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UG Course- I Year(BBA, BCA & B.Com) 

Foundation Course-Paper-1 (English) 

Unit – 1 : Understanding Indian  Culture 

1. Where the mind is without Fear 

Author 

 Rabindranath Tagore  
 Nobel Prize winner in Literature (1913) for Gitanjali  
 A great Indian poet, philosopher, and nationalist thinker  

 

  About the Poem 

 Originally written in Bengali as part of Gitanjali  
 A prayer poem expressing the poet’s vision of an ideal nation  
 Written during the time of British colonial rule in India  

 

  Central Idea / Theme 

The poem presents Tagore’s dream of a free, fearless, and progressive India where: 

 People live without fear  
 Knowledge is accessible to all  
 Society is united beyond narrow divisions  
 Truth and reason guide actions  

 

  Summary 

Tagore prays to God to awaken his country into a “heaven of freedom.” He imagines a nation 
where: 

 People are fearless and confident  
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 Knowledge is free and not restricted  
 The world is not divided by narrow domestic walls (like caste, religion, or region)  
 Words come from truth and honesty  
 People strive for perfection tirelessly  
 Reason prevails over blind beliefs  
 The nation moves forward toward progress  

 

  Important Themes 

1. Freedom and Fearlessness 

 True freedom is not just political but also mental and intellectual freedom  

2. Unity 

 Criticism of divisions like caste, religion, and regionalism  
 Advocates a united society  

3. Knowledge and Education 

 Education should be free and accessible to everyone  

4. Truth and Honesty 

 Words should come from truth, not falsehood  

5. Rational Thinking 

 Emphasizes reason over superstition  

6. Progress and Perfection 

 Continuous effort toward improvement and excellence  

 

  Literary Devices 

 Metaphor  
o “Narrow domestic walls” → social divisions  

 Personification  
o “Reason” is described as guiding the mind  
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 Alliteration  
o “Where the world has not been broken up…”  

 Anaphora  
o Repetition of “Where” at the beginning of lines  

 

  Important Lines Explained 

 “Where the mind is without fear and the head is held high” 
→ A society where people have dignity and confidence  

 “Where knowledge is free” 
→ Equal access to education  

 “Into that heaven of freedom, my Father, let my country awake” 
→ A prayer to God for a better nation  

 

  Key Points for Exams 

 It is a patriotic and philosophical poem  
 Reflects Tagore’s vision of an ideal India  
 Focuses on freedom, unity, truth, and reason  
 Uses simple language but deep meaning  

 

❓ Possible Questions 

Short Answer: 

1. What does Tagore mean by “narrow domestic walls”?  
2. Why does the poet emphasize fearlessness?  

Long Answer: 

1. Explain the central idea of the poem.  
2. Discuss Tagore’s vision of an ideal nation.  
3. Analyze the poem as a prayer for freedom.  
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3. Chicago Speech (1893) 
✍ Speaker 

 Swami Vivekananda  
 Disciple of Ramakrishna Paramahamsa  
 Key figure in introducing Indian philosophy to the Western world  

 

  Occasion 

 Delivered at the Parliament of the World's Religions  
 Held in Chicago  
 Date: September 11, 1893  

 

  Central Idea / Theme 

The speech promotes: 

 Religious tolerance and universal brotherhood  
 Acceptance of all religions as true  
 Unity among different cultures and beliefs  

 

  Summary 

Swami Vivekananda began his speech with the iconic words “Sisters and Brothers of 
America,” which received a standing ovation. 

In his speech, he: 

 Expressed pride in India’s ancient culture and spiritual heritage  
 Highlighted the importance of tolerance and acceptance  
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 Criticized religious intolerance, fanaticism, and bigotry  
 Emphasized that all religions lead to the same ultimate truth  

He concluded with a hope that the gathering would help end: 

 Sectarianism  
 Fanaticism  
 Religious violence  

 

  Key Themes 

1. Universal Brotherhood 

 Addressing the audience as “Sisters and Brothers” shows unity and equality  

2. Religious Tolerance 

 Advocates respect for all religions  
 Promotes harmony instead of conflict  

3. Pride in Indian Culture 

 Presents India as a land of spirituality and acceptance  

4. Anti-Fanaticism 

 Strong criticism of religious hatred and narrow-mindedness  

 

  Style & Rhetoric 

 Powerful Opening  
o “Sisters and Brothers of America” created instant emotional connection  

 Simple and Clear Language  
o Easy to understand yet impactful  

 Appeal to Emotion (Pathos)  
o Promotes unity and peace  

 Repetition  
o Reinforces key ideas like tolerance and harmony  
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  Important Quotes Explained 

 “Sisters and Brothers of America” 
→ Shows inclusiveness and universal kinship  

 “We accept all religions as true” 
→ Core idea of religious tolerance  

 Condemnation of fanaticism 
→ Highlights dangers of religious extremism  

 

  Significance of the Speech 

 Made Swami Vivekananda famous worldwide  
 Introduced Hindu philosophy to the West  
 Promoted India’s image as a spiritually rich nation  
 Still relevant in today’s world of cultural and religious diversity  

 

❓ Possible Questions 

Short Answer: 

1. Where was the Chicago Speech delivered?  
2. What was the main message of Vivekananda’s speech?  

Long Answer: 

