofLatinorigin.Theyarelike:

Antenna–antennae

Appendix–appendices,appendixes

Cactus–cacti

Stadium–stadia,stadiums

Terminus–termini,terminuses

Referendum–referenda,referendums

Index–indices,indexes

 Formula–formulae,formulas

Curriculum–curricula,curriculum
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ARTICLES

Anarticleisakindofadjective.

Itisusedwithanounandgivessomeinformationaboutthatnoun.

Therearetwoarticles:

A

The

Thearticle“a”hasaform“an”.

Article“a”isknownastheindefinitearticle.Itiscalledindefinite

sincethenounitgoeswithisindefiniteorgeneral.

Theform“an”isusedwhenthenounitprecedesbeginswithavowel.

Thearticle“a”hasthesamemeaningasnumber“one”.Forexample,one

cansay:

Ihaveboughtapen.Or

Ihaveboughtonepen.

Thearticle“the”isdefinitearticle.

Adefinitearticleindicatesaspecificthing.Canyouidentifythe

differencebetweenthepairofsentencesbelow?

(i) Iboughtapen.

(ii) Iboughtthepen.

ThesecondsentenceshowsthatIboughtaparticularpen,andnotany

other.

Thearticle“the”isusedwithcountnounswhen:
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Weusethenounasecondandsubsequenttimes.

Thelistenerknowswhatyouarereferringto.

Exercise

Fillintheblankwithappropriatearticle.Leavethespaceblankifno

articleisneeded.

1.Ihavetoeat______________appletoday.

2.Shehas__________dogathome.

3.Mysonhaslearnthowtoplay__________piano.

4.Tomlikestoplay______________basketball.

5.Thereis___________newbookonthetable.

6.___________teacherislatethismorning.

7.___________inkinmypenisblack.

8.Shespeaks_________Japanese.

9.What___________expensivebike!

10.Heis_____________honestperson.

PRONOUNS

PERSONALPRONOUNS

Theyrepresentspecificpeopleorthings.

Theyareuseddependingon:
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(i) Number:whethersingularorplural

(ii) Person:whetherfirst,second,orthirdpersons

(iii)Gender:whethermale,female,orneuter

(iv)Case:whetherinthecaseofsubjectorobject

NumberversusPerson

Number FirstPerson SecondPerson ThirdPerson

Singular I You He/she/it

Plural We You They

GenderversusPerson

Person Gender

Male Female Neuter

Firstperson

Secondperson

Thirdperson He She It

Case

Thepronounsusedassubjectsare:
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I

We

He

She

It

They

You

Thepronounsbelowareusedasobjects:

Me

Us

Him

Her

It

You

Them

ExamplesinSentences

(i) Ilikeit.

(ii) Youaremybestfriend.

(iii)Sheisrunningfromthetruth.

(iv)Getmethatbookplease.
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(v) Theyareinterviewingthem.

Exercise1

Filltheblankswithcorrectformsofpronounsinbrackets.

1.__________amthenewclassprefect.(me)

2.___________doesn’tmatter.(they)

3.DoesMarthalike____________?(he)

4.Killionhelped___________.(I)

5.Didyousee___________?(she)

Exercise2

Replacetheunderlinedwordswithanappropriatepronoun.

1.Theoldgatedoesn’tlookgood.

2.TomandMarywenttoschool.

3.Thedogbitthedoctorandthechief.

4.MosesrunsfasterthanRebecca.

5.PhionaandRuthplayeddoubles.

6.Christineisclever.

7.Ibroughtthedress.

8.AntonydroveJunetandme.

POSSESSIVEPRONOUNS

Weusepossessivepronounstorefertoaspecificpersonorpeople,or
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thingorthingsthatbelongtoapersonorpeople,orthings.

Justlikepersonalpronouns,theyareuseddependingon:

(i) Number

(ii) Person

(iii)Gender

(iv)Case

NumberandPerson

Insingularweuse:

Mine–firstPerson

Yours--secondperson

His/hers/its–thirdperson

Inplural,use:

Ours–firstperson

Yours–secondperson

Theirs–thirdperson

Gender

Formalegender,thepronounbelowareused:

His

Forfemalegenderuse,hers

Case
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Apossessivepronouncaneitherbeasubjectorobject.

ExamplesinSentences

(i) Mineisthatone.

(ii) Thisoneismine.

(iii)Thecarsareyours.

(iv)Yoursarethoseonesoverthere.

(v) Hershasbeenstolen.

(vi)Thisbuildingisours.

Exercise

Completeeachsentencewiththepossessivepronounformoftheword(s)

underlined.

1.Marthadid_____________homeworkintime.

2.Haveyougot___________money.

3.Ilikeyourname.Doyoulike___________?

4.HectorandEmmyhaveseenyourbag.Haveyouseen____________?

5.Jane,myflowersaredying.____________aregood.

6.Ihavecomewithmysister.___________nameisAlice.

7.SophieandGergesstudyScience._____________teacheriskind.

8.Welove__________newboss.

9.Heisin__________house.

10.Areyouandyourfriendenjoying__________weekend?
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11.Thecathasbit___________tail.

12.Righthasabrother.___________is10yearsold.

REFLEXIVEPRONOUNS

Theyarespecialkindofpronouns.

Areflexivepronounisusedwhentheobjectofasentenceisthesame

asthesubject.

Eachpersonalpronounhasitsownreflexiveform.

Thetablebelowshowspersonalpronounswiththeirequivalent

reflexivepronouns.

PersonalPronoun ReflexivePronoun

I Myself

You(singular) Yourself

You(plural) Yourselves

He Himself

She Herself

It Itself

We Ourselves

They Themselves

WhenReflexivePronounsareUsed
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Reflexivepronounsareusedwhen:

(i) Theobjectandthesubjectaresimilar.Forexample,

Shebitherself.

Thesubjectsheandtheobjectherselfaresimilar.

Theybetrayedthemselves.

Matthewlikeshimself.

(ii) Theyareusedastheobjectofprepositions.Inthesentencesbelow,

thewordsunderlinedaretheprepositionsandtheonesinboldface

aretheobjectsofthoseprepositions.

Youngboughtapencilforhimself.

Halimamoppedtheroombyherself.

Themadmantalkstohimself.

(iii)Theyarealsousedwhenemphasizingthesubjects.Examples

Iateallthericemyself.Thismeansnooneelsehadany.

Danwillwashtheclotheshimself.Thismeansshewillbehelpedby

noone.

Canyoudifferentiatebetweenthepairofsentencesbelow?

Sheboughtthepenherseif.

Sheboughtthedressforherself.

Exercise

Fillthecorrectformofreflexivepronounforeachblankspace.
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1.Intheevening,wewenttothemarkettobuy_________________

foodtocook.

2.Idon’tknowwhethertheywenttoschoolorwhethertheytaught

______________.

3.Ifyouhurt______________,don’tcrytoanyone.

4.Thiscatcaughttherat_____________.

5.WheneverIsee___________inamirror,Ismileto___________.

6.Thatlittleduckiswashing_____________inthepond.

7.Jonathanateallthefood_____________.

8.Goodeveningeveryone?Pleasemake_____________comfortable.

9.Sincetheschoolistheirfather’s,theygive_______________break

whenevertheyfeellike.

10.Maryboughtthedressfor_____________.

FUNCTIONSOFPRONOUNS

Apronouncanbeusedwhereanounoranounphrasecanbeusedina

sentence.

Pronounsperformthefollowingfunctionsinasentence:
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(a)AstheSubjectofaVerb

Thesubjectofverbisthatwhichperformsthataction.

Someofthepronounsusedassubjectsoftheverbsare:

He

She

I

They

Weetc

ExamplesinSentences

i. Heismybestfriend.

ii. YouaretheoneIsaw.

iii. Theyaretheschooladministrators.

(b)AstheObjectofAVerb

Anobjectistherecipientoftheaction.

Someobjectpronounsinclude:

Me

You

Him

Her
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Them

Itetc

ExamplesinSentences

i. Richardescortedhim.

ii. Heseparatedthem.

iii. Isawher.

(c)AstheObjectofapreposition

Anobjectofprepositionimmediatelyfollowsthepreposition.

Examples

i. Iwillthinkaboutit.

ii. Iboughtitforhim.

VERBS

Averbisawordthatshowsanaction,state,orevenanoccurrence.

Therearetwomainverbtypes:

Lexicalverbs

Auxiliaryverbs
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 Inthissection,weshallstudyLexicalverbs.

LEXICALVERBS

Alexicalverbisthemainverbinasentence.

Itdoesnotneedahelpingverbasitcarriesthemeaning.

Theexamplesare:

Talk

Sing

Run

Jump

Eat

Goetc

Dependingonhowtheyformtheirpasttenseandpastparticiple

forms,theyaregroupedasregularorirregularverbs.

ExamplesinSentences

1.Iworkatthestation.

