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Diaspora means- 

*people settled far from their ancestral 
homelands 

 

 

 

*the movement, migration, or scattering of a 
people away from an established or 
ancestral homeland 
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Lesson-1 
Use the Right Form of 

Verbs 

• What is Right form of verb? 

Right form of verb indicates using 
the correct form of a verb in a 
sentence according to the form of 
the subject, time of the action/event, 
and other time indicating words or 
phrases in English grammar. 

 



To grasp the concept of the 
right form of verbs, we 
need to master the rules 
first. 



Rule #1: 3rd 
Person & 
singular number 



If your subject is 3rd Person & singular number and the verb is in 
Simple Present Tense, then. Also, It is not applicable for other Tense. 

Add ‘s’/’es’ to the verb to make it plural. 

Example: 

He drinks coffee. 

She eats rice. 



Right form of verb Rule #2: Universal Truths 
 

In the case of Universal truth & the habitual 
fact: 

The sentence is in Simple Present Tense. 

Example: 

The sun gives us light. 

Humans are mortals 



Right form of verb Rule #3: Present Continuous 
 

If the work is continuing at present: 

The verb is in the present continuous. Indicative words: now, at present, at this 
moment, etc. 
 

Example: 

She is singing now. 

He is reading. 



Right form of verb Rule #4: ‘just’, ‘just now..’, etc 
 

If a sentence contains just, just now, already, yet, ever, lately, recently, etc., then: 
 

The verb will be in the present perfect tense.  

Example: 

He has just left the house 

I have already done this research 



Right form of 
verb Rule 

#5: Past time 
 



Right form of verb Rule 
#6: ‘No sooner 

had…than’ 
 

If a sentence 
contains “No sooner had 
…. than”, “scarcely had 

when”, “hardly had 
before”, etc., then: 

The first verb will be in 
the past participle form 

and the second verb 
will be in the past form.  

Example: 
No sooner had the 

thief seen the police 
than he ran away. 

Hardly had I reached the 
stop when they came. 



Right form of verb Rule #7: ‘since’ 

If the first part of ‘since’ is in present indefinite or present 
perfect tense then the next part will be past indefinite. 

Example: It has been many years since I came to Paris. 

If the first part of ‘since’ is in past indefinite tense then the next 
part becomes past perfect. 

Example: 

It was many years since they had first met. 



Right form of verb Rule #8: ‘nor, or, 
either..’ 
 
 
When nouns or pronouns are joined 
by ‘or, nor, either…or, neither… nor’: 
The verb form usually agrees with 
the noun that is closest to the verb. 
Example: Neither the President nor 
the two houses are governing now. 



Right form of verb Rule #9: ‘after’ 

If the first part of ‘after’ is in past 
indefinite tense, then the next part will 
be past perfect.  

Example: 

The teacher started the class after Raju 
had come. 



Right form of verb Rule #10: ‘while’ 

If the verb 
 

comes after ‘while’, then the verb will take 
‘ing’ with it.  

if comes after ‘while + subject’, then the 
verb will be in the past continuous tense.  

Example: 

While going to school, I saw a snake. 



Lesson-2 
Changing Voice from active to passive 

‘Voice’ – What is it? 
 

The term ‘voice’ is a term that is used to denote 
the form of the verb which shows if the subject in 
a given sentence is the doer or receiver of the 
action. The voice of a verb describes the 
relationship between the action and the 
participants (subject or object) in a sentence. 
 



There are two voices 
in the English 

language and they 
are as follows: 

 
 

• Active Voice 
• Passive Voice 

 



Active Voice Passive Voice 

•Denotes that the subject is 
performing the action. 

•Denotes that the subject is 
acted upon by the verb or 
action in the sentence. 

•The active voice does not 
require a linking verb to make 
sense. 

•The passive voice uses a 
linking verb followed by the 
past participle of the main verb. 

•The active voice focuses on the 
doer of the action. 

•The passive voice comes in 
handy when the doer of the 
action is undetermined. 

•Has a direct, clear and strong 
tone. 

•Has an indirect, weak and 
subtle tone. 

•Examples: 
• I decorated the hall. 
• Devi gave Shanthi a gift. 

•Examples: 
• The hall was decorated 

by me. 
• Shanthi was given a gift 



Rules to be Followed When Converting the Active Voice 
to the Passive Voice 

 

Conversion Rules for Active Voice and Passive Voice 

Tense Voice Simple Tense Continuous 
Tense 

Perfect Tense Perfect 
Continuous 

Tense 

Present Active Tamim plays 
cricket. 

Tamim is playing 
cricket. 

Tamim has 
played cricket. 

Tamim has been 
playing cricket. 

Passive Cricket is 
played by 
Tamim. 

Cricket is being 
played by Tamim. 

Cricket has 
been played 
by Tamim. 

No Passive 

Past Active Tamim played 
cricket. 

Tamim was 
playing cricket. 

Tamim had 
played cricket. 

Tamim had been 
playing cricket. 

Passive Cricket was 
played by 
Tamim. 

Cricket was being 
played by Tamim. 

Cricket had 
been played 
by Tamim. 

No Passive 

Future Active Tamim will 
play cricket. 

Tamim will be 
playing cricket. 

Tamim will 
have played 

cricket. 

Tamim will have 
been playing 

cricket. 

Passive Cricket will be 
played by 
Tamim. 

No Passive Cricket will 
have been 
played by 
Tamim. 

No Passive 



Change of Pronouns 

Active Voice Passive Voice 

I Me 

We Us 

He Him 

She Her 

They Them 

It It 



  
 

• Examples of the Active and Passive Voice 
Active Voice – Twinkle likes adventure stories. 