1. Discuss the themes of universal brotherhood in the speech.  
2. Analyze the significance of the Chicago Speech in modern times.  
3. How did Vivekananda promote religious harmony?  
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 3. R.K. Narayan’s An Astrologer’s Day 
Author 

 R. K. Narayan  
 One of the most popular Indian English writers  
 Known for stories set in the fictional town of Malgudi  

 

  About the Story 

 A short story with elements of irony and suspense  
 Focuses on fate, coincidence, and human psychology  
 Set in a busy Indian marketplace  

 

  Central Idea / Theme 

The story explores: 

 Fate vs Free Will  
 Deception and Reality  
 Guilt and Redemption  
 Irony of life  

 

  Summary 

The story revolves around an astrologer who: 

 Pretends to predict people’s future without real knowledge  
 Uses observation and clever talk to impress customers  

One evening, a man named Guru Nayak approaches him. During their conversation: 

 The astrologer realizes that this man is the same person he once tried to kill in his past 
during a village fight  

 The astrologer had run away, believing the man was dead  
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To protect himself: 

 He cleverly tells Guru Nayak that the person he is looking for (himself) is dead  
 He advises him to return home and avoid further danger  

After the man leaves: 

 The astrologer feels relieved and confesses the truth to his wife  
 He is happy that he is free from the burden of his past  

 

  Key Themes 

1. Fate vs Free Will 

 The astrologer’s life changes due to one incident  
 Fate brings Guru Nayak back into his life  

2. Appearance vs Reality 

 The astrologer is not real, but people believe him  
 Highlights how easily people trust appearances  

3. Guilt and Redemption 

 The astrologer carries guilt for years  
 Finds peace after learning the man is alive  

4. Irony 

 A fake astrologer correctly predicts the truth about Guru Nayak  
 He unknowingly becomes a “true” astrologer  

 

  Characters 

1. The Astrologer 

 Clever, observant, and practical  
 Hides his past identity  
 Not truly knowledgeable about astrology  



 

9 
 

2. Guru Nayak 

 Determined and revengeful  
 Searching for the man who attacked him  

3. Astrologer’s Wife 

 Simple and practical  
 Represents domestic life  

 

  Literary Devices 

 Irony  
o The astrologer becomes truthful at a crucial moment  

 Suspense  
o Builds tension when Guru Nayak appears  

 Imagery  
o Vivid description of the marketplace  

 Foreshadowing  
o Hints about astrologer’s mysterious past  

 

  Important Points 

 The astrologer’s success depends on psychology, not astrology  
 The story shows how past actions shape the present  
 Ends with a twist and relief  

 

  Significance 

 A fine example of Indian English Literature  
 Reflects everyday Indian life and human behavior  
 Known for its simple language and deep meaning  

 

❓ Possible Questions 

Short Answer: 
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1. Why did the astrologer leave his village?  
2. How does the astrologer impress his customers?  

Long Answer: 

1. Discuss the theme of irony in the story.  
2. Analyze the character of the astrologer.  
3. Explain the role of fate in the story.  

 
 

  4.The Sundara Kanda – An Introduction 
✍ Author (Original Epic) 

 Valmiki  
 Composer of the Ramayana  

 

  What is Sundara Kanda? 

 The fifth book (Kanda) of the Ramayana  
 Focuses mainly on the heroic deeds of Hanuman  
 Considered one of the most important and inspiring sections of the epic  

 

  Meaning of “Sundara” 

 “Sundara” means beautiful  
 It symbolizes:  

o The beauty of devotion  
o The beauty of courage and faith  
o The inner beauty of characters like Hanuman and Sita  

 

  Summary of Sundara Kanda 

The Sundara Kanda narrates the journey of Hanuman as he: 
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1. Leaps across the ocean to reach Lanka  
2. Searches for Sita, who has been abducted by Ravana  
3. Finds her in the Ashoka grove  
4. Delivers Rama’s message and reassures her  
5. Demonstrates his strength by destroying parts of Lanka  
6. Allows himself to be captured and later burns Lanka  
7. Returns safely to inform Rama  

 

  Key Themes 

1. Devotion (Bhakti) 

 Hanuman’s unwavering devotion to Rama  

2. Courage and Strength 

 Hanuman’s fearless journey and heroic acts  

3. Hope and Faith 

 Sita remains hopeful despite suffering  

4. Good vs Evil 

 Represents the conflict between righteousness (Rama) and evil (Ravana)  

 

  Important Characters 

 Hanuman  
o Symbol of strength, devotion, and intelligence  

 Sita  
o Represents purity, patience, and faith  

 Ravana  
o Symbol of arrogance and evil  

 Rama  
o Embodiment of virtue and righteousness  
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  Literary Features 

 Epic narrative style  
 Rich in imagery and symbolism  
 Use of dialogues and dramatic action  
 Strong moral and spiritual message  

 

  Significance of Sundara Kanda 

 Considered the heart of the Ramayana  
 Highlights the power of faith and devotion  
 Widely read for spiritual strength and positivity  
 Shows how intelligence and courage can overcome difficulties  

 

  Key Points for Exams 

 Fifth Kanda of the Ramayana  
 Focus on Hanuman’s journey to Lanka  
 Themes: devotion, courage, hope  
 Central message: faith leads to success  

 