2.Shedrivesafancycar.

3.IgaveyouallIhad.

REGULARANDIRREGULARVERBS

Verbsaresubdividedintoregularandirregularverbsdependingon

howtheirpasttenseandpastparticiplesareformed.
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Aregularverbadds–edor–dtotheendofthebaseforms.

ExamplesofRegularVerbs

Verb PastTense PastParticiple

Call

Plan

Jump

Kill

Fill

Called

Planned

Jumped

killed

filled

Called

Planned

Jumped

Killed

filled

ExamplesInSentences

1.Hejumpedoverthefence.

2.Hekilledthecat.

ForIrregularverbs,thereisnoformulathatpredicttheirpasttense

andpastparticipleforms.

Theyinclude:

Verb PastTense PastParticiple

Sweep

Cut

Come

Swept

Cut

Came

Swept

Cut

Came
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Go

Meet

Is/am

Went

Met

Was

Went

Met

Been

ExamplesinSentences

1.Herantowardstheriver.

2.Haveyourepaidtheloan?

3.Ihaveswum.

TENSES

SIMPLEPRESENTTENSE

Thesimplepresenttenseisusedtoexpress:

1.Habitualactions,forexample,

i. Sheeatsfish.

ii. Shewashesherclotheseveryweek.

iii. Weseemovieseveryevening.

2.Somegeneraltruths,forexample,

i. Waterboilsat100degrees.

ii. ThemonthofAprilhas30days.
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PointstoRememberonTheSimplePresentThirdPersonSingular

Theverbusuallyendsin–s,forexample,

i. Heruns

ii. Sheruns

iii. Itruns

Negativeandquestionare“does”,forexample,

i. Hedoesnotrun.

ii. Doesherun?

iii. Shedoesnotrun.

iv. Doessherun?

Incaseofnegativeandquestion,thenextverbafter“does”does

notaddan-s

PresentSimpleTense–Negative

Anegativesentenceisusuallyformedbyusing“not”.

ExamplesinSentences

i. Idonotlikeit.

ii. Wedonotlikeit.

iii. Youdonotlikeit.

iv. Shedoesnotlikeit.

v. Hedoesnotlikeit.

vi. Theydonotlikeit.
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PresentSimpleTense–Questions

Thequestionsareformedbyusingeither“do”or“does”atthebeginning.

ExamplesinSentences

i. Doyoulikeit?

ii. Dowelikeit?

iii. Doyoulikeit?

iv. Doesshelikeit?

v. Doeshelikeit?

vi. Dotheylikeit?

Exercise1

Rewriteeachsentencebelowfollowingtheinstructioninbrackets.Do

notchangethemeaningofthesentence.

1.IliveinMaragua.(beginwith:do)

2.Rightcomestoschooldaily.(begin:does)

3.Shedoesnotplayrugby.(donotuse:not)

4.Thetrainleavesat8.00am.(use:9.00am)

5.Doesheforgethiswallet?(begin:he)

Exercise2

Usethecorrectformoftheverbinbracketstocompleteeachofthe

followingsentences.

1.I______________fifteenyearsoldnow.(be)
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2.Moureen______________atGithurai.(live)

3.Emilly___________dinnerforthem.(cook)

4.Thestudents____________lunchat1.00pm.(eat)

5.Mygrandmother____________medicinewhensheissick.(take)

6.Itnormally____________hereinApril.(rain)

7.It_____________inMayasmuchasitdoesinMarch.(rain)

8.They___________Frenchtwiceaweek.(study)

9.MrGregory______________GeographyatLukenyaHighSchool.

10.George_____________tochurcheverySunday.(go)

SIMPLEPASTTENSE

Asimplepasttenseisusedtotalkaboutacompletedactioninatime

beforenow.

Thetimeofactioncanbeintherecentpastorthedistantpast.

Examples

1.Iwalkedallthewaytoschool.

2.Wesawthemattherestaurant.

3.Theyplayedthepiano.

4.Sheateherlunchat1.00pm.

HowtoFormtheSimplePastTense

SimplePastinNegativeStatement

Thepatternhereis:
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Subject+Auxiliary+not

Shedidnotcall.

SimplePastinInterrogative

Didshecallyou?

Exercise

Fillinthecorrectformofwordinbracketstocompleteeachsentence.

1.I______________tothetheatrelastweek.(go)

2.It_________interesting.(be)

3.I__________threesiteslastyear.(visit)

4.It____________asitdidthethepreviousweek.(rain)

5.She____________asinglecardfromherrelatives.(receive)

6.We___________toanewhouselastmonth.(move)

7.They____________uspizzayesterday.(bring)

8.I____________abiglion.(see)

9.Where_______________yourlastweekend?(spend/you)

10.Itwascold,soI_________________offmycoat.(take)

11.Sincethedoorwasopened,thebird_____________intothehouse.

12.Thecarwasn’texpensive.It_____________verymuch.(cost)

ADJECTIVES
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COMPARATIVEANDSUPERLATIVEFORMS

Comparatives

Thecomparativeformofanadjectiveisusedtocomparetwopeopleor

things.Example

HeisquickerthanNgure.

Superlatives

Thesuperlativeformofanadjectiveisusedtocomparemorethantwo

peopleorthings.Example

Heisthequickestofthethree.

WaysofMakingComparativeandSuperlativeAdjectives

(a)AdjectiveswithOneSyllable

Ingeneral,ifanadjectivehasonesyllable,then–eror–rforcomparative

and–estor–stforsupelativesareaddedtotheadjective.Examples

Adjective ComparativeForm SuperlativeForm

Hot

Tall

Small

Large

Thin

Nice

Hotter

Taller

Smaller

Larger

Thinner

Nicer

Hottest

Tallest

Smallest

Largest

Thinnest

Nicest
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(b)AdjectiveswithTwoSyllables

Therearethosethatsimplyadd–eror–rforcomparative,and–estor

–stforsuperlative.Examples

i. Feeble FeeblerFeeblest

ii.

someusetheword“more”forcomparative,and“most”forsuperlative

forms.Examples

i. famousmorefamous mostfamous

ii.

Therearethosethatcandowitheither–eror–r,ormorefor

comparativeand–estor–st,ormostforsuperlative.Theyarespecial

adjectives.Examples

i. CleverCleverer(moreclever)Cleverest(mostclever)

ii. Simple Simpler(moresimple)Simplest(mostsimple)

Otherspecialadjectivesare:

Quiet

Polite

Pleasant

Likely

Commonly
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Sure

(c)AdjectiveswithThreeorMoreSyllables

Wordmoreforcomparativeandmostforsuperlativesareused.Examples

Interestingmoreinterestingmostinteresting

Attractive moreattractive mostattractive

(d)Irregularadjectives

SomeadjectiveshaveIrregularcomparativeandsuperlativeforms.

Examples

Adjective ComparativeForm SuperlativeForm

Bad

Good

Little

Much

Worse

Better

Less

More

Worst

Best

Least

Most

REGULARANDIRREGULARADJECTIVES

Thewayanadjectivemakecomparativeandsuperlativeformsiswhat

determineswhetheritisregularorirregular.

RegularAdjectives

Aregularadjectiveadds–erormoreincomparativeform,and–estor

mostforsuperlatives.

Thetablebelowillustratesthis.
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Adjective Comparative Superlative

Small

Nice

Pretty

Beautiful

Smaller

Nicer

Prettier

Morebeautiful

Smallest

Nicest

Prettiest

Mostbeautiful

IrregularAdjectives

Theyhavecompletelydifferentforms.

Itisnoteasytopredicttheircomparativeandsuperlativeforms.

Examplesare:

Good

Badetc

GRADABLEANDNONGRADABLEADJECTIVES

GradableAdjectives

Agradableadjectivehasdifferentdegrees.

Youcansay“veryhot”or“abithot”.Hotisthereforeagradable

adjective.Othergradableadjectivesare:

Cold
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Warm

Tall

Niceetc

Therearegradingadverbsthatcanbeusedwithgradableadjectives.

Theyinclude:

Abit

Very

Extremely

Quite

Really

Soetc

ExamplesinSentnces

i. Itisextremelycoldtoday.

ii. Thisnovelisquiteinteresting.

iii. Thegirlisverybeautiful.

iv. Sheisreasonablypopular.

Non-GradableAdjectives

Theydonothavedifferentdegrees.

Someexamplesofnongradableadjectivesare:

Excellent Impossible Digital
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Domestic

Unique

Absolutely

Nearly

Chemical

Totally



Onecannotsay“verydead”or“reallydead”.Theadjective“dead”is

thus,anon-gradableadjective.

Agradingadverbcannotbeusedwiththenon-gradableadjectives.

ExampleinaSentence

i. Thedeadrelativewillbeburiedsoon.

ADVERBS

ADVERBSOFMANNER

Theytellusthemannerinwhichtheactionhappened,happens,orwill

happen.