    Passive Voice – Adventure stories are liked by Twinkle. 
    Active Voice – Latha is learning French this year. 
    Passive Voice – French is being learnt by Latha this year. 
   Active Voice – Kurt has brought macaroons. 
   Passive Voice – Macaroons have been brought by Kurt. 
   Active Voice – Sidharth played cricket. 
   Passive Voice – Cricket was played by Sidharth. 
   Active Voice – They were making invitation cards. 
   Passive Voice – Invitation cards were being made by them. 
  Active Voice – Becky had packed the bags. 
  Passive Voice- The bags had been packed by Becky 
 
 



Lesson - 3 

Appropriate Prepositions 



DEFINITION 

◦ A preposition links nouns, pronouns, and phrases to other words in a
sentence. 

◦ It describes a relationship between other words in a sentence.

1. It is a letter for you. 

2. This book is on the table. 

3. They met before lunch. 



KINDS OF PREPOSITIONS 

◦ Simple Preposition 

◦ Compound Preposition 

◦ Phrase Preposition 

◦ Participle Preposition 



SIMPLE PREPOSITION 

◦ Prepositions at its basic form 

◦ Eg: At/ By/ For/ From/ In/ Of/ Off/ On/ To/ With/ Up



COMPOUND PREPOSITION 

◦ Generally formed by prefixing a Preposition to a Noun, an Adjective
or an Adverb 

◦ Eg:About/Above/Behind/Below/Within/Without/Inside/Outside/
Between/Beneath/Amongst 



PHRASE PREPOSITION 

◦ Groups of   words used with the force of   a single preposition

◦ Eg: According to/ By means of/ In order to/With regard to/ For the
sake of/ Because of/Away from 



PARTICIPLE PREPOSITION 

◦ Present participles of   verbs used absolutely without any noun or
pronoun being attached to them 

◦ Eg: Concerning/Considering/Touching/Respecting/Regarding/
Pending 



RELATIONS EXPRESSED 
◦ Place 

◦ Time 

◦ Agency, Instrumentality 

◦ Manner 

◦ Cause, Reason, Purpose 

◦ Possession 

◦ Measure, Standard, Rate, Value 

◦ Contrast, Concession 

◦ Inference, Motive, Source, Origin 



PLACE 

1. Went about the world 

2. In the sky 

3. Lay under the table 

4. Fell among thieves 

5. Stood before the door 

6. Within the house 



TIME 

1. After his death 

2. Wait till tomorrow 

3. For many years 

4. By three o’ clock 

5. Towards evening 



AGENCY, INSTRUMENTALITY

1. Sell goods at auction 

2. Destroyed by fire 

3. Cut it with a knife 

4. Sent the parcel by post 



MANNER 

1. Dying by inches 

2. Fought with courage 

3. Won with ease 



CAUSE, REASON, PURPOSE 

1. Died from fatigue 

2. Shivers with fever 

3. Laboured for good of   humanity 

4. Did it for our good 



POSSESSION 

1. The mosque of  Omar 

2. A man of  means 

3. The boy with red hair 



MEASURE, STANDARD, RATE, VALUE

1. I am taller than you by two inches. 

2. He charges interest at 9%. 

3. Cloth is sold by the yard. 



CONTRAST, CONCESSION 

1. For one enemy he has a hundred friends. 

2. With all his faults, I admire him. 

3. After every effort, one may fail. 



INFERENCE, MOTIVE, SOURCE, 
ORIGIN 
1. From what I know of   him, I hesitate to trust him. 

2. His skill comes from practise. 

3. Light emanates from the sun. 



OPPOSITE 

1. Ram is sitting opposite Shyam. 

2. His house is opposite to ours. 



IN FRONT OF 

1. He parked the car in front of  the hotel. 

2. He put the plates on the table in front of  us. 



OVER 

◦ Used to talk about a movement from one side of   a place to another,
such as surfaces or lines 

1. I shall jump over the wall and open the gate. 

2. The aircraft flew over the lake. 



ACROSS 

◦ Used to express position in relation to something which stretches
from one side of   a place to another. 

1. There was a barrier across the road. 

2. The bank is across the street. 



ALONG 

◦ Used to show the movement following a line 

1. He walked along the line. 

2. They were walking along the road. 

3. Well-wishers began placing flowers along the railings. 

4. Somewhere along the path, there is a sign post. 



TO 

◦ Indicates movement with the aim of   a specific destination which can
be a place or an event 

1. I am going to USA tomorrow. 

2. Are you going to the party? 

3. What time did you go to work? 

4. Can you tell me the way to the station? 



UP TO 

◦ Often used to express movement to a person. 

1. She came up to me and asked me what the time was. 



TOWARDS 

◦ Indicates movement in a particular direction. 

1. She was carrying a suitcase and walking towards the railway station.

2. He hit the ball towards the goal. 



AT 
◦ Used for a precise time 

1. At 3 o’clock 

2. At 9 am 

3. At sunrise 

4. At night 

5. At the moment 

6. At present 

7. At the same time 



AT 

◦ Used for a point 

1. At the corner 

2. At the bus stop 

3. At the entrance 

4. At the top of   the page 

5. At the crossroads 

6. At the end of   the road 



AT vs IN 

◦ AT is used for a small place 

◦ IN is used for a big place 

1. He lives at Alwar in Rajasthan. 

2. A temple is situated at Madurai in Tamil Nadu. 



AT vs IN 

◦ AT shows stable position 

◦ IN shows movement 

1. She is at home. 

2. The taxi is in motion. 



IN 

◦ Used for enclosed space 

1. In the garden 

2. In Delhi 

3. In India 

4. In a car 

5. In my wallet 

6. In a box 



IN 

◦ Used for long periods, centuries, years and months 

1. In 1990 

2. In the next century 

3. In the Ice Age 

4. In the past 

5. In the morning 

6. In the mornings 



IN 

◦ Used for existing state of   things 

1. He is swimming in the river. 

2. There are 25 students in the class. 



ON 

◦ Used for days and dates 

1. On Sunday 

2. On Tuesdays 

3. On 6 th March 

4. On Independence Day 

5. On my birthday 

6. On Monday evening 



ON 

◦ Used for a surface 

1. On the ceiling 

2. On the page 

3. On the carpet 

4. On the door 

5. On the floor 



Lesson-- 4 

Completing Sentences 



Completing sentences can be 
completed with these three basic 

components- 

1.Words or 

2.Phrase or 

3.Clause  

• They change according to the meaning and 
context  

 
 