❓ Possible Questions 

Short Answer: 

1. Why is it called “Sundara Kanda”?  
2. What role does Hanuman play in Sundara Kanda?  

Long Answer: 

1. Discuss the importance of Sundara Kanda in the Ramayana.  
2. Analyze Hanuman as a symbol of devotion and strength.  
3. Explain the themes of hope and faith in Sundara Kanda.  
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   5.The Wonder That Was India 
✍ Author 

 A. L. Basham  
 A renowned historian and Indologist  
 Specialized in ancient Indian history and culture  

 

  About the Book 

 A classic work on ancient Indian civilization  
 Explores India’s culture, religion, philosophy, and social life  
 Covers the period from prehistoric times to the early medieval era  

 

  Central Idea / Theme 

The book highlights: 

 The richness and uniqueness of Indian civilization  
 India’s contributions to world culture, religion, and knowledge  
 The diversity and continuity of Indian traditions  

 

  Summary 

In The Wonder That Was India, A. L. Basham presents a comprehensive picture of ancient India: 

 Describes the social structure, including the caste system  
 Explains major religions like Hinduism, Buddhism, and Jainism  
 Discusses Indian philosophy, art, literature, and science  
 Highlights political systems and governance  
 Shows how Indian culture evolved yet maintained continuity  

He emphasizes that India’s strength lies in its: 

 Spiritual depth  
 Tolerance and adaptability  
 Cultural unity despite diversity  
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  Key Themes 

1. Cultural Richness 

 India’s heritage includes art, architecture, and literature  

2. Religious Diversity 

 Coexistence of multiple religions and philosophies  

3. Social Structure 

 Analysis of caste system and social organization  

4. Unity in Diversity 

 Different cultures and traditions form a unified civilization  

5. Intellectual Contributions 

 Advances in mathematics, astronomy, medicine, and philosophy  

 

  Important Aspects Covered 

  Society 

 Varna (caste) system  
 Role of family and community  

  Religion & Philosophy 

 Hinduism, Buddhism, Jainism  
 Concepts like karma, dharma, moksha  

  Art & Architecture 

 Temples, sculptures, paintings  
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  Literature 

 Epics like Ramayana and Mahabharata  
 Sanskrit and regional literature  

 

  Significance of the Book 

 One of the most influential introductions to Indian civilization  
 Widely used by students of history and literature  
 Helps understand India’s cultural and historical identity  

 

  Style & Approach 

 Informative and analytical  
 Based on historical evidence and research  
 Written in clear and accessible language  

 

  Key Points for Exams 

 Focus on ancient Indian culture and civilization  
 Highlights unity in diversity  
 Covers religion, society, art, and philosophy  
 Written by a Western scholar appreciating Indian heritage  

 

❓ Possible Questions 

Short Answer: 

1. Who wrote The Wonder That Was India?  
2. What aspects of Indian life does Basham discuss?  

Long Answer: 

1. Discuss the main themes of the book.  
2. Analyze Basham’s view of Indian civilization.  
3. Explain the concept of unity in diversity in the book.  
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  Unit –II Comprehenson Skills 

6.Reading skills 

What are Reading Skills? 

Reading skills are the abilities that help a person understand, interpret, and analyze written 
text effectively. These skills are essential for academic success and overall communication. 

 

  Objectives of Reading 

 To gain information and knowledge  
 To understand ideas and concepts  
 To develop critical thinking  
 To improve vocabulary and language  

 

  Types of Reading Skills 

1. Skimming 

 Reading quickly to get the main idea  
 Focus on headings, subheadings, and keywords  

2. Scanning 

 Looking for specific information (dates, names, facts)  
 Not reading everything in detail  

3. Intensive Reading 

 Careful reading for detailed understanding  
 Used in academic texts  

4. Extensive Reading 

 Reading for pleasure and general understanding  
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 Example: novels, magazines  

 

  Key Components of Reading Skills 

1. Vocabulary 

 Understanding meanings of words  
 Helps in better comprehension  

2. Comprehension 

 Ability to understand the text  
 Includes identifying main ideas and supporting details  

3. Inference 

 Reading between the lines  
 Understanding implied meanings  

4. Critical Thinking 

 Analyzing and evaluating the text  
 Forming opinions  

 

  Reading Techniques 

 Previewing: Looking at title, headings before reading  
 Predicting: Guessing what the text will be about  
 Questioning: Asking questions while reading  
 Summarizing: Writing key points in your own words  
 Note-making: Highlighting important ideas  

 

  Importance of Reading Skills 

 Improves academic performance  
 Enhances language proficiency  
 Builds knowledge and awareness  
 Develops analytical and critical thinking  
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  Common Problems in Reading 

 Limited vocabulary  
 Lack of concentration  
 Slow reading speed  
 Difficulty in understanding complex texts  

 

✅ Tips to Improve Reading Skills 

 Read regularly (newspapers, books, articles)  
 Maintain a vocabulary notebook  
 Practice skimming and scanning  
 Avoid distractions while reading  
 Discuss what you read with others  

 

  Key Points for Exams 

 Reading skills involve understanding and interpreting text  
 Types: skimming, scanning, intensive, extensive  
 Key elements: vocabulary, comprehension, inference  
 Important for academic and personal growth  

 

❓ Possible Questions 

Short Answer: 

1. What is skimming?  
2. Define scanning.  

Long Answer: 

1. Explain different types of reading skills.  
2. Discuss the importance of reading skills.  
3. Suggest ways to improve reading ability.  
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 7.Identifying the Main Idea 
  What is the Main Idea? 