Theexamplesare:
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Carefully

Slowly

Loudly

Easilyetc

ExamplesinSentences

1.Sheanswereditcorrectly.

2.Theproblemwassolvedeasily.

3.Hedrivesslowly.

4.Hewalkedquickly.

5.Herunsfast.

ADVERBSOFTIME

Anadverboftimetelluswhenanactionhappens.

Anadverboftimecanalsotellusforhowlongthatactionoccurred.

Forexample,threemonths.

Someexamplesofadverbsoftimeare:

Today

Nextweek

Late

Early

Morning

Lastyear
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Twomonthstime,etc

ExamplesinSentences

i. Isawityesterday.

ii. Hecametoschoollate.

iii. Shewatchedthewholeday.

ADVERBSOFFREQUENCY

Theseareadverbsthatanswerquestions“Howfrequently?”or“how

often?”.

Theytellushowoftensomethinghappens.

Therearetwotypesofadverbsoffrequency:

i. Adverbsofdefinitefrequency,forexample,

Monthly

Daily

Hourly

Weekly

Yearly

Everyminute

Twiceamonth

Once
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Threetimesaday,etc

ExamplesinSentences

Employeespaytaxesmonthly.

Thestorekeeperchecksthestoreeveryday.

Ireviewmynoteseveryweek.

ii. Adverbsofindefinitefrequency,forexample,

Never

Sometimes

Often

Always

Seldom

Frequently

Occasionally

Usually

ExamplesinSentences

i. Sheisneverlate.

ii. Ioftendomyassignment.

iii. Theysometimesvisitme.
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PREPOSITIONS

SIMPLEPREPOSITIONS

Aprepositionjoinswordstogetherandshowtherelationshipbetween

thedifferentpartsofasentence.

Thefollowingarethesimpleprepositionswithexamplesinsentences:

1.In,on,at

Heisinthehouse.

Thecupisonthetable.

HeteachesataschoolinWajir.
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2.Above,below

Moststudentsscoredabove50.

Fewstudentsscoredbelow4o.

3.Over,under

Don’tjumpoverthefence.

Thecatishidingunderthebed.

4.Around,through

Theflowersweplantedaroundthehouse.

Thespearwentthroughhisbody.

5.Before,after

Iwillseehimbeforelunch.

Heisleavingafterlunch.

6.To,from

IamcomingfromLimuru.

IamgoingtoNairobi.

7.About,by

Haveyoureadthestoryaboutanogre?

ThestorywaswrittenbyKendagor.

8.With,without

Hedidn’twanttogowithus.

Wewentwithouthim.
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9.Between,among

Thisisasecretbetweenyouandme.

Thereisnosecretamongmany.

10.Inside,outside

Thebottleisinsidethebox.

Thespoonisoutsidethebox.

PREPOSITIONSCOMBINATIONS

Adjective+Preposition

Specificprepositionsareusedaftercertainadjectives.Thereisno
definiteruletoascertainwhichprepositionshouldbeusedwithwhich
adjective.Wesimplyneedtolearnthem.

Hereisalistofsomecommonlyusedadjectivesandtheprepositionsthat
normallyfollowthem:

ADJECTIVE PREPOSITION
accustomed To
Afraid Of
Accused Of
acquainted With
Addicted To
Annoyed about/with/at
Allergic To
Amazed at/by
Anxious About
appreciated For
Ashamed Of
associated With
astonished at/by
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Aware Of
Angry With
Afraid Of
Attached To
Bad At
Based On
beneficial To
Boastful For
Bored With
Brilliant At
Busy With
Capable Of
Careful with/about/of
Certain About
characteristic Of
Clever At
connected With
conscious Of
Content With
Crazy About
Crowded With
Curious About
dissatisfied With
Doubtful About
Delighted at/about
Derived From
Different From
disappointed With
Eager For
Eligible For
enthusiastic About
Excellent in/at
Excited About
experienced In
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Exposed To
Envious Of
Faithful To
Familiar With
Famous For
fedup With
Free of/from
frightened Of
Friendly With
Fond Of
Furious About
Furnished With
Full Of
Generous with/about
Guilty of/about
Gentle With
Good At
Grateful To
Happy About
Hopeful of/about
Identical with/to
Immune To
impressed With
Inferior To
indifferent To
Innocent Of
interested In
Involved With
Incapable Of
Jealous Of
Kind To
Keen On
Late For
Limited To
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Lucky At
Nervous of/about
Notorious For
Opposed To
Patient With
pessimistic About
Pleased With
Polite To
Popular With
Presented With
Proud Of
Punished For
Puzzled by/about
Qualified For
Ready For
Related To
Relevant To
respectful For
responsible For
Rid Of
Sad About
Safe From
Satisfied With
Scared Of
Sensitive To
Serious About
Sick Of
Similar To
Shocked By
Skilful At
Slow At
Sorry for/about
successful In
Suitable For
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Sure of/about
Superior To
Surprised At
suspicious Of
sympathetic With
terrible At
terrified Of
tired Of
thankful to/for
trilled With
troubled With
typical Of
unaware Of
upset About
used To
wrong with/about
worried About

ExamplesinSentences

1.Itwasniceofyoutohelpme.

2.Whyareyousoangryaboutit?Theywerefuriouswithmefornotinvitingthemto
myparty.

3.Iwasdisappointedwiththebooksheboughtme.

4.Iwaspleasedwiththepresentyougaveme.Wereyoudisappointedwithyour
examinationresult

5.Theyhavebeenastonishedbysomething.

6.Everyonewassurprisedby/atthenews.

7.Areyouexcitedaboutgoingonholidaynextweek?
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8.Areyouafraidofdogs?

9.I'mnotashamedofwhatIdid.

10.I'mnotverygoodatdrivingbigcars.

11.Yourcompositionisfulloferrors.

12.Yournameissimilartomine.

Verb+PrepositionCombination

Someverbsneedaprepositionbeforeanobjectoranotherverb.
Thesekindsarecalleddependentprepositionsandtheyarefollowedby

anounoragerund(‘ing’form).
Herearesomeotherverbswiththeirdependentprepositions.

accountfor
accuseSOofST
adaptto
addSO/STtoSO/ST
addto
adjustto
admitSTtoSO
admitto
agreeon
agreeto
agreewith
apologizetoSOforST

appealtoSOforST
approveof
arguewithSOaboutSO/ST
arguewithSOoverST
arrangeforSO(todosomething)
arrestSOforST
arriveat(aplace)
askfor

baseon
beabsentfrom(aplace)

beaccustomedto
beacquaintedwith
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beaddictedtoST
beafraidof
beangryatSOforST
beangrywithSOforST
beannoyedatSOforST
beannoyedwithSOforST
beanxiousaboutST
beassociatedwith
beawareof
beblessedwith
beboredby
beboredwith
becapableofST
beclutteredwithST
becommittedto
becomposedof
beconcernedabout
beconnectedto
beconnectedwith
becontentwith
beconvincedofST
becoordinatedwithST
becrowdedin(abuildingorroom)
becrowdedwith(people)
bededicatedto
bedevotedto
bedisappointedin
bedisappointedwith
bediscouragedby
bediscouragedfrom(doing
something)
bediscriminatedagainst

bedivorcedfromSO
bedonewithST
bedressedin
beencouragedwith
beengagedinST
beengagedtoSO
beenviousof
beequippedwithST
beexcitedabout
beexposedto
befacedwith
befaithfulto
befamiliarwith
befamousfor
befilledwith
befinishedwith
befondof
befriendlytoSO
befriendlywithSO
befrightenedby
befrightenedof
befurnishedwithST
begratefultoSOforST
beguiltyofST
behappyaboutST
beinnocentofST
beinterestedin
beinvolvedinST
beinvolvedwith
bejealousof
beknownforST
belimitedto
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bemadefromST
bemadeof(material)
bemarriedto
beopposedto
bepatientwithSO
bepleasedwith
bepolitetoSO
bepreparedfor
beprotectedfrom
beproudof
berelatedto
berelevantto
berememberedforST
beresponsiblefor
besatisfiedwith
bescaredof
beterrifiedof
bethankfulfor
betiredfrom(doingsomething)
betiredof(doingsomething)
beworriedabout
begfor
beginwith
believein
belongto
benefitfrom
blameSOforST
blameSTonSO
boastabout
borrowSTfromSO

careabout
carefor
catchupwith
caterto
chargeSOforST
chargeSOwithST
choosebetweenSO/STandSO/ST
choseSTfromST
collidewith
comefrom
commenton
communicatewithSO
compareSO/STtoSO/ST
compareSO/STwithSO/ST
competewith
complainabout
complimentSOonST
concentrateon
concernSOwithST
confessto
confuseSO/STwithSO/ST
congratulateSOonST
consenttoST
consistof
contributetoST
convictSOofST
copewith
correspondwithSO
counton
coverwith
crashinto
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cureSOofST

