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PRONUNCIATION

STRESS

Notallsyllablesinawordaregivenequalemphasis.Bythesametoken,notallwordsinasentencearesaid

withequallength.

Therelativeemphasisthatmaybegiventocertainsyllablesinaword,orcertainwordsinasentenceis

whatwerefertoasstress.

Yousayasyllableorawordisstressedwhenitissaidlouderorlongerthantherest.

Stressisstudiedintwolevels:

(a)Wordlevel;and

(b)Sentencelevel.

StressattheWordLevel

Apartofacertainwordwhensaidlouderorlongerthenitisstressed.

RulesofWordStress

1.Fortwo-syllablenounsandadjectives,stressthefirst,forexample

Cloudycarton table

2.Forverbswithtwosyllablesandprepositions,emphasizethesecondsyllable,forexample
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3.Wordswiththreesyllables.

(a)Thoseendingin–er,-ly,emphasisputonthefirstsyllable,forexample,

(b)Stressthefirst,forthoseendinginconsonantsandin–y,forexample,

(c)Stressthelastsyllableifthewordendsin–ee,-ese,-eer,-ique,-ette,forexample,

(d)Lookattheoneswiththesuffixesbelow,wherestressisplacedonthesecond,

-ary:library

Cial:judicial,commercial

-cian:musician,clinician

-tal:capital,recital

Stressisimportantinstudyingtheheteronyms.Apair,orgroupofwordsisreferredtoasheteronymwhen

thosewordsarespelledthesamewaybuthavedifferentpronunciationandmeaning.Wehavetwomain

categoriesofheteronyms:

(a)Noun-verbpairs;and

(b)Verb-and-adjectivepairs.

Westressthefirstsyllableifnounandthesecondifverb.

Examplesofnoun-and-verbpairsareincludedinthetablebelow:

Noun Verb Noun Verb

Abuse Graduate

Record Cement

Convert Wind

Abuse Sin

Contest Produce

Duplicate Excuse

Polish Insult

Rebel Permit

Insentences;

(a)Manyfactoriesproducetheproduceweimport.

(b)Allanbecameaconvertafterdecidingtoconverttochristianity.
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SentenceStress

Sentencestressisaccentoncertainwordswithinasentence.

Mostsentenceshavetwobasicwordtypes:

(a)Contentwordswhicharethekeywordscarryingthesenseormeaning-message.

(b)Structurewordswhichjustmakethesentencegrammaticallycorrect.Theygivethesentenceits

structure.

Lookatthesentencebelow:

Buymilkfeelingtired.

Thoughthesentenceisincomplete,youwillprobablyunderstandthemessageinit.Thefourwordsarethe

contentwords.Verbs,nouns,adjectives,arecontentwords.

Youcanaddwordstothesentencetohavesomethinglike:

WillyoubuymemilksinceIamfeelingtired?

Thewords:will,you,me,since,I,arejustmeanttomakethesentencecorrectgrammatically.Theycanalso

bestressedtobringtheintendedmeaning.

Nowlet’sstudythesentencebelow:

Joandoesn’tthinkAkinyistolemygreenskirt.

Eachwordinthesentencecanbestressedtobringthemeaningasillustratedinthetable.

Sentence Meaning

Joandoesn’tthinkAkinyistolemygreenskirt. Shedoesn’tthinkthat,butsomeoneelse

does.

Joandoesn’tthinkAkinyistolemygreenskirt. ItisnottruethatJoanthinksthat.

Joandoesn’tthinkAkinyistolemygreenskirt. Joandoesn’tthinkthat,sheknowsthat.

Joandoesn’tthinkAkinyistolemygreenskirt. NotAkinyi,butsomeoneelse.Probably

NjugunaorAdhiambo.

Joandoesn’tthinkAkinyistolemygreenskirt. JoanthinksAkinyididsomethingtothegreen

skirt,maybewashedit.

Joandoesn’tthinkAkinyistolemygreenskirt. JoanthinksAkinyistolesomeoneelse’sgreen

skirt,butnotmine.

Joandoesn’tthinkAkinyistolemygreenskirt. ShethinksAkinyistolemyredskirtwhichis
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alsomissing.

Joandoesn’tthinkAkinyistolemygreenskirt. JoanthinksAkinyistolemygreenshirt.She

mispronouncedtheword.

Exercise1

1.Thewordsthatfollowcanbenounsorverbsdependingonthestressedsyllable.Useeach

asboththeverbandnouninasinglesentence.