The main idea is the central point or primary message that the writer wants to convey in a 
paragraph or passage. 

 It answers: “What is this text mostly about?”  

 

  Importance of Identifying the Main Idea 

 Helps in better understanding of the text  
 Improves reading comprehension  
 Makes summarizing easier  
 Saves time during exams  

 

  Types of Main Idea 

1. Stated Main Idea 

 Clearly mentioned in the text  
 Usually found at:  

o Beginning (topic sentence)  
o Middle  
o End  

2. Implied Main Idea 

 Not directly stated  
 Reader must infer from supporting details  

 

  How to Identify the Main Idea 

Step-by-Step Method: 

1. Read the passage carefully  
2. Identify the topic (general subject)  
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3. Look for repeated ideas or keywords  
4. Check the first and last sentences  
5. Ask: “What is the author trying to say about the topic?”  

 

  Supporting Details 

 Sentences that explain, describe, or give examples  
 They support the main idea but are not the main idea themselves  

 

  Example 

Passage: 
“Regular exercise improves physical health, boosts mental well-being, and increases energy 
levels. It also helps prevent diseases and improves overall quality of life.” 

  Main Idea: 
Regular exercise is beneficial for overall health. 

  Supporting Details: 

 Improves physical health  
 Boosts mental well-being  
 Prevents diseases  

 

  Common Mistakes 

 Confusing topic with main idea  
 Choosing a too broad or too narrow idea  
 Picking a supporting detail instead of the main idea  

 

  Tips to Improve 

 Practice reading different types of texts  
 Highlight keywords while reading  
 Summarize paragraphs in one sentence  
 Ask: “What is the author emphasizing most?”  
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  Signal Words to Look For 

 “The main point is…”  
 “In conclusion…”  
 “This shows that…”  
 “The most important idea…”  

 

  Key Points for Exams 

 Main idea = central message  
 Can be stated or implied  
 Supported by details  
 Found using reading strategies  

 

❓ Possible Questions 

Short Answer: 

1. What is a main idea?  
2. Difference between stated and implied main idea  

Long Answer: 

1. Explain how to identify the main idea of a passage  
2. Discuss the importance of identifying the main idea  

 8.Inference and Conclusions 
  What is Inference? 

An inference is a logical guess or interpretation made by the reader based on: 

 Clues in the text  
 Prior knowledge and reasoning  

  It means “reading between the lines.” 
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  What is a Conclusion? 

A conclusion is a final judgment or decision formed after: 

 Understanding the text  
 Analyzing facts and ideas  

  It answers: “What can we finally understand from this?” 

 

  Difference Between Inference and Conclusion 

Inference Conclusion 
A logical guess Final decision or judgment 

Based on hints and clues Based on overall understanding 

May occur during reading Usually comes at the end 

 

  Importance 

 Improves deep understanding of texts  
 Develops critical thinking skills  
 Helps in answering comprehension questions  
 Useful in exams and academic reading  

 

  How to Make Inferences 

Steps: 

1. Read the text carefully  
2. Identify clues or hints  
3. Use your background knowledge  
4. Connect ideas logically  

  Formula: 
Clues from text + Prior knowledge = Inference 
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  How to Draw Conclusions 

Steps: 

1. Understand the main idea  
2. Review all supporting details  
3. Analyze the overall meaning  
4. Decide the final message or outcome  

 

  Example 

Passage: 
“Ravi wore a raincoat and carried an umbrella. The sky was dark and cloudy.” 

  Inference: 
It is going to rain or is raining. 

  Conclusion: 
The weather is bad, and Ravi is prepared for rain. 

 

  Types of Inferences 

 Character Inference → Understanding feelings or traits  
 Situation Inference → Understanding what is happening  
 Cause-Effect Inference → Understanding reasons and results  

 

  Common Mistakes 

 Making guesses without evidence  
 Ignoring important clues  
 Confusing inference with personal opinion  
 Jumping to wrong conclusions  

 

  Tips to Improve 

 Pay attention to details and keywords  
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 Ask questions like:  
o Why did this happen?  
o What does this suggest?  

 Practice with passages regularly  
 Avoid assumptions not supported by the text  

 

  Key Points for Exams 

 Inference = logical guess from clues  
 Conclusion = final understanding  
 Both require critical thinking  
 Based on evidence, not imagination  

 

❓ Possible Questions 

Short Answer: 

1. Define inference.  
2. What is a conclusion?  

Long Answer: 

1. Explain the difference between inference and conclusion.  
2. How do you draw inferences from a passage?   

 

9.Analyzing an Unseen Passage 

 

  What is an Unseen Passage? 

An unseen passage is a text (prose or poetry) that you read for the first time in an exam and 
answer questions based on it. 