Rules of Completing Sentence  

• Rule 1: Relative pronouns – who/ 
which/when/whom…… 

• Relative pronouns-এর έϠেϏ completing 
sentence-এ number ও person 
অনুযায়ী পেরর verb change হয়। 

• Example: 

• Incomplete: It is I who____________ 

• Complete: It is I who am going abroad 

 



• Rule 2: so that/ in order that 
• এ έϠেϏ  first clause-এর verb-এর tense 
অনুযায়ী main verb এর আেগ may/might 
or can/could বেস। 

• Example: 
• Incomplete: The workers work hard so 

that____________ 
• Complete: The workers work hard so that 

they may/can earn a decent salary. 
 



• Rule 3: as if/as though 

• Verb present form + as if/as though + verb 
past form 

• or, verb past form+ as if/ as though + verb 
past perfect 

• Example: 

• Incomplete: She speaks as if____________ 

• Complete: She speaks as if she was mad  

 
 



• Rule 4: So 

• (Subject+ verb+ so+ adjective) + (subject+ 
cannot/could not +verb) 

• Example: 

• Incomplete: I am so tired____________ 

• Complete: I am so tired that I cannot 
stand up 

 
 



• Rule 5: provided/ provided that/ 
providing that Or, “If” 

• Simple future form of verb+ simple present 
form of verb 

• Example: 
• Incomplete: I will get tired 

if____________ 
• Complete: I will get tired if I don’t eat 

regularly 
 



• Rule 6: though/ although 
• In this case, the meaning of the main clause 

will be contradictory to the subordinate one 
• Example: 
• Incomplete: Though he worked 

hard____________ 
• Complete: Though he worked hard, he could 

not succeed in life; The meaning of these two 
clauses are opposite 

 



• Rule 7: Since /as 
• In this case, the meaning of the main 

clause will not be contradictory to the 
subordinate one 

• Example: 
• Incomplete: As he knows English, 

________ 
• Complete: As he knows English, he may 

get a good job. 
 
 



• Rule 8: Since (1) 

• Since এর আেগর clause Μট simple present 
বা present perfect হেল পেরর main clause 
Μটেত verb এর simple past tense হয়। 

• Example: 

• Incomplete: It is ten years since________ 

• Complete: It is ten years since I met him. 

 
 



• Rule 9: Since (2) 
• িকᅀ since এর আেগর clause-Μট simple 

past হেল পেরর main clause-Μটেত verb এর 
past perfect tense হয়। 

• Example: 
• Incomplete: It was ten years 

since________ 
• Complete: It was ten years since I had 

met you last 
 
 



• Rule 10: It is time/ It is high time 

• এেϠেϏ main clause Μটেত verb এর past 
tense হয়। 

• Example: 

• Incomplete: It is time ________ 

• Complete: It is time we changed our 
schedule  

 
 



• Rule 11: Unless 
• Unless যুЅ বােকҝ main clause Μটেত verb এর সােথ 

negative form হয়। 
• Example: 
• Incomplete: Unless you obey your elders 

________ 
• Complete: Unless you obey your elders, you 

cannot succeed in life. 
• Incomplete: Unless you work hard________ 
• Complete: Unless you work hard, you will not 

prosper in life. 
 
 



• Rule 12: I wish/ would that 
• I wish/ would that যুЅ বােকҝ main clause 
Μটেত subject + were use করা হয়। 

• Example: 
• Incomplete: I wish__________ 
• Complete: I wish I were a king 
• Incomplete: Would that _______ 
• Complete: Would that he were alive. 
 
 



Lesson -- 5 

• Punctuation and Capitalization 



What is punctuation? 
The marks, such as full stop, comma, and 
brackets, used in writing to separate sentences 
and their elements and to clarify meaning 



What is Capitalization? 

 Capitalization occurs when the first 
letter in a word is an upper case  
letter. 
For example, the first word in this 
sentence contains a capital F 
 



Why do we use Punctuation and 
Capitalization?  

Marks of punctuation and capitalization help 
readers understand and interpret sentences better. 
Some marks are required to prevent misreading 
and some are optional and depend on what the 
writer wishes to achieve. For example ending a 
sentences with an exclamation mark rather than a 
period. 



Punctuation Rules 
 

Apostrophe (') 
There are three main uses of apostrophe ('): 

 
1. Contracted words: 

Apostrophe marks dropped letters. 
 

mustn't-must not / what's-what is 
 

2.Possession: 
Daniel's money / Nora's son 
The car's color / Bicycle's tire 

 
3. Plurals of "non-words": 

I only get A's and B's. 
Number 7's are the best.  



• Question Mark '?' 
•  

1. A question ends with a question mark. 
 
When is she coming? 

 
 



Comma ',' 

1. A comma separates things in series. (list of 
items) 
 
I ate pizza, a burger, and ice cream. 
I like reading, listening to music, taking long 
walks, and visiting my friends. 
 



 
2. A comma separates an interruption from the rest of the 
sentence. 
 
Mr. Walker, our teacher, is very clever. 
 