dealwith
decideagainst
decidebetweenSO/STandSO/ST
decideon
dedicateSTtoSO
demandSTfromSO
dependon
deriveSTfromST
deterSOfromST
devoteSTtoSO
differfrom
disagreewith
disapproveof

discourageSOfromST
discussSTwithSO
distinguishbetweenSO/STand
SO/ST
distinguishSO/STfromSO/ST
distractSOfromST
dreamabout
dreamof
dressSOinST
drinkto

elaborateonST
emergefromST

escapefrom(aplace)
exchangeSO/STforSO/ST
excludeSOfromST
excuseSOforST
expelSOfrom(aplace)
experimenton
explainSTtoSO

feelabout
feellike
fightabout
fightagainst
fightfor
fightwith

forgetabout
forgiveSOforST

gambleon
gawkat
gazeat
getbackfrom(aplace)
getmarriedtoSO
getridof
getthroughwith
gettiredof
getusedto
giveSTtoSO
glareat
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gloatat
grievefor
gripeatSO
grumbleatSOaboutST

happento
harpon
hearabout
hearfromSO
hearof
helpSOwithST
hideSTfromSO
hinderSO/STfromST
hingeon
hopefor

insiston
insureagainst
interfereinST
interferewithST
introduceSO/STtoSO/ST
investin
inviteSOto
involveSO/STinST

jabberabout
jokeabout

jokewithSOaboutSO/ST
jotdownST

laughabout
laughat
learnabout
lendSTtoSO
listenfor
listento
longfor
lookat
lookforwardto

meetwithSO
mistakeSO/STforSO/ST

nodat
nodto

objectto
operateon

participateinST
payfor
persistin
planon
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praiseSOforST
prayfor
preferSO/STtoSO/ST
preparefor
presentSOwithST
preventSO/STfrom(doing
something)
prohibitSOfrom(doing
something)
providefor
provideSOwithST
provideSO/STforSO
punishSOforST

reactto
recoverfromST
refertoST
relateto
relyon
remindSOofSO/ST
replyto
rescueSOfromSO/ST
resignfromST
respondto
resultinST
retirefromST

saveSOfromST
searchfor

sentenceSOtoST
separateSO/STfromSO/ST
shareSTwithSO
shoutat
showSTtoSO
smileatSO
speaktoSOaboutSO/ST
specializeinST
spend(money/time)on
standfor
stareat
stemfrom
stopSOfrom(doingsomething)
subjectSOtoST
subscribeto
substituteSO/STforSO/ST
subtractSTfromST
succeedatST
succeedin(doingsomething)
sufferfrom
suspectSOofST

takeadvantageof
takecareof
talkabout
talkto
tellSOaboutST
thankSOforST
thinkabout
thinkof
toastto
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translateSTinto(alanguage)
trustSOwithST
turnto

useSTforST

voteagainst
votefor

waitfor
warnabout

waste(money/time)on
wishfor
workfor
workon
worryabout
writeabout
writetoSO

yap
about
yearn
for

Exercise1

Filltheblankspaceswiththemostappropriateprepositions.

1.Shehasplacedthecup_____________thetable.

2.Iwillallowyougo_________thefield.

3.Sheissinging_________herroom.

4.Ishe________homenow?

5.Helives_________Nairobi.

6.Don’tbelate_________class.

7.Compareyourpoints__________yourfriend’s.

8.Arethenewstudent________Ethiopia?
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9.Richisstill________vacation.

10.Mydaughter’sbirthdayis________May.

Answers

1.On

2.To

3.In

4.At

5.In

6.For

7.With

8.From

9.On

10.In

Exercise2

Completethesentenceswiththemostappropriateprepositions.

1.Itwasstupid…………………hertogooutwithoutacoat.
2.Everyonewaspleased………………….themarkstheyscored.
3.Iambored………………..singingeverymorning.
4.Areyouinterested………………..sports?
5.Kenyaisfamous………………herathletes.
6.Iwillbehappytoseemarried…………….Gregory.
7.Thetowniscrowdedwithpeople.

8.Youwillbeheldresponsible…………………anythingthathappens.

9.Sheissorry………………..herbehaviorlastnight.

10.Youshouldbesorry…………………..missingthelesson.

11.Jemimahisfond………………….dogs.

12.Iamkeen…………..leavethisschool.

13.Whatareyouexcited……………..?
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14.Itseemssheisupset………………something.

15.Youshouldn’tbeworried…………………anythingaslongasIamaround.

Answers

(1)Of

(2)With

(3)With

(4)In

(5)For

(6)To

(7)With

(8)For

(9)About

(10)For

(11)Of

(12)On

(13)About

(14)About

(15)About
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CONJUNCTIONS

COORDINATINGCONJUNCTIONS

Acoordinatingconjunctionconnectswords,phrases,andclauses.

And,but,for,nor,or,so,andyetaretheknowncoordinating

conjunctions.

ExamplesinSentences

i. Thisisabeautifulgirl,butadifficultonetoconvince.

ii. Itwascold,soIputonmyjacket.

iii. Thisteaisthickandsweet.

iv. Doyoulikewhiterice,orbrownrice?

FunctionsofCoordinatingConjunctions

Conjunction Function ExampleinaSentence

And Joinstwosimilarideas JaneandMaryareinform

one.

But Joinstwocontrasting

ideas

Hedrivesslowly,butsure.
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Or Joinstwoalternative

ideas

WecangotoNaivasha,or

stayhereandwatchnews.

So Showsthesecondideais

theresultofthefirst

Iwassick,soIdidnotgoto

school.

Nor Joinstwonegative

alternatives.

Hedoesn’twakeupearly,nor

doI.

For Giveareason Iwaspunished,forIwaslate.

Yet Joinstwocontrasting

ideas(means“but”)

Iwaspunished,yetIarrived

early.

Exercise

Joineachpairofsentenceswithanappropriatecoordinatingconjunction.

1.Ilovetotravel.Ihatetravellingbybus.

2.Youshouldgotobednow.Youwillbetiredtomorrow.

3.Thebusstopped.Twopassengersgotoutofit.

4.HelenwasangrywithJane.Helenwentouttocooldown.

5.Iarrivedatschoollate.Ilefthomeearly.

Answers

1.IlovetotravelbutIhatetravellingbybus.

2.Youshouldgotobednow,oryouwillbetiredtomorrow.

3.Thebusstoppedandtwopassengersgotoutofit.

4.HelenwasangrywithJane,soshewentouttocooldown.

5.Iarrivedatschoollate,yetIlefthomeearly.



lydiaakama2@gmail.com

Novels,UpdatedCPA,CIFA,CICT,CPS,ICT,IT,HighSchoolNotes(isabokemicah@gmail.com)134

PHRASES

Aphraseisagroupofwordswithoutasubjectandaverbandwhich

doesnotmakesenseonitsown.

Therearevarioustypesofphrases.Theyinclude:

Nounphrases

Verbphrases

Adjectivephrases

Adverbphrases

Prepositionalphrases

Atyourlevel,wewillonlystudynounphrases.

NOUNPHRASES

Anounphraseisagroupofwordsthatplaysroleofanounandhasa

nounhastheheadword(mainword).

Lookattheexamplebelow.

IsawBingo.Thewordinboldisanoun

Isawyourdog.Inboldface,isthenounphrasethathasreplacedthe

nouninabovesentence.

ExamplesofNounPhrases

Thenewcar

Myoldshirt
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Thebestcarsafetydevice

ConstituentsofaNounPhrase

Anounphraseconsistsof:

Adeterminer,whichcanbeanarticle,anumber,oranadjective.

Modifiers,whichcanbeanadjective,orcombinationsof

adjectives.

Modifierscaneitherbepremodifierifitcomesbeforethemainnoun,

orpostmodifierifitfollowsthenoun.

Determinersprecedemodifiers.

Studythenounphrases.

Phrase Determiner Pre

modifier

Mainnoun Post

Modifier

Thetallwoman

Thelongest

river

Yoursister

Anybig

supermarket

nearby

The

The

Your

Any

Tall

Longest

Big

Woman

River

Sister

Supermarket Nearby
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Exercise

Underlinethenounphraseineachofthesentencesbelow.

1.Didyouseethetallman?

2.Hecalledallthestubbornstudents.

3.Hewishestoseethepresident.

4.Heboughtherabeautifulwhiteblouse.

5.Anhorsepreferslivingindarkstables.

6.Itisdisgracefultowritesuchrubbish.

7.Thepeople’spresidentisinMombasa.

8.Thegirlinblueskirtismysister.

9.Thesoldiersaretrueheroes.

10.MybestfriendisTeris.

SIMPLESENTENCES

Asimplesentencehasoneclause—independent

(a)SENTENCESTRUCTURE(SUBJECT,PREDICATE)

Asimplesentencehastheformula:

Subject+Predicate

Lookattheexamplebelow.

Thisdeskismine.