  It tests your reading comprehension, interpretation, and analytical skills. 
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  Objectives 

 To check understanding of the text  
 To test vocabulary and language skills  
 To assess critical thinking and interpretation  
 To evaluate ability to identify main ideas and details  

 

  Types of Unseen Passages 

 Factual Passage → Based on real information  
 Literary Passage → Story, extract, or narrative  
 Discursive Passage → Opinion-based or argumentative  

 

  Steps to Analyse an Unseen Passage 

1. First Reading (Skimming) 

 Read quickly to get the general idea  
 Identify the topic and tone  

2. Second Reading (Detailed) 

 Read carefully for details  
 Underline important points  

3. Identify Key Elements 

 Main Idea  
 Supporting Details  
 Theme and message  
 Tone and mood  

4. Understand Vocabulary 

 Guess meanings from context clues  
 Avoid getting stuck on difficult words  

5. Answer Questions Carefully 

 Read questions first if needed  
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 Use evidence from the passage  
 Write answers in your own words  

 

  Important Skills Required 

 Comprehension → Understanding the text  
 Inference → Reading between the lines  
 Analysis → Breaking down ideas  
 Summarizing → Writing key points briefly  

 

   

 

Unit –III  Grammar 

 

10. Part of Speech   

What are Parts of Speech? 

Parts of speech are the different categories of words based on their function in a sentence. 

  They help us understand how words are used to form meaningful sentences. 

 

  Types of Parts of Speech (8 Main Categories) 

1. Noun  ♂ 

 Names a person, place, thing, or idea  

Examples: 
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 Person: teacher, Rahul  
 Place: city, school  
 Thing: book, table  
 Idea: happiness, freedom  

 

2. Pronoun   

 Replaces a noun to avoid repetition  

Examples: 

 he, she, it, they, we  

  Riya is my friend. She is kind. 

 

3. Verb ⚡ 

 Shows action or state of being  

Examples: 

 run, eat, write  
 is, am, are  

  She runs fast. 

 

4. Adjective   

 Describes or modifies a noun  

Examples: 

 beautiful, tall, happy  

  She is a smart student. 

 

5. Adverb   
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 Modifies a verb, adjective, or another adverb  

Examples: 

 quickly, very, well  

  He runs quickly. 

 

6. Preposition   

 Shows relationship between words (place, time, direction)  

Examples: 

 in, on, at, under, between  

  The book is on the table. 

 

7. Conjunction   

 Joins words, phrases, or clauses  

Examples: 

 and, but, because, although  

  She is tired but happy. 

 

8. Interjection   

 Expresses sudden emotion  

Examples: 

 wow!, oh!, alas!  

  Wow! That’s amazing. 
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  Importance of Parts of Speech 

 Helps in correct sentence formation  
 Improves grammar and writing skills  
 Enhances communication  

 

  Example Sentence (All Parts Together) 

  Wow! She quickly completed her difficult task on time. 

Word Part of Speech 
Wow! Interjection 

She Pronoun 

quickly Adverb 

completed Verb 

her Pronoun/Adjective 

difficult Adjective 

task Noun 

on Preposition 

time Noun 

 

    11.Articles 

 

  What are Articles? 

Articles are a type of determiner used before nouns to indicate whether the noun is specific or 
general. 

  There are three articles in English: 

 A  
 An  
 The  
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  Types of Articles 

1. Indefinite Articles (A / An) 

Used for general or non-specific nouns 

   “A” 

 Used before words that begin with a consonant sound  

Examples: 

 a book  
 a university (“yu” sound)  

   “An” 

 Used before words that begin with a vowel sound  

Examples: 

 an apple  
 an hour (silent “h”)  

 

2. Definite Article (The) 

Used for specific or particular nouns 

Examples: 

 the sun  
 the Taj Mahal  
 the book on the table  

 

  Uses of Articles 

✅ Use of “A / An” 

 When mentioning something for the first time  
 With singular countable nouns  
 To indicate one  
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  I saw a dog. 

 

✅ Use of “The” 

 When something is already known or specific  
 With unique objects  
 With superlatives  

  The dog was barking. 
  The sun rises in the east. 
  She is the best student. 

 

  Zero Article (No Article) 

Sometimes no article is used: 

Examples: 

 With plural or uncountable nouns (general sense) 
   Books are useful.  

 With proper nouns 
   India is a great country.  

 

  Common Errors 

 Using “a” instead of “an” 
❌ a apple → ✅ an apple  

 Missing “the” before specific nouns  
 Overusing articles  

 

  Tips to Use Articles Correctly 

 Focus on sound, not spelling (a/an)  
 Identify whether the noun is specific or general  
 Practice with examples  
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 12. Subject Verb Agreement 

  What is Subject–Verb Agreement? 

Subject–verb agreement means that the verb must agree with the subject in number and 
person. 

  Singular subject → Singular verb 
  Plural subject → Plural verb 

 

  Basic Rules 

1. Singular Subject → Singular Verb 

  She writes a letter. 

2. Plural Subject → Plural Verb 

  They write letters. 

 

  Important Rules 

1. Subjects Joined by “And” 

 Usually take a plural verb  

  Ravi and Riya are friends. 

 

2. Subjects Joined by “Or / Nor” 

 Verb agrees with the nearest subject  

  Either Ram or his friends are coming. 
  Either his friends or Ram is coming. 
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3. Indefinite Pronouns 

 Words like everyone, someone, each, anyone take singular verbs  

  Everyone is happy. 

 

4. Collective Nouns 

 Usually take singular verbs  

  The team is playing well. 