 
3. A comma separates two independent clauses that are 
connected by a conjunction such as 'but'. 
 
They wanted to purchase a new car, but their financial 
situation would not allow it. 
I would really enjoy see 



 
 

Quotation Marks (double " or single ') 
 

 
1. Quotation marks are used to identify the 
exact words of a speaker. 
 
President Bush said, "We will not tire, we will 
not falter, and we will not fail." 
 
2. For speech within speech, the other style is 
used as inner quotation marks: 
 
'Dave said, "Good afternoon, Frank"', recalled 
Frank. 
 



Lesson -- 6 

Sentence Structure 



What is the 
learning goal 
for sentence 
structure? 

Presentation title 141 

*identify subject 

and predicate in a 

sentence 

*identify different 

types of sentence 

parts 

*recognize different 

types of sentences 

 

entence 
structure 



What is sentence? 
 

• A sentence is a combination of words arranged 
in such an order that it expresses a complete 
sense or meaning. 
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There are three main 
features of sentences -- 

 
 1. Completeness of sense 

2. Correct order 
3. Combination of words 
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ELEMENTS OF THE SENTENCE 



VERB 
•  

The verb is the most important part of a 
sentence. 
Example -- 
He goes home 
He eats rice 
Rahim plays football 
 
Ask ''what does the subject do?" 
 
Answer will be 'verb' 
 
here each sentence has a verb 
goes, eats,plays are verbs in these sentences. 
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SUBJECT 
•  

He eats rice. 
 
ask "who does?" 
 
Here answer will be  ''He'' 
 
Here 'HE' is the subject. 
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OBJECT 
• He eats rice. 

 
Ask "What does the subject act with?" 
 
 
Answer will be 'object' 
 
Here 'rice' is the object. 
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ADJECTIVE 
•  

 
He is a good boy 
 
Ask "how is the subject/object? " 
 
The answer will be adjective. That means here 
in this sentence 'good' is the adjective. 
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ADVERB 
•  

 
The bird flies swiftly. 
 
Ask "how is the work done"? 
 
Here 'swiftly ' is the adverb 

•  
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Some sentence structures with 
example  

sub+Verb 
Ex-Birds fly 
Sub+Verb+object 
Ex-He eats rice 
Sub+be verb+adjective 
Ex-She is beautiful 
Subject + verb + complement 
Ex- He is a student. 
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Lesson -- 7 

Phrase 



Phrase: 
 a group of related words that is used as a single part of speech. 
 missing either a subject or a predicate – so NOT a complete sentence.   

 
 

 walking to school (no subject) 
 the boy next door (no predicate) 

 



Three types of phrases 

Prepositional phrases 
Adjective phrases 
Adverb phrases 
 

Verbal phrases 
Infinitives 
Participles 
Gerunds 
 

Appositive phrases 
 



1. Prepositional Phrases 

Contain a preposition and a noun or pronoun 
 

on the road  beside the ducks 
over the river from Grandma 
to the gym  above me 



Adjective Phrases 
prepositional phrases that modify nouns or 
pronouns 

 
We ordered a dish of salsa. 

 
 The park near the bay is beautiful.  

 
 The man with one arm committed the  
crime.  

 
 

N 

N 

N 

Adjectives modify 
nouns and pronouns 



Adverb Phrases 
prepositional phrases that modify verbs, 
adjectives, or adverbs 

 
The mole burrowed under the lawn.  

 
 I am excited by this discovery.  

 
We arrived late at night.  

V 

ADJ 

Adverbs modify verbs 
by telling us: 
- When? 
- Where? 
- How? 

ADV 



2. Verbal Phrases 

When a word that looks like a 
verb really functions as a 
different part of speech. 

 



A verb that 
isn’t really a 
verb is a 
verbal?? 

This is 
stupid.  
I don’t 
get it. 



Important Concept:   
 

The part of speech depends on how a word is 
used in a real sentence. 

 
 

For example:  
 
 

The girl in the store is exhausted.  
 
 

I saw the girl in the store.  
 

N Adjective Phrase 
(which?) 

  Adverb Phrase 
(where?) 

V 



There are three types of 
verbal phrases: 

1. Infinitive 
2. Participle 
3. Gerund 

Grammar is stupid. 

Grammar is stupid. 

Grammar is stupid. 



Infinitive 
 

Clue:  look for the word “to” next to what 
looks like a verb. 

 
Sam likes to eat. 

 
I am trying to get in shape.  

 
To forgive is divine.  

Infinitives look like verbs but 
function as NOUNS! 

…likes what? 

…trying what? 

…is what? 



EXPLANATION:  
Sam likes to eat.  

 
• It seems like “eat” is just a verb, but when it’s 

with the word “to”, the two words together are 
telling us WHAT Sam likes to do.   

 
• That makes the phrase “to eat” a noun. 



EXPLANATION:  
I’m trying to talk to you.  

 
• It seems like “talk” is just a verb, but when it’s 

with the word “to”, the two words together are 
telling us WHAT the subject is trying.  

 
• That makes the phrase “to talk” a noun. 



Don’t forget:  look 
for the “to” next to 

what looks like a 
verb. 



Participle 

• a word ending in -ing or -ed that helps 
describe something 

Participles look like verbs but 
function as ADJECTIVES! 



Three examples of participles.   
 
We watched an exciting film.  
 
 
The receiver made a diving catch. 
 
 
The man admired the painted barn. 

N 

N 

N 



Wait! Shouldn’t “diving” be a verb? It 
sounds like action! 

It depends on the sentence.  Here, “diving” 
describes the catch, so it’s an adjective.   

 
It might be a bobbled catch or a leaping catch, but it 

is a diving one. 

Diving is not an action done by a subject.  
It describes the type of catch.  