Thisdesk–Subject
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Ismine–thepredicate

Asubjectistheonedoingtheaction.

Predicateisthepartofthesentencewhichtalksaboutthesubjectand

whichhasaverb.

Thepredicatemustcontainaverb.Theotherconstituentsofa

predicatecanbeanadverb,adjective,pronoun,etc.

Canyouidentifythesubjectandpredicateineachofthesentences

below?

Shecametoseeme.

Njorogewashere.

Isawthemdancing.

Thisisthecheapestdressintown.

Youareabigfool.

(b)TYPESOFSENTENCES

INTERROGATIVESENTENCES

Aninterrogativesentenceisusedtoaskquestions.

Therearevariousquestiontypes:

Yes/noquestions

Alternativequestions

Tagquestions
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w/hquestions

Yes/NoQuestions

Theyareansweredwithyesornoasanswers.

Examplesare:

Didyouscoreeverything?

Haveyouseenit?

AlternativeQuestions

Thereareoptionstwotobechosenfrom.

Examplesare:

Wouldyouliketotaketea,orcoffee?

Doyouwantaredpen,orblueone?

TagQuestions

Thereisthestatementpart,whichisfollowedbyacomma,andthen

thequestionpart.

Examplesare:

Sheisthethief,isn’tshe?

Itdoesnotsmellgood,doesit?

W/HQuestions

Thefirstwordstartwiththetwoletters“wandh”.

Thosewordsusedforaskingthesequestionsare:who,where,which,

how,why,what
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Examples

Whosentyou?

Wheredoyoulive?

Exercise

Formthreedifferentquestiontypesfromthesentence:

Youstolemycap.

Answer

1.Didyoustealmyredcap?Yes/no

2.Whostolemyredcap?w/h

3.Youstolemeredcap,didn’tyou?

IMPERATIVESENTENCES

Animperativesentenceissuesarequestoradirectcommand.

Usually,imperativesentencesbeginwithverbs.

Dependingonthestrengthoftheemotion,andtheforcefulnessofthe
command,itcanendineitherafullstop(.)oranexclamationmark(!).

Examples

i. Completeyourassignmentbyafternoon!

ii. Kindlyopenthedoor.

iii. Turnleftatthecrossroad.
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EndPunctuationMarkswithImperativeSentences

Ifthecommandisforceful,useanexclamationmark(!).forexample,

Leavenow!

Openthedoor!

Ifthecommandispolite,orintheformofadvice,putaperiod(.).
examples,

Pleasegetmemybook.

Leavethedooropen.

EXCLAMATORYSENTENCES

Anexclamatorysentenceexpressesemotion.

Theemotioncanbeoflove,happiness,confusion,anger,etc.

Usuallyendswithanexclamationmark.

Usetheword“what”or“how”beforeanoun.

Examples

Whataday!

Whatawfulplastic!

Whatfunnypeopletheyare!

Whatamatch!

Exercise

Rewriteeachsentencebeginningwiththeword“what”or“how”.

1.Heisafoolishman.
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2.Thisisapleasantday.

3.Thatiscleverofyou.

4.Theyarelovelyflowers.

5.Hecameearly

Answers

1.Whatafoolishman!

2.Whatapleasantday

3.Howcleverofyou!

4.Whatlovelyflowers!

5.Howearlyhecame!

AFFIRMATIVESENTENCES

Therearetwotypes:

Declarative

Negative

DECLARATIVESENTENCES/

Usedtomakestatements.

Endwithafullstoporperiod(.).

Hereareexamplesofdeclarativesentences.

MynameisGeorge.

Hebringsmechocolate.
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Shevisitedlastyear.

Iwillleaveintheevening.

NEGATIVESENTENCES

Anegativesentencestatesthatsomethingisuntrue.

Anegativeadverbisaddedtonegatethevalidityofthesentence.

Anegativestatementisformedbyaddingtheword“not”tothefirst

auxiliaryverb.Examples

Ididnotabuseyou.

Thisnoveldoesnothaveagoodending.

Youarenotamongtheluckyones.

Dandidnotstealfromme,itwasyou.

Exercise

Negatethefollowingsentences.

1.Shehasabag.

2.Iamsick.

3.Hesellsflowers.

4.Theyworkthere.

5.Shewritesgoodcompositions.

6.Itisinteresting.

Answers
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1.Shedoesnothaveabag.

2.Iamnotsick.

3.Hedoesn’tsellflowers.

4.Theydon’tworkthere.

5.Shedoesn’twritegoodcompositions.

6.Itisnotinteresting.

ANSWERS

PARTSOFSPEECH

NOUNS

COMMONNOUNS

1.Thestudentsweretaught

2.Ihavevisitedacontinent.

3.Shelivesinthecity.

4.Weeatinthehotel.

5.Haveyoueverswumintheriver?

6.Idriveacar.

7.Everyonewentshoppingatthesupermarket.

8.Asoldierisdead.

9.Icomefromacountry.

10.Iteachataschool.
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PROPERNOUNS

1.IwilltakeyoutoRich’sPalace.

2.SarahisthegirlItoldyouabout.

3.Ofallthecontinents,IlikeAfricathemost.

4.Gracyisthecutestkittenever.

5.IamcravingOreos.

6.IusedTillyincooking.

7.Jupiterisoneoftheplanets.

8.Margaretwasagreatauthor.

CONCRETENOUNSABSTRACTNOUNS

Exercise1

1)Amanmustalwayshavethecouragetofaceeverychallenge.

Man–concrete

Courage–abstract

2)Nomatterwhathappens,wemustnotlosehope.

Hope–abstract

3)MyfaithinGodisverystrong.

Faith–abstract

God–concrete

4)Apersonshouldbuyabeautifuldress.
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Person,dress–concrete

5)Haveyouseentheblackdog?

Dog–concrete

6)Loveisblind.

Love–abstract

Blind–concrete

Exercise2

1.Advice

2.Education

3.Intelligence

4.Importance

5.Happiness

6.Confidence

7.Pride

8.Anger

9.Imagination

10.Loneliness

NUMBER

ARTICLES

(1)An (2)A
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(3)The

(4)Noarticle

(5)A

(6)The

(7)The

(8)Noarticle

(9)An

(10)An



lydiaakama2@gmail.com

Novels,UpdatedCPA,CIFA,CICT,CPS,ICT,IT,HighSchoolNotes(isabokemicah@gmail.com)147

PRONOUNS

PERSONALPRONOUNS

Exercise1

1)I

2)It

3)Him

4)Me

5)Her

Exercise2

1)Theoldgatedoesn’tlookgood.

Itdoesn’tlookgood.

2)TomandMarywenttoschool.

Theywenttoschool.

3)Thedogbitthedoctorandthechief.

Itbitthem.

4)MosesrunsfasterthanRebecca.

HerunsfasterthanRebecca.

5)PhionaandRuthplayeddoubles.

Theyplayeddoubles.

6)Christineisclever.
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Sheisclever.

7)Ibroughtthedress.

Ibroughtit.

8)AntonydroveJunetandme.

Anthonydroveus.

POSSESSIVEPRONOUNS

1)Her

2)Your

3)Mine

4)Theirs

5)Yours

6)Her

7)Their

8)Our

9)His

10) Your

11)Its

12)His

REFLEXIVEPRONOUNS
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1)Ourselves

2)Themselves

3)Yourself

4)Itself

5)Myself,myself

6)Itself

7)Himself

8)Yourselves

9)Themselves

10) Herself

PHRASES

NOUNPHRASES

1.Didyouseethetallman?

2.Hecalledallthestubbornstudents.

3.Hewishestoseethepresident.

4.Heboughtherabeautifulwhiteblouse.

5.Anhorsepreferslivingindarkstables.

6.Itisdisgracefultowritesuchrubbish.

7.Thepeople’spresidentisinMombasa.

8.Thegirlinblueskirtismysister.

9.Thesoldiersaretrueheroes.
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10.MybestfriendisTeris.

WRITINGFORFORM1

SPELLING

SPELLINGRULES

Thefollowingruleswillhelpyouspellwordscorrectly.

Rule1:“IbeforeEexceptafterC”;

 achieve,believe,bier,brief,hygiene,grief,thief,friend,grieve,
chief,fiend,patience,pierce,priest

 ceiling,conceive,deceive,perceive,receipt,receive,deceit,
conceit

Exceptions

neighbor,freight,beige,sleigh,weight,vein,andweighandtherearemany
exceptionstotherule:either,neither,feint,foreign,forfeit,height,
leisure,weird,seize,andseizure.
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Rule2:“DroppingFinalE”

Whenaddinganendingtoawordthatendswithasilente,dropthefinale
iftheendingbeginswithavowel:

 advancing
 surprising

However,iftheendingbeginswithaconsonant,keepthefinale:

 advancement
 likeness

(However,ifthesilenteisprecededbyanothervowel,droptheewhen
addinganyending:argument,argued,truly.)