(Sometimes plural if acting individually) 

 

5. Amounts and Measurements 

 Treated as singular  

  Ten rupees is enough. 

 

6. Titles of Books, Movies, etc. 

 Take singular verbs  

  “Gulliver’s Travels” is interesting. 

 

7. “There” as Subject 

 Verb agrees with the real subject  

  There is a book on the table. 
  There are many books. 

 

8. Uncountable Nouns 
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 Always singular  

  Information is useful. 

 

9. Each / Every 

 Always take singular verb  

  Each student has a book. 

13.Tenses 

  What are Tenses? 

Tenses show the time of an action or state of being. 

  They tell us when something happens: 

 Past  
 Present  
 Future  

 

  Types of Tenses 

There are 3 main tenses, each with 4 forms: 

Tense Forms 
Present Simple, Continuous, Perfect, Perfect Continuous 

Past Simple, Continuous, Perfect, Perfect Continuous 

Future Simple, Continuous, Perfect, Perfect Continuous 

 

  1. Present Tense 

  Simple Present 

 Habit, routine, general truth  
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  She writes daily. 

 

  Present Continuous 

 Action happening now  

  She is writing a letter. 

 

  Present Perfect 

 Action completed recently  

  She has written a letter. 

 

  Present Perfect Continuous 

 Action continuing for some time  

  She has been writing for two hours. 

 

  2. Past Tense 

  Simple Past 

 Completed action in the past  

  She wrote a letter. 

 

  Past Continuous 

 Action ongoing in the past  

  She was writing a letter. 
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  Past Perfect 

 Action completed before another past action  

  She had written the letter before he came. 

 

  Past Perfect Continuous 

 Action continuing before a point in the past  

  She had been writing for two hours. 

 

  3. Future Tense 

  Simple Future 

 Action that will happen  

  She will write a letter. 

 

  “Going to” Future 

 Planned action  

  She is going to write a letter. 

 

  Future Continuous 

 Action in progress in future  

  She will be writing a letter. 

 

  Future Perfect 

 Action completed before a certain future time  
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  She will have written the letter. 

 

  Future Perfect Continuous 

 Action continuing up to a point in future  

  She will have been writing for two hours. 

 

  Structure (Formula Examples) 

Present Continuous: 

  Subject + is/am/are + verb + ing 

Past Perfect: 

  Subject + had + V3 

Future Simple: 

  Subject + will + V1 

 

 

 

 

 14.Synonyms and Antonyms 

  What are Synonyms? 

Synonyms are words that have the same or similar meanings. 

  They help avoid repetition and improve writing style. 

Examples: 
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 Happy → Joyful, Glad  
 Big → Large, Huge  
 Fast → Quick, Rapid  

 

  What are Antonyms? 

Antonyms are words that have opposite meanings. 

  They help in understanding contrast and clarity. 

Examples: 

 Happy ↔ Sad  
 Big ↔ Small  
 Fast ↔ Slow  

 

  Types of Synonyms 

1. Absolute Synonyms 

 Exactly the same meaning (rare)  

  Begin – Start 

2. Near Synonyms 

 Slight difference in meaning  

  Happy – Content 

 

  Types of Antonyms 

1. Gradable Antonyms 

 Opposites on a scale  

  Hot ↔ Cold 
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2. Complementary Antonyms 

 One excludes the other  

  Alive ↔ Dead 

3. Relational Antonyms 

 Show relationship  

  Teacher ↔ Student 

 

  Importance 

 Improves vocabulary  
 Enhances writing and speaking skills  
 Helps in better comprehension  
 Useful in exams and competitive tests  

 

15.Homonyms and Homophones 

  What are Homonyms? 

Homonyms are words that have the same spelling and/or pronunciation but different 
meanings. 

  They can create confusion if context is not clear. 

Examples: 

 Bat → (animal) / (sports equipment)  
 Bank → (financial institution) / (river side)  

 

  What are Homophones? 

Homophones are words that have the same pronunciation but different meanings and 
spellings. 
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  They sound the same but are written differently. 

 

  Difference Between Homonyms and Homophones 

Feature Homonyms Homophones 
Spelling Same or different Different 

Pronunciation Same Same 

Meaning Different Different 

  Note: All homophones are similar-sounding words, but not all homonyms are homophones. 

 

  Types of Homonyms 

1. Homographs 

 Same spelling, different meanings (may or may not sound same)  

  Lead (to guide) / Lead (metal) 

2. True Homonyms 

 Same spelling and pronunciation, different meanings  

  Park (place) / Park (to stop a vehicle) 

 
 

16.One Word Substitution 

  What is One Word Substitution? 

One Word Substitution means replacing a group of words or a phrase with a single word 
that conveys the same meaning. 

  It makes language precise, clear, and effective. 
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  Importance 

 Improves vocabulary  
 Makes writing concise and formal  
 Useful in exams and competitive tests  
 Enhances communication skills  

 

  Common One Word Substitutions 

  People & Personality 

 One who loves books → Bibliophile  
 One who hates mankind → Misanthrope  
 One who talks too much → Loquacious  
 One who cannot read or write → Illiterate  

 

  General Terms 

 A place where books are kept → Library  
 A person who writes books → Author  
 Fear of heights → Acrophobia  
 Study of plants → Botany  

 

  Social & Political 

 Government by the people → Democracy  
 Rule by a king → Monarchy  
 Absence of government → Anarchy  

 

  Science & Knowledge 

 Study of human beings → Anthropology  
 Study of animals → Zoology  
 Study of the earth → Geology  
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 ♂ Actions & Behavior 

 One who looks at the bright side → Optimist  
 One who looks at the dark side → Pessimist  
 One who doubts everything → Skeptic  

 

  18.Word Formation – Prefix and Suffix 

  What is Word Formation? 