Participial phrases 
Participles can also be in phrases. Look for “-ing” or     “-ed”. 
 
The people standing in line grew irritated. 
  Which people?  The ones standing in line. 
 
Determined to make the team, Jo shot baskets every night. 
 For what reason did Jo shoot?  Because she’s determined to 

make the team. 

N 

N 



Gerund 
• A gerund ends in –ing 
• A gerund always functions as a 

noun. 

Gerunds look like    
–ing verbs but 

function as 
NOUNS.  



Gerunds:  end in -ing 
You can learn a lot from studying. 
 You can learn a lot from what?  Studying. 
 
Reading is a wonderful activity.  
 What is a wonderful activity? Reading. 
 

If you can ask a 
“what” question, 

and the word 
answers it, then it 

is a noun—a 
gerund. 

 



Gerunds in phrases 
A gerund can also be in a phrase: 
Laura enjoyed vacationing in Michigan. 
 Laura enjoyed what?  Vacationing in Michigan. 

 



3. Appositives 

•  gives information which 
helps us be POSITIVE that we 
know what is being talked 
about 



Appositive Phrases 
In each of the examples, the underlined part is 

the appositive. 
 
Larry, the plumber, fixed the sink. 
 
An excellent dancer, Rebecca took years of 
lessons. 
 
Miss Piggy, Kermit’s girlfriend, won first prize. 

Appositives are SO easy! They just tell us extra 
information about a noun.  



REVIEW: 

• A phrase is a group of words that 
functions as a single part of speech. 
 

• A phrase is missing either a subject or a 
predicate 

 
• Phrases are not complete sentences 
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Chapter-1 

Process Writing 



What is Process Writing 
 

An approach to teaching composition that 
emphasizes writing as a series of recursive steps, 
often including brainstorming, planning, 
drafting, revisioning, and editing. 
 



Resources for Writers: The Writing Process 
 

Writing is a process that involves at least four 
distinct steps: prewriting, drafting, revising, and 
editing. It is known as a recursive process. While 
you are revising, you might have to return to the 
prewriting step to develop and expand your 
ideas. 
 



Prewriting 
 

• Prewriting is anything you do before you write 
a draft of your document. It includes thinking, 
taking notes, talking to others, brainstorming, 
outlining, and gathering information (e.g., 
interviewing people, researching in the library, 
assessing data). 

• Although prewriting is the first activity you 
engage in, generating ideas is an activity that 
occurs throughout the writing process. 

 



Drafting 
 

• Drafting occurs when you put your ideas into sentences 
and paragraphs. Here you concentrate upon explaining 
and supporting your ideas fully. Here you also begin to 
connect your ideas. Regardless of how much thinking 
and planning you do, the process of putting your ideas 
in words changes them; often the very words you 
select evoke additional ideas or implications. 

• Don’t pay attention to such things as spelling at this 
stage. 

• This draft tends to be writer-centered: it is you telling 
yourself what you know and think about the topic. 

 



Editing 
 

• Check for such things as grammar, mechanics, 
and spelling. The last thing you should do 
before printing your document is to spell 
check it. 

• Don’t edit your writing until the other steps in 
the writing process are complete. 

 



Revising 
 

• Revision is the key to effective documents. Here you 
think more deeply about your readers’ needs and 
expectations. The document becomes reader-centered. 
How much support will each idea need to convince 
your readers? Which terms should be defined for these 
particular readers? Is your organization effective? Do 
readers need to know X before they can understand Y? 

• At this stage you also refine your prose, making each 
sentence as concise and accurate as possible. Make 
connections between ideas explicit and clear. 

 



THE PROCESS OF MAKING A CUP OF TEA 
 

Making a cup of tea is a very simple process. When the family 
members are away it looks odd to prepare for the guest but one 
has to manage it. For preparing a tasty and flavored tea, certain 
points are to be kept in mind, Take water in a kettle according to 
the need for the quantity of tea. The kettle should be clean. Heat 
the water till it begins boiling. When the water had boiled off 
some time, put leaves of tea and some cardamom into it to get a 
tasty flavor. Of course, the number of tea leaves added will vary 
according to our taste whether we want to string, light or 
moderate tea. Takedown the kettle a poured tea in a teapot. 
Now boil mild and put it into a milk pot. Put some sugar in hot. If 
it’s a winter season, cover the teapot with a woolen cloth. 
Arrange all the things with cups on a table. The tea is ready to be 
enjoyed. None of the parties goes complete without this hot 
drink. 
 



How to make a cup of tea 
 

We will start this blog post with a very simple question “How 
do you make a cup of tea?” That’s an easy one you may say. 
There are simple steps and order in which you must do things: 
1. Fill up the kettle with water 
2. Boil the kettle 
3. Place a teabag in your favourite mug 
4. Pour boiling water into your favourite mug 
5. Brew the tea for a few moments 
6. Remove and dispose of the teabag 
7. Add milk 
8. Add sugar 
9. Stir the tea 
10. Enjoy the hot drink 
 



How to Learn English 
English is treated as a lingua franca to communicate internationally and helpful to get 
good jobs. Therefore, if you want to improve your English skill, you follow certain steps 
when learning English. 
 Firstly, vocabulary : Without words, you cannot do anything. To memorize many 
words and learn new words everyday is important. However, it is certainly very boring 
and difficult to spend a long time and try to remember words letter by letter. Learning 
words through reading artical or fiction is always an efficient way.  
Secondly, having a good grammar : You need a good enough grammar to organize 
your sentences and express it accurate. You need numbers of practices in writing 
sentences with varied kinds of grammar. Write and write with simple sentence . Let 
write daily.  
Finally, it is also important to learn how to pronounce 
the English clearly, or the other peoples may hard to understand  you when you are 
speaking. You should speak more english every day and pay attention on how the 
teacher speaking english. Let listen and sing favorite English songs. 
It is not easy to learn english well, there are a lot of difficulties on the way of learning. 
If you follow to this way, you can develop your English skill and more confident to 
comunicate with other people. 
 