(a)Cement

(b)Address

(c)Permit

(d)Content

2.Underlinethepartofthewordinboldfaceyouwillstressineachofthefollowingsentences.

(a)Theboyhasbeenaskedtode.sertthede.sert.

(b)Myhandsomees.cortwilles.cortmetothedance.

(c)Afterupdatingmyre.sume,Iwillre.sumemyjobsearch.

(d)Theyhavetocon.testintheannualMathcon.test.

(e)Ifyoucon.victme,Iwillremainacon.victfor5years.

Exercise2

Eachwordinthesentencesbelowcanbestressedtobringthemeaning.Whatwillbethemeaningwheneach

wordisstressed?

(a)Iloveyoursister’shandwriting.

(b)Youcamelatetoday.
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INTONATION

 Itistheriseandfallofvoiceinspeaking.

 Intonationiscrucialforcommunication.

 InEnglishtherearebasicallytwokindsofintonation:risingandfalling.

 Wecanusearrowstoshowtheintanotion–whetherrisingorfalling.representsfallingintonationwhile

representstherisingone.

FallingIntonation

 Fallingintonationiswhenwelowerourvoiceattheendofasentence.

 Thisusuallyhappensin:

(a)Statements,forexample,

 Ilikebananas.

 Itisniceworkingwithyou.

 ShetravelledtoEldoret.

(b)W/HQuestions

 Whatisyourname?

 Wheredoyoulive?

 Howoldareyou?

 Whoisthisyoungman?

(c)Commands

 Getoutnow.

 Givemethemoney.

 Closeyourbooks.

(d)Exclamatorysentencese.g.

 Whatawonderfulpresent!

 Howniceofyou

Risingintonation

 Whenwelowerourvoice.
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 Usedin:

 GeneralQuestionse.g.

Doyouvisitthemoften?

Haveyouseenher?

Areyoureadytostart?

Couldyougivemeapen,please?

 Alternativequestionse.g.

Doyouwantcoffeeortea?

DoeshespeakKiswahiliorEnglish?

 Beforetagquestionse.g.

Thisisabeautifulplace,isn’tit?

Sheknowshim,doesn’tshe?

 Enumeratinge.g.

One,two,three,four,five.

Sheboughtbread,cheese,oranges,andapples.

Exercise

Usinganarrow,determinewhetherrisingorfallingintonationisusedinthesentences.

(a)Thismusicsoundsgood.

(b)Ilovewatchinghorrormovies.

(c)Mysister’snameisAmina.

(d)Blueismyfavouritecolour.

(e)Isthattvgood?

(f)Doyoulikethatmovie?

(g)Areyouhungry?

(h)Getmemyshoes.

(i)Studyyourlessonsnow.

(j)Areyouinsane?

(k)Howmanymorehoursbeforeyouaredonewithyourwork?
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(l)Whichnovelisthebestforyou?

(m)Heisalittlebitnervous,isn’the?

(n)Youshouldlistentoyourparents’advice.

(o)Didyoufinishyourhomework?

(p)Waterisgoodforthebody.

(q)Thisisgood!

(r)Whatacrazyshow.

PUNS/WORDPLAY

 Apunisaformofwordplaythatsuggestsseveralmeanings,byeitherexploitingthemultiplemeaningsof

aword,orsubstitutingawordforanothersimilarsoundingword,theresultofwhichishumorous.

 Apunisalsoknownasparonomasia.

 Therearetwomaintypesofpuns:

(a)Homophonicpuns

Thisiswhereawordissubstitutedforanothersimilarsoundingwordorwordpronouncedalmostinthesame

way.Forexample,

Fishermenarereelmen.

Explanation:Thereisatwistontheword‘reel’whichisoriginallysupposedtobespelt‘real’.

Canyounowexplainthepuninthefollowinghomophonicpuns?



Novels,UpdatedCPA,CIFA,CPS,CICTHighSchoolNotes~0714497530isabokemicah@gmail.comPage8

1.Whatdoseamonsterseatforlunch?Fishandships.

2.Iamonaseafooddiet.EverytimeIseefood,Ieatit.

3.DidyouabouttheItalianchefwithterminalillness?Hepastaway.

4.Beautyisintheeyeofthebeerholder.

5.Whatteadohockeyplayersdrink?Penalttea

6.Whatdoghostsservefordessert?Iscream.

7.Whatdidthetreesyatotheautumn?Leafmealone.

8.Whatdidtheboycatsaytothegirlcatonvalentine’sday?You’repurr-fectforme.