Exceptions:toavoidconfusionandmispronunciation,thefinaleiskeptin
wordssuchasmileageandwordswherethefinaleisprecededbyasoftg
orc:changeable,courageous,manageable,management,noticeable.(The
wordmanagement,forexample,withoutthateaftertheg,wouldbe
pronouncedwithahardgsound.)

Rule3:“DroppingFinalY”

Whenaddinganendingtoawordthatendswithy,changetheytoiwhenit
isprecededbyaconsonant.

 supplybecomessupplies
 worrybecomesworried
 merrybecomesmerrier

Thisdoesnotapplytotheending-ing,however.

 crying
 studying

Nordoesitapplywhenthefinalyisprecededbyavowel.
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 obeyed
 saying

Rule4:“DoublingFinalConsonants”

Whenaddinganendingtoawordthatendsinaconsonant,wedoublethat
consonantinmanysituations.First,wehavetodeterminethenumberof
syllablesintheword.

Doublethefinalconsonantbeforeaddinganendingthatbeginswitha
vowelwhenthelastsyllableofthewordisaccentedandthatsyllable
endsinasinglevowelfollowedbyasingleconsonant.

 submitisaccentedonthelastsyllableandthefinalconsonantis
precededbyavowel,sowedoublethetbeforeadding,forinstance,
an-ingor-ed:submitting,submitted.

 flapcontainsonlyonesyllablewhichmeansthatitisalways
accented.Again,thelastconsonantisprecededbyavowel,sowe
doubleitbeforeadding,forinstance,an-ingor-ed:flapping,flapped.
Thisruledoesnotapplytoverbsthatendwith"x,""w,""v,"and"y,"
consonantsthatcannotbedoubled(suchas"box"[boxing]and"snow"
[snowing]).

 opencontainstwosyllablesandthelastsyllableisprecededbya
singlevowel,buttheaccentfallsonthefirstsyllable,notthelast
syllable,sowedon'tdoublethenbeforeaddinganending:opening,
opened.

 refercontainstwosyllablesandtheaccentfallsonthelastsyllable
andasinglevowelprecedesthefinalconsonant,sowewilldouble
therbeforeaddinganending,asinreferring,referral.Thesame
wouldapplytobegin,asinbeginner,beginning.

 relentcontainstwosyllables,butthefinalconsonantisprecededby
anotherconsonant,notavowel,sowedonotdoublethetbefore
addinganending:relented,relenting.

 deallookslikeflap(above),butthesyllableendsinaconsonant
precedednotbyasinglevowel,butbytwovowels,sowedonot
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doublethefinallasindealeranddealing.Thesamewouldapply,then,
todespair:despairing,despaired.

PUNCTUATION

CAPITALIZATION

CapitalizationRules

Capitalizationisthewritingofawordwithitsfirstletterinuppercase
andtheremaininglettersinlowercase.

Capitalizethefirstwordofadocumentandthefirstwordafterafinal
punctuationmark(fullstop,questionmark,exclamationmark).

Capitalizepropernouns—andadjectivesderivedfrompropernouns.

Examples:
heisBrian’sfather

InJuja

CapitalizationChecklist

 Brandnames
 Companies
 Daysoftheweekandmonthsoftheyear
 Holidays
 Institutions
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theUniversityofNairobi
 Naturalandartificiallandmarks

theFourteenFall,theMountKenya
 Religionsandnamesofdeities

Note:CapitalizetheBible(butbiblical).Donotcapitalizeheaven,
hell,thedevil,satanic.

 Specialoccasions
theOlympicGames,theCannesFilmFestival

 Streetsandroads

Capitalizespecificgeographicalregions.Donotcapitalizepointsofthe
compass.

FINALPUNCTUATIONMARKS

ThePeriod,FullStoporPoint

Theperiod(knownasafullstop)isprobablythesimplestofthe
punctuationmarkstouse.Youuseitlikeaknifetocutthesentencesto
therequiredlength.
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Generally,youcanbreakupthesentencesusingthefullstopattheend
ofalogicalandcompletethoughtthatlooksandsoundsrighttoyou.

Marktheendofasentencewhichisnotaquestionoranexclamation

Examples

 Kisumuisthethirdlargestcityinkenya.
 Iamwritingyousoon.

Indicateanabbreviation

Examples

 Iwillarrivebetween6a.m.and7a.m.
 WearecomingonFri.,Jan.4.

Periodafterasingleword

Sometimesasinglewordcanformthesentence.Inthiscaseyouplacea
fullstopafterthewordasyouwouldinanyothersentence.Thisisoften
thecasewhenthesubjectisunderstoodasinagreetingoracommand.

Examples

 "come."
 "Stop."

Periodsinnumbers

NumbersuseperiodsinEnglishtoseparatethewholenumberfromthe
decimal.Aperiodusedinanumberisalsocalleda"decimalpoint"anditis
read"point"unlessitreferstomoney.

Examples

 Sh.10.50isitsprice.
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 Herweightis60.60

TheExclamationMark

Theexclamationmarkisusedtoexpressastonishment,orsurprise,orto
emphasiseacommentorshort,sharpphrase.Inprofessionaloreveryday
writing,exclamationmarksareusedsparinglyifatall.

Examples

 Help!Help!
 That'sunbelievable!
 Getout!
 Lookout!

Youcanalsouseexclamationmarkstomarkaphraseashumourous,ironic
orsarcastic.

Examples

 Whatalovelyday!(whenitobviouslyisnotalovelyday)
 Thatwasclever!(whensomeonehasdonesomethingstupid)

TheQuestionMark

Usethequestionmarkattheendofalldirectquestions.

Examples

 Whatisyourname?
 DoyouspeakItalian?
 You'respanish,aren'tyou?
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Donotuseaquestionmarkforreportedquestions

Examples

 Heaskedmewhatmynamewas.
 SheaskedifIwasSpanish.
 Askthemwheretheyaregoing.

TheComma

Usecommatoseparatephrases,words,orclausesinlists

Aseriesofindependentclauses(sentences)

Example

Icriedtoher,sheaskedmetostopcrying,andafterwardsshetookmeout
forlunch..

Aseriesofnouns

Examples

Don’tforgettobuymilk,icecream,andfish.

Gregory,David,andChristinearrivedintime.

Aseriesofadjectives

Alistofadjectivesusuallyrequirescommas.However,ifanadjectiveis
modifyinganotheradjectiveyoudonotseparatethemwithacomma
(sentence3).

Examples

 Shewasyoung,beautiful,kind,andintelligent.
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 Thehousewevisitedwasdark,dreary,andrun-down.

Aseriesofverbs

Examples

 Tonyrantowardsme,fell,yelled,andfainted.
 Theboyleapt,spun,twisted,anddoveintothewater.

Aseriesofphrases

Examples

 Thecarsmashedintothewall,flippedontoitsroof,slidalongthe
road,andfinallystoppedagainstatree.

 Thedogleaptintotheair,snatchedtheFrisbeeinitsmouth,landed,
andranoffintotheforest.

MoreUses

1.Enclosingdetails

Useacommatoenclosenon-definingrelativeclausesandothernon-
essentialdetailsandcomments.Thecommaisplacedoneithersideofthe
insertion.

Examples

 China,oneofthemostpowerfulnationsonEarth,hasahuge
population.

 Goats,unlikecows,donotlikegrass.

2.Participialphrases

Examples

 Hearingthesadnews,Fredfainted.
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 Walkinghomefromschool,Imetmyoldfriend.

3.Tagquestions

Examples

 Shehatesyou,doesn'tshe?
 Wehavenobusinesstogether,havewe?

 

STUDYWRITING

MAKINGNOTES

HowtoMakeNotes

Thefollowingtipswillcomeinhandywhenmakingnotes:

5.Readthematerialcarefullyandthoroughly.

6.Underlinethekeysentencesasyouread.Thiswillhelpinformingthe

title.



lydiaakama2@gmail.com

Novels,UpdatedCPA,CIFA,CICT,CPS,ICT,IT,HighSchoolNotes(isabokemicah@gmail.com)160

7.Makearoughnoteofthemainpointsinalogicalsequence.

8.Writethefinalnotes.

Youshouldhaveinmindthatanote:

6.Shouldbeshortandtothepoint.

7.Containalltheimportantandrelevantinformation.

8.Shouldhaveinformationsystematicallydividedandsubdivided.

9.Shouldhaveashorttitle.Avoidlongsentencesastitles.

10.Mustbewritteninpointsonly.

NotesTemplate

TITLE…………………….

(f)………………………………………….

(g)…………………………………………

(h)………………………………………..

(i)………………………………………..

TAKINGNOTES

HowtoTakeNotes
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Thereisnoone"right"waytotakenotes.Verydifferentapproaches
canbeequallyeffective,dependingonthecontext.

Thekeythingistoensurethatyouremainactivelyengagedwiththe
materialwhilsttakingnotes.