Chapter--2 

Completing Stories 



(1) There lived two rats in a house. They were so happy. The led their lives by 
stealing food from the house. One day they together stole a piece of cake. They 
could not divide it between themes. They started to quarrel over their share. As they 
could not take decision, they went to a monkey ….. 
 

Two Foolish Rats and a Cunning Monkey  
There lived two rats in a house. They were so happy. The led their lives by 
stealing food from the house. One day they together stole a piece of cake. 
They could not divide it between themes. They started to quarrel over 
their share. As they could not take decision, they went to a monkey for 
right division of their bread. They asked the monkey to divide the piece of 
bread equally. The monkey was very clever. He assured them that he 
would divide the bread equally between them but they must give him 
some. The rats agreed. The monkey began to divide the piece of bread. As 
the pieces were not equal, one side became lighter than other. To make 
two sides equal, the monkey ate a bit off a portion from the heavier side 
and weighed again. But this time the lighter side became heavier and he 
again ate a portion from this heavier part. The monkey continued this trick 
many times. The rats could realize their foolishness and lost the cake. 
 



(2) You will have heard the name of Bayazid Bostami. He loved his mother very 
much. His devotion to his mother is well known to all. One night Bayazid was 
studying while his mother was sleeping. Suddenly he heard that his mother was 
uttering, “Water, water”. Bayazid went to his mother but found her sleeping. Then 
he went to the pitcher for water. Unfortunately, the pitcher was totally empty. It was 
deep….. 

 
Bayazid's Devotion to Mother  

You will have heard the name of Bayazid Bostami. He loved his mother very much. His 
devotion to his mother is well known to all. One night Bayazid was studying while his 
mother was sleeping. Suddenly he heard that his mother was uttering, “Water, water”. 
Bayazid went to his mother but found her sleeping. Then he went to the pitcher for 
water. Unfortunately, the pitcher was totally empty. It was deep dark night. But his 
love for mother removed all his fear. He took the pitcher and went outside to bring 
water. The source of water was not near. He had to go to a spring far away from his 
house. After about two hours he returned home with water. This time his mother was 
in deep sleep. He was standing beside his mother’s bed holding the glass of water. The 
night passed and his mother was surprised to see Bayazid standing with a glass of 
water her bed. She prayed to Allah for Bayazid. 
Almighty Allah granted her prayer. Bayazid Bostami became famous all over the world. 
Allah made him one of his greatest devotees. 
 



(3) Once upon a time there was a shepherd in a village. He used to tend a flock of 
sheep in a nearby field. There was a thick forest next to the field. The shepherd was 
a great liar. He always got pleasure to cheat people with his lies. While tending sheep 
in the field, he often cried out, "Wolf, Wolf, help, help!” 
 

A Liar Shepherd  
Once upon a time there was a shepherd in a village. He used to tend a flock of sheep 
in a nearby field. There was a thick forest next to the field. The shepherd was a great 
liar. He always got pleasure to cheat people with his lies. While tending sheep in the 
field, he often cried out, "Wolf, Wolf, help, help!” Hearing his shouting the farmers 
usually left their work and rushed to him in order to save him. But the boy laughed 
and got pleasure thinking that the farmers were foolish.  
One day a wolf really came. The boy now cried aloud to attract the farmers. He cried 
and cried for help. No farmer responded to his crying because they thought that the 
shepherd was making fun with them. So, they did not come to help the boy. The wolf 
found the cowboy alone and killed him. After eating his flesh it went away. The liar 
shepherd was thus punished for his lie. 
 



(4) One day a lion was sleeping in its cave. A mouse was playing nearby. While 
playing, the mouse came on the lion's body. When it came on the lion’s ear, the lion 
woke up and became very angry. He caught the mouse and said, "O little mouse, 
how dare you tease me? I’ll kill you now. 
 

 A Lion and a Mouse  
One day a lion was sleeping in its cave. A mouse was playing nearby. While playing, 
the mouse came on the lion's body. When it came on the lion’s ear, the lion woke up 
and became very angry. He caught the mouse and said, "O little mouse, how dare you 
tease me? I’ll kill you now. 
Hearing this, the mouse became frightened and begged for its life. It said, “One day I 
may help you in your danger." Hearing this lion laughed but let it free. Some days later, 
the lion was caught in a hunter's net. He began to roar. The mouse heard the roar of 
the lion. It cut the net with its sharp teeth and saved the lion. 
The lion became very grateful. He apologized to the mouse for his previous behavior. 
He said, "I’ve learnt a great lesson that even a little creature can help a big creature."  
 



(5) Once there lived an old man in a village. He had three sons. They used to quarrel 
with one another. The old man was anxious of this matter. He was always in a 
gloomy mood. He thought how to stop the quarrel. The old man was intelligent. One 
day he found out a way to stop the quarrel. He made a plan. 