9.WhatdaydoesanEasteregghatethemost?Fry-days.

10.Whydidthescientistinstallaknockeronhisdoor?HewantedtowintheNo-bellprize!

(b)Homographicpuns

Homographicpunisformedbyusingawordthathasmultiplemeanings.Youmightnottellwhatexactlywhat

thespeakermeans.

Forexample;

Roseistheflowerofmylife.

Explanation:Theword‘Rose’isafemalename.itcouldbethepersonthespeakerloves.

Itisalsoatypeofflower.

Theotherexamplesare;

1.Mymathteachercalledmeaverage.Howmean!

2.Whatdoprisonersusetocalleachother?Cellphones.

3.Nomatterhowmuchyoupushtheenvelope,it’llremainstationery.

4.Haveyouevertriedtoeataclock?It’sverytimeconsuming.

5.Awaistisaterriblethingtomind.

6.Iamreadingabookaboutanti-gravity.It’simpossibletoputdown.

7.Whatpartoffootballgroundisneverthesame?Thechangingroom.

8.IwanttotellyouachemistryjokebutIknowIwillnotgetareaction.

9.Whydidthebeegetmarried?Becausehefoundhishoney.
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10.Didyouhearabouttheguywhogothitintheheadwithacanofsoda?Hewasluckyitwasasoftdrink.

FeaturesofPuns

Punsarecharacterizedby;

1.Theyareshort.

2.Theyarehumorous.

FunctionsofPuns

Theyservefunctionssuchas:

(a)Teachingpronunciation.Forexample,homophones.

(b)Enhancingcreativity.Onehastothinkinordertoformtheirpuns.

(c)Entertaining.Whensaidonewonderswhatthespeakerintends,theaudiencewilllaugh.

Exercise

Explainthepunin:

(a)IusedtobeabankerbutIlostinterest.

(b)Abicyclecan’tstandonitsownbecauseitistwo-tired.

(c)Idon’ttrustthesestairsbecausetheyarealwaysuptosomething.

(d)Santa’shelpersareknownassubordinateclauses.

(e)Themanwhodrankbatteryacidgotcharged.

TONGUETWISTERS

 Aphraseorasentencewhichishardtospeakfastbecauseofalliterationorasequenceofnearlysimilar

soundsisthetonguetwister.
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 Itisworthnotingthatthereisusuallytheuseofmnemonicfeature(sounddevicesorsoundpatterns)in

thetonguetwisters.

 Letusreadthefollowingtonguetwistersfast.

 Shesellsseashellsontheseashore.

 Anynoiseannoysanoysterbutnoisynoiseannoysanoystermore.

 Kindlykittensknittingmittenskeepkazooingintheking’skitchen.

SoundPatternsinTongueTwisters

1.Readthetonguetwisterbelowfast.

ShesawafishontheseashoreandIamsurethefishshesawontheseashorewasasaw-fish.

Inthewords:she,shoreandsure,thereistherepetitionoftheconsonantsound/ʃ/atthebeginningofthe

words.Thisisalliteration.

Alliterationistherepetitionoftheinitialconsonantsoundinthenearbywords.

Canyouidentifyanyotherinstanceofalliterationintheabovetonguetwister?

2.Readthisothertonguetwisterandtakenoteofthehighlightedletters.

Askunksatonastumpandthankthestumpstunk,butthestumpthanktheskunkstunk.

Thesoundpatternhereisconsonance.

Consonanceistherepetitionoftheinnerconsonantsoundinthenearbywords.Aninnersoundisthat

whichcomesafterthefirst.

Thereisanotherinstanceofconsonance.Canyouillustrateit?

3.Repetition

 Inmosttonguetwisters,thereisrepetitionofwordsorphrases.In(1)above,thewords‘saw’,‘fish’,etc.

havebeenrepeated.

 Nowpickoutthewordsandphrasesrepeatedinthesetonguetwisters.

(a)IfyoutellTomtotellatonguetwister,histonguewillbetwistedastonguetwistertwiststongues.

(b)ThesixthsickSheik’ssixthsheep’ssick.

4.Assonance

Let’slookat:

Howmuchwoodcouldawoodchopperchop,ifawoodchoppercouldchopwood?

Thereisrepetitionofthe/u:/inthewords;wood,could.Thisisassonance.

Assonanceistherepetitionofvowelsoundsinthenearbywords.