Ifallyoudoiscopydownwhatyouhearorread,thenyouwon'tactually
belearninganythingatall.Youmaynotevenunderstandyournoteswhen
youcomebacktoreviewthemlater!

Dothefollowing:

(i)Beconcise
(ii)beasneataspossible
(iii)useheadingsandnumberedpoints
(iv)useabbreviations/shorthand
(v)Leavespacesinbetweenyournotesincaseofanyadditions.

Avoidthefollowing:

 copyingoutsentencesorpassagesverbatim(i.e.wordforword)
 copyingamassoffactualinformation

Afterthelesson,rewritethenotesinamoreorganizedwayadding

detailsleftout. 

1.CREATIVEWRITING

POEMS

PoemWritingTips

Thereareafewthingstothinkaboutbeforeyoustartwritingyourpoem.
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Thefollowingtipsonwritingpoemswillhelpyougetstarted.

 Knowyourpurpose.Knowwhyyouarewritingapoemandwhatyou
wantittodo.

 Pickasubject.Poemscanbewrittenaboutanytopicunderthesun.
 Avoidclichés.Thesearesayingsthathavebeenoverused,likebusy

asabee,orblindasabat.
 Useimagery.Paintwithyourwordsanduseconcretewordsthat

appealtothesenses.Abstractwordscannotgivethereaderagood
pictureofwhatyouaretryingtosay.

 Usesimilesandmetaphors.Similescomparetwothings,like“youare
sweetashoney”andusuallyusetheword“like”or“as.”Metaphors
statethatonethingisanotherthing,like“youareapig.”Things
beingcomparedinametaphorhaveatleastonethingincommonbut
areverydifferentinotherways.

 Youcanalsoconsiderusingrhyme,alliteration,consonance,etc

IMAGINATIVECOMPOSITIONS

ElementsofImaginativeCompositions

Inordertowriteagoodstory,usetheseimportantelements:

a)Characters: Referstothosewhoactinthestory.Theyshouldbepeople,
animalsorobjectsthatthinkandtalk.

b)Setting:Describestimeandplaceofthestoryforexample:classroom,
lakeside,townetc.

c)Plot: Referstotheseriesofactionsthatthecharactersgothroughas
theytrytosolveaproblem.Intheplot,wehavethe:

1.Introduction:Thisisusuallyshort.Itpresentsthecharacter,the
situationortheproblem,andpartofthesetting.

2.Development:Thissimplyshowshowthesituationaffectsthe
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charactersandwhattheydototryandsolvetheproblem.
3.Conclusion:Thisshowsthesolutionofaproblem.Itisusuallyshort.

Itmayleadtoahappy,sadorsurpriseending.

Whenwritingastory,remembertoorganisetheflowofyoureventsso
thatthereader’sinterestismaintainedthroughoutthestory.Theelement
ofsuspenseshouldalsobecreatedandmaintainedsothatthereaderwill
wanttofindoutwhatismostlikelytohappeninyourstory.

Youcancreatesuspenseby:

1.Includingmystery
2.Changingthescene
3.Creatingunexpectedevents
4.Includingdialogue
5.Givingsurpriseending
6.Movingfromonecharactertoanother

2.PERSONALWRITING

(a)Diaries

Adiaryisawrittenrecordofthingsthathappeneachday.

Itisalsoarecordofthingsyouplantodoperdayandthetimeyouplan

todoso.

Adiaryisalsothebookinwhichyouwritedownthingsthathappento

youondailybasis.

DiariestoRecordwhatisplannedtobedone

Here,werecordthingsweplantodo.

Letuslookatthesamplebelow:
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MYDIARY

DAY DATE TIME EVENT

Saturday 23rdApril,

2015

8.00am

8.15am

8.30am

8.40-10.30

10.35am–

12.30pm

1.00pm

2.00pm

7.30pm

Wakingup

Takingshower

Breakfast

ReadingHistory

Goingforskating

Lunch

ReadingtheBible

Supper

Sunday 24thApril,

2015

7.00am

8.00am

11.00am

1.00pm

2.30pm

4.00pm

6.00pm

8.00pm

Breakfast

Attendingmass

ReadingCRE(StLuke’s

Gospel)

Takinglunch

Playingvideogames

Watchingmovies

Writingnotes

Supper
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Monday 25thApril,

2015

7.30am

8.00am

8.30am

9.30am

11.30am

12.30pm

3.00pm

5.00pm

8.30pm

Waking

Shower

Breakfast

Washingclothes

Playingvideogames

Lunch

ReadingChemistry

Watchingmovies

Supper

DiariesforRecordingtheDailyObservation

MYDIARY
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Calendar

April,2016

SunMonTueWedThurFridSat

1 2 3 4 5

6 7 8 9 10 1112

1314 15 16 171819

2021 22 23 24 2526

27 28 29 30 31

ENTRY

DearDiary,

Today,Istartedwritingmyfirstpoem.Ithoughtofwhattowriteandbylunchtime,anidea

crossedmymind.Idecidedtowriteaboutcorruption.Ientitledit“AnotherBond-

Eurobond”.Ihadalottowriteaboutit.AsIwritenow,mydear,Ihavecompletedwriting

it.Hopefully,Iwillwriteanotheronebeforetheweekends.Iwillinformyouaboutitonce

thatisdone.Bye

(b)ADDRESSES

Anaddressisasuperscriptionofaletterdirectingwhotheletteris

meanttoreach.

Thewriteralsowritestheiraddressinthelettertoallowforthereply.

Anaddressiswrittenonanenvelop,letter,orpackage.
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AddressesinLetters

Addressformatvaryaccordingtothetypeofletterwritten.

Eventhoughtheyarewrittendifferently,therearecommonfeatures

suchas:

Thepostofficeboxnumber

Thepostcode

Thestreet,road,orbuildingwherethepostofficeislocated

Thecityortown

Thecountry

Therearetwoformatsofwritingaddresses:

Blockformat;and

Indentedformat

BlockFormat

Addresswritteninablock.

Paragraphsalsoblocked.

Anexampleis

KILIMAMBOGOFOODAND

BEVERAGE,

P.O.BOX555-35400,

KILIMAMBOGO–KENYA.

IndentedFormat
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Writtenonaslant.

Theparagraphsintheletterarealsoindented.

Anexampleis:

KILIMAMBOGOFOODAND

BEVERAGES,

P.O.BOX555-35400,

KILIMAMBOGO–KENYA.

Exercise

Writeeachoftheaddressesbelowastheywouldappearonyourenvelope:

(a)MigoriPolytechnic-40400-P.O.Box654-ThePrincipal-Kenya-

Migori

(b)KenyaLabour-TheDirector-30210-P.O.Box90100-Kenya-Nairobi

(c)PACKINGLISTS

Attimesyoufindyourselfforgettingsomethingwhenpackingfora

trip.

Itisimportanttogetorganized.Writingapackinglistwillbekeyin

ensuringnoitemintendedtobecarriedduringatripisforgotten.

Apackinglististhereforeachecklistforwhattobringalongwith

them.
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Tomakethemostoutofyourtripyouhavetopacktherightitems.

Whatyoupackwillhighlydependonfactorssuchas:

(a)Theplaceyouarevisiting.Ifforexample,youarevisitingaplace

whereitishot,therewillbenoneedofcarryingheavyclothes.

(b)Meansoftransport.Thereisalimittowhatoneshouldcarry

dependingontheweight.

(c)Numberofdays.

(d)Thereasonforvisiting.Forexampleifgoingonacamp,youneed

carrycampinggear.

HowtoStart

(i) Getapieceofpaperandapenandwrite“PACKINGLIST”.This

formspartofthetitle.Theotherpartistheplacetovisit.

(ii) Writenumberofdays.Itisadvisabletodothisasitwillhelpyou

tellhowmanyclothesyouwillneed.Itmightnotsoundgoodto

carryonlytwounderpants,forexample,ifthetripwilllasta

week.

(iii)Drawatablewithcolumnscontainingitemcategory,item,

quantity,anddescription.Thevariousitemcategoriesare:

Entertainmentlist,forexample,CDs,Radio,etc.

ClothingList,forexample,underpants,skirts,etc.

CampingGear,forexample,sleepingbag,

Toiletries,forexample,toothpaste,soap,etc.

(iv)Inthattablefillalltheitemsandallitscolumnsappropriately.
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SamplePackingList

TRIPTOMACHAKOSPACKINGLIST

DAYS:3Days

NO.ITEMCATEGORY ITEM QUANTITY DESCRIPTION

1. CLOTHINGLIST Trousers

Shirts

3

3

Purpleone

2whiteones

Thepinkone

Theoneprinted

“Newyork”.

Thenewly
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Underpants 4 boughtone.

Theblack,

yellow,redand

indigoones.