 Unity Is Strength  
Once there lived an old man in a village. He had three sons. They used to quarrel with 
one another. The old man was anxious of this matter. He was always in a gloomy 
mood. He thought how to stop the quarrel. The old man was intelligent. One day he 
found out a way to stop the quarrel. He made a plan. 
He told his elder son to bring some sticks and to tie the sticks in a bundle. He told him 
to break the bundle. The elder son could not break the bundle. The same thing 
happened to the other two brothers.  
Then the old man then untied the bundle and gave his each son a stick separately to 
break. All of them broke the sticks. 
Then the old man said, “My boys, you are like the sticks. When the sticks were 
together, you were not able to break them but when they were separated, you could 
break them easily. Now if you continue your quarrel, everyone will get chance to harm 
you. Remember, unity is strength 



 
 
(6) Once upon a time, a crow became very thirsty. It was summer and the weather 
was very hot. There was little water in that place. The crow flew here and there 
looking for water. But it could not find water anywhere.  It seems that……… 

   
  A Thirsty Crow  
Once upon a time, a crow became very thirsty. It was summer and the weather was 
very hot. There was little water in that place. The crow flew here and there looking for 
water. But it could not find water anywhere.  It seems that it was about to die for the 
thirst of water. But it did not lose heart. The crow continued its search and found a 
pitcher to drink water. But there was a little water at the bottom of the pitcher. The 
crow tried to drink but failed. The water level was too far for the crow’s beak to reach. 
It tried to find out a good plan. At once it hit upon a plan. It picked up stones one by 
one and dropped them into the pitcher. After dropping a number of stones, the water 
level in the jar roses high enough to reach. Then, the crow drank water. Thus the crow 
saved his life by the use of his wisdom.   

 



Chapter--2 

Completing Stories 



Chapter--3 
 

Dialogue Writing 



1. A dialogue between two friends about how to Learn/Improve English. 
 

Lima : Hello, Mahi. How are you? 
Mahi : I’m fine. What about you? 
 
Lima : I’m not in a good mood. 
Mahi : But why? 
 
Lima : I am worried about my weakness in English. I have got very poor marks in   
     English in the first term exam. 
Mahi : Don't be upset. You know that I myself was weak in English too. 
 
Lima : Can you suggest me how I can be skilled at this subject? 
Mahi : Of course. Firstly, you have to learn all the basic rules of grammar. It will help  
  you to write correctly in the answer script. 
 
Lima : English Grammar is not very hard to me. In fact I don't know sufficient words.   
  Hence, I fail to make sentence properly. 
Mahi : If you understand grammatical rules appropriately, then your  problem is not  much 
 bigger. You just need to increase your vocabulary. Beside this, you can   
 form a group or join in any English language club. To achieve fluency in speaking, 
  
 



Lima : I feel shy because often I do not understand others. 
Mahi : To increase your listening skill, you can listen to the BBC or VOA news. You can 
    watch English cartoons on different channels. You also can watch 
English news    on Television. 
 
Lima : Often I can not concentrate on all these. 
Mahi : But why? 
 
Lima : I don’t feel easy to learn English. It seems to me very tough. 
Mahi : Try to love this language. Your learning will be easy. Remember that reading is 
    for pleasure. I will suggest you to read your English text book and 
at least an     English newspaper daily. Don’t forget to write in the 
paper daily. In this way you     will develop  your reading and writing 
skills. 
 
Lima : In this regard I need your help. 
Mahi : I’m always ready to give you times. Let’s sit in the reading room of our school 
    from tomorrow during the breaking time. 
 
Lima : I will avail of this opportunity. 
Mahi : So, See you tomorrow. 
 
Lima : See you and thank you for your response and advice. 
Mahi : You are most welcome. 
 



2. Dialogue between two friends about the Importance of Learning English. 

Saju : Hello, Raju. How are you? 
Raju : I am quite well. And what about you? 
Saju : I am fine. What are you reading so attentively? 
Raju : I am reading an article in the newspapers. 
Saju : What does it say? 
Raju : It is about the importance of learning English. 
Saju : English is truly essential in our life, isn't it? 
Raju : Of course. To speak the truth, it is needed in every sphere of life. 
Saju : I also think so. 
Raju : English is compulsory in school, college and higher education, in our 
professional life and  even in our practical life. 
Saju : So we can say that English has become an important part of our life. 
Raju : Absolutely right. In fact without knowing English well, it is not possible 
for us to lead a  prosperous modern life. 
 



Saju : As far as I know, the skill in this subject plays a good role to get a better 
job. 
Raju : Right you are. Today, most of the employer organizations want 
employees who have a  good command over English. 
Saju : If anybody wants to take higher education in abroad, he/she must have 
good command on  English because all the books of higher education 
are written in English or translated into  English. 
Raju : Hmm.. You are right. You know that the age we belong to today is the 
age of  globalization. Apart from, The whole world has become a global 
village. So the world  needs a common language and it is English. 
Saju : So, we must have to learn English well. 
Raju : Of course. I also think that. 
Saju : Thank you. 
Raju : You are most welcome. 

 



3. A dialogue between two friends about the Importance of reading 
newspaper. 

Sadim : Hello, Ramim. How are you? 
Ramim: I am fine, what about you? 
Sadim : I am well, but confused about a matter. 
Ramim : Confused? About what? 
Sadim   : My elder brother has suggested me to read newspaper daily. Do you think 
 that it is important and beneficial to us? 
Ramim : Of course. Don’t you know the importance of reading newspaper? 
Sadim  : To speak the truth, I am in the dark about it. 
Ramim : Newspaper is the mirror of our society, country and  even the word. In a 
 word, what happens in the world exactly fits in the newspaper. 
Sadim  : Is it? How it benefits us? 
Ramim : Newspaper keeps us update with the newer information about  various 
 things. This information increases our general knowledge. By the bounty of 
 it, we are able to know  the daily affairs of home and abroad, important 
 events, education, literature, entertainments and what not. 
Sadim  : Do you read newspaper regularly? 
Ramim : Of course. It is one of my daily habits. You should read it daily too. 
 