Word formation is the process of creating new words by adding prefixes and suffixes to a 
root/base word. 

  It helps expand vocabulary and understand meanings easily. 

 

  1. Prefix 

  Definition: 

A prefix is a group of letters added before a root word to change its meaning. 

 

  Common Prefixes with Meanings 

Prefix Meaning Example 
un- not unhappy 

re- again rewrite 

dis- not/opposite dislike 

pre- before preview 

mis- wrongly misunderstand 

over- too much overeat 

under- too little underpaid 

 

  Examples in Sentences 

 She is unhappy.  
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 Please rewrite the answer.  

 

  2. Suffix 

  Definition: 

A suffix is a group of letters added after a root word to change its meaning or form (noun, 
adjective, etc.). 

 

  Common Suffixes with Meanings 

Suffix Function Example 
-er person who does teacher 

-ness state/quality happiness 

-ful full of beautiful 

-less without careless 

-ly manner quickly 

-tion action/process education 

-able capable of readable 

 

  Examples in Sentences 

 She is a teacher.  
 This book is readable.  

 

  Change of Word Class 

Root Word With Suffix New Form 
teach teacher noun 

happy happiness noun 

care careful adjective 

quick quickly adverb 

Unit-IV Writing Skills 
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18. Writing Process 

1. Prewriting (Planning Stage) 

This is the first step where you prepare to write. 

Key Activities: 

 Choosing a topic  
 Understanding the purpose (inform, argue, describe, narrate)  
 Identifying the audience  
 Brainstorming ideas (listing, mind mapping, free writing)  
 Researching (if needed)  

Example Techniques: 

 Mind maps  
 Bullet lists  
 Questioning (Who? What? Why?)  

 

📝 2. Drafting (Writing Stage) 

In this stage, you start writing your first draft. 

Key Points: 

 Focus on getting ideas down, not perfection  
 Follow a structure:  

o Introduction (thesis statement)  
o Body paragraphs (main ideas + supporting details)  
o Conclusion (summary + closing thought)  

Tip: Don’t worry too much about grammar or spelling yet. 

 

🔄 3. Revising (Improving Content) 

Here, you improve the clarity and quality of your writing. 

Focus Areas: 

 Clarity of ideas  
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 Logical flow and organization  
 Strength of arguments  
 Adding or removing content  

Ask Yourself: 

 Is my main idea clear?  
 Are my paragraphs well connected?  

 

  4. Editing (Correcting Errors) 

Now you correct language and technical mistakes. 

Check for: 

 Grammar  
 Spelling  
 Punctuation  
 Sentence structure  

Tools: 

 Dictionary  
 Grammar checkers  

 

📢 5. Proofreading (Final Check) 

This is the last step before submission. 

What to Do: 

 Carefully read the final draft  
 Fix minor mistakes  
 Ensure proper formatting  

 

📤 6. Publishing (Sharing Writing) 

This means presenting your work. 
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Forms: 

 Submitting assignments  
 Posting online  
 Presenting in class  

 

📌 Summary of Steps 

1. Prewriting  
2. Drafting  
3. Revising  
4. Editing  
5. Proofreading  
6. Publishing  

 

🎯 Importance of Writing Process 

 Improves clarity and quality  
 Helps organize thoughts  
 Reduces errors  
 Makes writing more effective  

 

19. Paragraph Writing 

What is a Paragraph? 

A paragraph is a group of sentences that develops one main idea. 

 

  Structure of a Paragraph 

1. Topic Sentence  
o The first sentence  
o Introduces the main idea  

2. Supporting Sentences  
o Give details, examples, explanations  
o Develop the main idea  
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3. Concluding Sentence  
o Summarizes or closes the paragraph  
o Restates the main idea in a different way  

 

🔑 Features of a Good Paragraph 

 Unity – All sentences focus on one idea  
 Coherence – Ideas are logically connected  
 Clarity – Easy to understand  
 Completeness – Fully developed idea  

 

20. Letter Writing 
What is a Letter? 

A letter is a written form of communication used to convey messages, information, or feelings to 
someone. 

 

  Types of Letters 

1. Formal Letters 

Written for official or professional purposes. 

Examples: 

 Job application  
 Complaint letter  
 Letter to principal/authority  
 Business letter  

 

2. Informal Letters 

Written to friends, family, or relatives. 

Examples: 
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 Letter to a friend  
 Invitation letter  
 Personal messages  

 

  Format of Formal Letter 

1. Sender’s Address  
2. Date  
3. Receiver’s Address  
4. Subject  
5. Salutation (Sir/Madam)  
6. Body of the Letter  

o Introduction  
o Main content  
o Conclusion  

7. Closing (Yours sincerely/faithfully)  
8. Signature  

 

  Format of Informal Letter 

1. Sender’s Address  
2. Date  
3. Salutation (Dear friend/Mother, etc.)  
4. Body  

o Opening (greetings)  
o Main message  
o Ending  

5. Closing (Yours lovingly, etc.)  
6. Signature/Name  

 

Unit  - V Situational Conversation 

21. Self-Introduction  

What is Introduction? 