2. ENTERTAINMENT

LIST

CDs

Laptop

Earphone

3

1

1

Nigerian

movies

Theone

recently

bought.

Purpleone.

3. TOILETRIES Bathing

soap

Washing

soap

Toothpaste

1-250gm

½bar

50gm

FaBathing

soap.

Jamaa

Colgate

4. DRINKS Afya

Soda

2-500ml

2-500ml

Guava

flavored.

Fanta
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Exercise

YouareManchesterCityFootballclubPlayer.Duringoneofthesummer

holidays,yourclubgofora5daycamptoaveryhotplaceinUnitedArab

Emirates.Here,nobeddingsareprovided.Writeapackinglistofallthe

itemsyouwouldcarrywithyoutothistrip.

3.SOCIALWRITING

InformalLetters

Usuallywrittentopeopleknowntopeopleyouknowfairlywell.These

canbefriendsandrelatives.

Alsoreferredtoasfriendlyletters.

Theyaremeantto:

(i) Givenews;

(ii) Requestinformation;

(iii)Congratulatepeople;

(iv)Askquestions;or

(v) Giveadvice.

HowtoWriteInformalLetters

Aninformalletterhassuchelementsas:

(a)Sender’saddress.Writeyouraddresshere.Example,

MAALIKAHMED

P.O.BOX6454-90800
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KITALE

(b)Datewhentheletteriswritten.

(c)Salutation.Example,

DearTimothy,

(d)Body.Writethebodyofthetext.Includegreetings,news,other

questions,etc.

(e)Closing.Signofwithyourname.example,

Seeyousoon,

Denis

Thetablethatfollowsisofaformatofaninformalletterblended

withexplanations:

TheFormat Explanation

Address Atthetoprighthandcorner,writeyouraddress.For

example,

KeicyKimito

P.O.Box567

RONGO

Date Belowthewriter’saddress,isthedate.Forexample,

13thDecember,2015

Salutation Writtenonthelefthandsideoftheletter.Start

with:



lydiaakama2@gmail.com

Novels,UpdatedCPA,CIFA,CICT,CPS,ICT,IT,HighSchoolNotes(isabokemicah@gmail.com)174

Dear……….,

e.g.DearDrinkwater,

Dearest………,orMyDear…….,(forclosefriends

andrelatives)Example,

DearestDrinkwater,

Or

MyDearDrinkwater,

Opening

Paragraph

Youmayaskabouttherecipient’shealth.Forexample,

Howisyourfamily?

HowareyouNjuguna?Ihopethatyouandyour

familyareinthepink.

IamfineandIhopeyouareasfitasafiddle.

Content

Paragraphs

Thisiswhere:

Youmentionyourmainreasonforwriting

(paragraph2)

Givethenews

Askquestions

Youcanstartwith:

Iamwritingthisletterto…

Closing Itispropertoinformyourrecipientthatyouare
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Paragraph endingtheletter.Somephrasesyoucanuseare:

Dowritemesoon.

Pleaseconveymywarmregardsto…

Allowmetopenoffhere.

Hopetoreceiveareplyfromyou.

Bye/Goodbye

Closing Signoffwithyourname.youcansignoffusing:

Yourlovingfriend,

Yourslovingly,

Yoursaffectionately,

Yournephew,

Yourssincerely,

Keepintouch,

Yournameshouldfollow.Yourfirstnameispreferred.

TheLanguageofInformalLetters

Thelanguageusedissimpleaswellasfriendly.

YoucanusecontractionssuchasI’m,won’t,you’re,etc.

SampleFriendlyLetter

Brigit
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Annabel

P.OBOX

454—40400

SUNA-

MIGORI

5TH

September,2015

DearJames,

HiJames!HopeyouarefinebackthereinRongo.MysisterandIarevery

muchfine.

I’mjustwritingtoletyouknowIquitmyoldjobandfoundsomethingnew

inMigoritown.

IwasreallyfedupwithworkingatBananaAcademyastherewaslittle

workenoughtochallengemeanymore.Youknowme;ifthereisnoenough,

Igetboredtooeasilyandhavetofindsomethingnew.

I’mnowteachingatSunsuninMigoriandthekindofworkIdosuitsmeto

theground.Iteachtwocandidateclasses.Theworkhereisnotonly
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challenging,butitisrewardingaswell.Iknowyouwillfindithardto

believe…butyoujusthaveto.

Thatisnotallfornow!I’mgettingmarriedinacoupleofweeks.Heis

workingintheneighbouringschool.SomanypromisesIhopehewill

fulfillhehasnotstoppedtogive.Ialsofindhimthebestamongthe

many.WhenthetimecomesIbelieveyouwillcomeandcelebratewithus.

Keepintouch,

Brigit

Exercise

Youhaverecentlyjoinedanotherschool.Writealettertoyourfriend.In

yourletter

Explainwhyyouchangedschool

Describeyournewschool

Tellhim/heryourothernews

4.INSTITUTIONALWRITING

(a)PUBLICNOTICES

Apublicnoticeisanoticegiventoprovideinformationforthepublic

thatiswidespreadinawidegeographicalareaviamedia.
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Theyaremostlyplacedinnewspapersbybusinesses,countyand

nationalgovernment,andindividuals.

Theyinclude:

(i) Unclaimedproperty

(ii) Wantedperson

(iii)Dangerousperson

(iv)Governmentcontracts

(v) Aunction

(vi)Foreclosures,etc.

PublicNoticeFormat

Thepartsofapublicnoticeincludeamongothers:

i. Nameoftheorganization/institution.Letterheadispreferred.

ii. Thenwrite/type“PUBLICNOTICE”.

iii. Thetopic/theme/subject.Letthepublicknowwhatyouwantto

informthemabout.

iv. Date,time,andvenue(ifneedbe).

v. Picturetoreinforcethemessage.

vi. Nameofthewriterofthenoticeandthejobposition(and

signature,forthemoreformalones)

SamplePublicNotice

MAJIMACHAFULANDSDEALERSCOMPANY
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(P.O.Box123-00200Nanyuki,Email:

majchaf@hotmail.com,Mobile:0715234343)

PUBLICNOTICE

NoticeishearbygiventhatsonofAmosKinyanjuiresidentof

Plot(5)locatedoppositeKadikaPlaza,KilgorisEstatehas

agreedtoselltheplotmentionedinthescheduleheretodated

5thJune,2015.

Allpersonsclaiminginterestinthelandoranypartthereofby

anywayarehearbyrequiredtobringtheircomplaintsatour

Mukomiofficewithin10daysfromthedatehearof,failing

whichthesalewillbecompleted.

YoursSincerely

[sign]

FredrickWainaina

SALESMANAGER

Inthenoticeabove,apictureoftheplotcanbeincluded.

(b)INVENTORIES

Aninventoryisacompletelistofitemssuchasequipment,property,

goodsinstock,oreventhecontentsofaparticularplace.
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Alistofthingspossessedbyapersonorcompany.

Itisagoodideatokeeptherecordsofitemsownedbyapersonor

company.

Aninventorywillhavethefollowingbasicelements:

(i) Nameoftheinstitution.

Nameoftheperson,if

individuallypossessed.

(ii) Datewhentherecordsare

taken.

(iii)Itemnumber

(iv)Itemcategory

(v) Item

(vi)Quantityofitems

(vii)Descriptionoftheitem

(viii)Approximatevalueofthe

item

(ix) Thenameanddesignationof

thepersonkeepingthe

records.
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Hereisasampleinventory.

KILIMANJAROMIXEDDAYANDBOARDINGHIGH

SCHOOL

INVENTORYOFTHEEQUIPMENTASAT24TH

MARCH,2016

N

O.

1.

2

3

ITEM

CATEGORY

LABORAT

ORY

EQUIPMEN

T

ELECTRONI

CS

FURNITURE

ITEM

Test

tubes

Microsco

pes

Computer

s

Radios

Printers

Teachers’

tables

Staffroom

Chairs

QUANTI

TY

15

2

3

4

4

2

6

14

22

400

89

500

DESCRIPTI

ON

Good

condition

Damaged

Newones

Damaged

Not

working

Newones

Damaged

Good

Condition

Newly

Bought

ones

APPROXIM

ATEVALUE

INKSH.

1200

9800

72000

12000

6800

68700

14600

48000

110000

200000

44500

250000
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4

GAMES

EQUIPMEN

T

Classroom

chairs

Students’

Lockers

Office

Cupboards

Beds

Balls

Volley

ballnets

6

3

300

3

2

Good

Condition

Broken

Good

condition

NewOnes

NewOnes

Good

Condition

Punctured

Good

Condition

60000

12000

600000

3000

6000

RECORDSKEPTBY:JenifferKwamboka

sign

SchoolStoreKeeper

Exercise

YouareSt.Monica’sMissionHospitalResourceManager.Atthishospital,

recordsofitemsinitarekeptattheendofeveryAugust.Writethe

inventoryofalltheitemshere.
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