Sadim  : But there are so many Bengali and English dailies in our country. Which 
 should I read? 
Ramim : I read The Prothom Alo and The Daily Star everyday. You can also read those 
 two. 
Sadim  : I have made up my mind. From tomorrow, I will start reading newspaper. 
 Thank you very much for your wise advice. 
Ramim : You have to remember that sometimes false news is published in the 
 newspapers. It doesn’t happen all the time.  
Sadim  : Why does it happen? 
Ramim : It happens mostly for political reason and the yellow journalists are 
 responsible for this. 
Sadim  :  I can understand now. Thank you very much for your advice. 
Ramim : You are most welcome. 

 



Chapter--4 
 

Poster Writing 





COVID-19 

• Use masks while going out 
• Use hand sanitizer 
• Take Vaccines 
• Avoid crowded places 
• No Mask No Service 

Follow the rules of health 
 





Road Accident 

• Make the people aware of road accident 
• Follow the traffic rules. 
• Use foot-over bridge. 
• Use Zebra-Crossing. 
• Avoid faulty vehicles. 
• Love yourself. 
 



Save Trees Save The Earth 

• Make everyone aware of tree plantation. 
• Do not cut down trees. 
• Plant trees more and more. 
• Trees give oxygen. 
• Arrange tree plantation programme. 
• Trees are our best friends. 
• No existence of life can be imagined without trees. 

 



Chapter--5 

 
Report Writing 



 
Report Writing 
General Tips:- 

 
 
• 1) Write a report in the past tense. 
• 2) Give title to the report. 
• 3) Write a report in two or three paragraphs. 
• 4) Give events as they happened. 
• 5) Give detailed information about the programme or 

event. 
• 6) Give nature or name, occasion, organizers, date, time 

and venue of the event in the report.  
• 7) All the information given in the report may be imaginary. 
• 8) Give the details of chief guests, participants etc. 
• 9) Use simple and clear language. 
 



Parts of the News/Report 
  

 

• 1. The Headline - Write the given headline in capital letters. It should be in Present 
Tense. Avoid articles, prepositions, helping verbs and conjunctions. 
 

• 2. Dateline- Includes 
 

• I)   Name of reporter or news agency: e.g. By our Reporter/By our local Reporter 
• ii)  Date: e.g. August, 2 
• iii)Name of city/town: e.g. Mumbai. 
 
 
• 3. The Lead /Intro: The first paragraph of news is known as lead because it leads 

readers to the second paragraph of news. It should be of three /four lines or 
within 30 words. This paragraph provides answers to the questions like who, how, 
where ,when, why and what. These questions are asked in respect of the event or 
incident that happened. 
 

• 4.  Continuing paragraph.; It gives  the detailed description of the event.The 
sequence of description is most important, important ,less important ,least 
important. 

 



 
1. Write a report on road accident.  

 12 KILLED IN BUS ACCIDENT 
By Our Staff Reporter, 
Solapur: 15th December. 
 About 12 persons were killed and 13 injured in a strange accident when  a 
bus struck a huge tree at 4 a.m. on Pune-Solapur highway near Degaon due to 
brake problem of the bus. 
 The super –express bus coming from Chiplun and bound to Solapur came 
near Degaon at 4 a.m. .It suddenly struck a huge tree . The accident was very 
horrible .The front part of the bus was completely damaged. Many people 
could not understand as they were in sleep. The driver of the bus who 
escaped unhurt said to have lost control as the break failed. The bus was 
carrying 6 passengers .Out of 12 persons 9 died on the spot and 3 died in the 
hospital. The injured were admitted to the civil hospital. The government 
declared Tk. 100000/- each for families of the dead. The police arrived with 
an ambulance after an hour. 

 



2.Write a report on Price Hike of Essential Commodities. 

Price Hike of Essential Commodities 
  
Sujon Ahmed, Dhaka, 10 January: More than ever the prices of essential commodities 
are going up by leaps and bounds. All previous records of high prices have already 
been broken. Rice, fish, meat, chicken, edible oils, and vegetables are being sold at 
exceedingly high prices. The price hike hits the poor people seriously. 
  
However, the prices of rice and vegetables have gone down recently owing to season's 
new rice and vegetables. But one liter of soybean oil, sold at Tk.120 one month back, 
is now being sold at Tk. 130. Similarly the price of kerosene oil now brings sufferings to 
the villagers. The hoarders are mainly responsible for this unusual price hike. Strict 
measures should be taken by the government to curb the hoarders' ill motive which 
creates artificial crisis of essential commodities. 
  
The government has already made open sale arrangement of rice to check the price 
hike and as such it is now under control. But the prices of sugar, washing soap, onion, 
garlic, spices, and some other necessary items are still beyond the purchasing capacity 
of the common people. If this trend of rising prices cannot be controlled, the people 
of low income group will not be able to buy their daily necessaries and so they will 
suffer from untold sufferings. 
 



3. Write a report on Massive Fire in a Garment Factory. 

 A Garment Factory Caught in Fire in Savar 
  
Mahibur, Savar, 15 January: A devastating fire broke out in a garment factory unit of 
the Hamim group at Ashulia, Savar leaving at least 120 workers and employees dead. 
The cause of the fire is shrouded with mystery. 
  
Smoke engulfed the whole building as a result of which the people inside the building 
could not come out of the building in spite of their best efforts. The Fire Brigade and 
Civil Defense rushed to the spot immediately to extinguish fire. The Bangladesh Army, 
Bangladesh Air Force also sent their personnel and helicopters to rescue the people. 
Even the people of all walks of life joined the rescue operation spontaneously. 
  
After working hard for nearly 8 hours, the Fire Brigade and Civil Defense in 
collaboration with other agencies succeeded in extinguishing fire. The fire claimed 31 
lives and left many others injured. The wounded were admitted into different 
hospitals and clinics of the city. 
  
The government has already formed a 3-member inquiry committee to find out the 
cause of the fire. 



 
 

THANK YOU 