An introduction is the act of telling others about yourself or another person. It is used in daily 
life, classrooms, interviews, and social situations. 
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👤 1. Self-Introduction 

🔑 What to Include: 

 Your name  
 Place you belong to  
 Educational background  
 Course/college  
 Hobbies or interests  
 Goals (optional)  

 

📝 Example of Self-Introduction 

Hello everyone, 
My name is Rahul Sharma. I am from Bhopal. I am a first-year undergraduate student studying 
English. I completed my schooling from ABC School. My hobbies are reading books and 
playing cricket. I want to become a teacher in the future. 

Thank you. 

 

👥 2. Introducing Other People 

🔑 What to Include: 

 Name of the person  
 Relationship (friend, teacher, etc.)  
 Profession or role  
 Some positive qualities  

 

📝 Example of Introducing Someone 

This is my friend Aman. He is a first-year student in our college. He is very मेहनती 
(hardworking) and helpful. He enjoys playing football and reading books. 
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🗣 Useful Expressions 

For Self-Introduction: 

 “My name is…”  
 “I am from…”  
 “I study in…”  
 “My hobbies are…”  

For Introducing Others: 

 “This is my friend…”  
 “He/She is…”  
 “He/She works as…”  

22. Apologies and Responses 

What is an Apology? 

An apology is a way of saying sorry when we make a mistake, hurt someone, or cause 
inconvenience. 

 

✍ Common Expressions for Apologizing 

🔹 Informal Apologies 

 Sorry  
 I’m really sorry  
 My bad  
 I didn’t mean to do that  

🔹 Formal Apologies 

 I apologize  
 I sincerely apologize  
 Please accept my apology  
 I regret the inconvenience caused  

 

  Situations for Apology 
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 Being late  
 Making a mistake  
 Hurting someone’s feelings  
 Breaking rules  

 

🗣 Responding to Apologies 

✅ Accepting an Apology 

 It’s okay  
 No problem  
 Don’t worry about it  
 That’s alright  
 I understand  

❌ Not Fully Accepting (Polite Way) 

 I hope it won’t happen again  
 Please be careful next time  
 I’m a bit upset, but it’s okay  

 

📝 Examples 

1. Simple Conversation 

A: I’m sorry for being late. 
B: It’s okay. Don’t worry. 

 

2. Formal Situation 

A: I sincerely apologize for the delay in submitting my assignment. 
B: That’s alright, but please be punctual next time. 

23. Enquiring about a Course 

What is Enquiry? 
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An enquiry is asking for information politely about something you want to know. 
In academics, it is often used to get details about courses, admissions, or programs. 

 

  Common Expressions for Enquiry 

🔹 Starting the Enquiry 

 I would like to know about…  
 Could you please provide information on…  
 I am interested in…  
 I want to enquire about…  

🔹 Asking Specific Details 

 What is the duration of the course?  
 What are the eligibility criteria?  
 What is the course fee?  
 When does the course start?  
 Is there any scholarship or financial aid?  

🔹 Polite Closing 

 Thank you for your help.  
 I look forward to your reply.  
 I would appreciate your guidance.  

 

📝 Example of an Enquiry Letter 

123, ABC Street 
Bhopal 
1 April 2026 

To 
The Admissions Officer 
XYZ College 
Bhopal 

Subject: Enquiry About English Literature Course 
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Respected Sir/Madam, 
I am a first-year student interested in pursuing the English Literature course offered by your 
college. I would like to know the duration, eligibility criteria, and fee structure for the course. I 
would also appreciate any information about scholarships or special programs. 

Thanking you in advance. 

Yours sincerely, 
Rahul Sharma 

 

🗣 Tips for Enquiry 

 Be polite and formal in letters or emails  
 Be specific about what information you need  
 Keep the message clear and concise  
 Always thank the person for their help  

24.Agreeing / Disagreeing 

What is It? 

Agreeing and disagreeing are ways of expressing your opinion when someone makes a 
statement or suggestion. 

 Agreeing → Saying you have the same opinion  
 Disagreeing → Politely saying you have a different opinion  

 

✅ Expressions for Agreeing 

🔹 Informal 

 I agree.  
 Absolutely!  
 That’s true.  
 You’re right.  
 I think so too.  

🔹 Formal 

 I completely agree with you.  
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 I share your view/opinion.  
 I am in full agreement with your point.  
 You are absolutely correct.  

 

❌ Expressions for Disagreeing 

🔹 Informal 

 I’m not sure about that.  
 I don’t think so.  
 I see it differently.  
 I’m afraid I disagree.  

🔹 Formal 

 I respectfully disagree with your point.  
 I see your point, but I think…  
 I beg to differ.  
 I am not in agreement with your view.  

 

📝 Examples in Conversation 

1. Agreeing 

A: Reading is very important for students. 
B: Absolutely! It improves knowledge and thinking. 

2. Disagreeing 

A: Online classes are not effective. 
B: I see your point, but I think they are helpful for students who cannot attend college. 

 

 