FeaturesofTongueTwisters
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Atonguetwisterwillhavethefollowingfeatures:

(1)itisshortandbrief.

(2)Itisalliterative.

FunctionsofTongueTwisters

1.Theyentertain.Whenoneconfusesthepronunciationofsounds,theaudiencewilllaugh.

2.Theyteachpronunciation.Wecan,forexample,learnthepronunciationofthesounds/f/and/v/,/s/and

/ʃ/etc.

3.Enhancecreativity.

Exercise1

Withillustrations,identifythesoundpatternsin:

(a)It’snotthecoughthatcarriesyouoff,it’sthecoffintheycarryyouoffin!

(b)Iftwowitcheswerewatchingtwowatches,whichwitchwouldwatchwhichwatch?

(c)Ifablackbugbleedsblackblood,whatcolourofblooddoesabluebugbleed?

(d)IwishtowashmyIrishwatch.

Exercise2

Readtheitembelowandthenanswerquestionsafterit:

Wesurelyshallseethesunshinesoon.

(a)Identifythegenre.

(b)Whichtwosoundshastheitembeenusedtoteach?
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RHYME

 Rhymingwordsarethewordsthatsoundthesameattheends.Examplesofrhymingwordsare:

 Whenapoemhasrhymingwordsattheendofitslines,thesearecalled‘endrhymes’.Lookatthesetwo

lines:

Thatkeepmelockeduptight

Allofthethingsthatmakemefeelnotright

Thewords‘tight’and‘right’rhyme.

 Bycontrast,internalrhyme/middlerhyme,isarhymethatoccurseitherwhen:

 Twoormorerhymingwordsoccurwithinthesameline;

 Twoormorerhymingwordsappearinthemiddleoftwoseparatelines,orsometimesmore;

 Awordattheendofalinerhymeswithoneormoreinthemiddleofthefollowingline.

 Readthepoembelowandthentrytoidentifytheinstancesofrhymeinit.

MysticTravel

Mystictraveltime

Tooendlessislandsinyourmind

Tinylightsmajesticandfree

Opentheskiessoarme

Travelyourmindsunseenroad

Tomysteriouslandssecretsuntold

Themountainsvalleylayquiet

Asashowercarriesaway
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Thewarmthofaneveningbreeze

Builtfromwithinaday

Heatdancesshadowsonthelakesfierybay

Constructingtempleswheregodscouldplay

Todayisthefinestpiece

Fortranquilemptiness

Suggestionsoffluentsensations

Congregatedillusionsofmasturbations

Sympathizetherichnessofthetruth

Energizetheexpectedthoughtsofyouth

Readingthepoemaloud,wecanpointoutseveralrhymingcouplets.Theyincludeamongothers:

 Freeandme

 Awayandday

 Sensationsandmasturbations

 Truthandyouth

InternalRhymeinSeparateLines

Hereisaretwoexamplesofpairsoflineswithmiddlerhymesinseparatelines.

Iseearedboatthathasaredflag

Justlikemyredcoatandmylittleredpail

Thewords‘boat’and‘coat’rhyme.

I’dliketojumpintotheocean

Butdon’tdumpmeinstead.
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Therhymingwordsare‘jump’and‘dump’.

Nowreadthestanzabelowfromthepoem‘TheRaven’andidentifyallthepairsofrhymingwords.

Onceuponamidnightdreary,whilei

Pondered,weakandweary

Overmanyaquaintandcuriousvolumeof

Forgottenlore.

WhileInodded,nearlynapping,suddenly

Therecameatapping

Asifsomeonegentlyrapping,rappingat

Mychamberdoor

’’Tissomevisitor,’’Imuttered,’’tappingat

Mychamberdoor;

Onlythis,andnothingmore.’’

RhymeScheme

 Thisisawayofdescribingthepatternoftheendrhymesinapoem.

 Thepointsbelowwillhelpyouinreadingandnotatingtherhymescheme.

 Eachnewsoundattheendofalineisgivenaletter.

 Thelettersstartwith‘a’,then‘b’,andsoon.

 Ifanendsoundrepeatstheendsoundofanearlierline,itgetsthesameletterasthatearlierline.

 Herearefourdifferentstanzas,eachwithadifferentrhymescheme,thatcanhelpyouunderstandrhyme

scheme.

1.FromVoicesinMyHead,byIvorDavies

Suddenlyavoiceappears

Ihearitinmymind

Withinmyheadnotinmyears

Notofthenormalkind

Therhymeschemeis:abab

Itisregularrhymeschemeasitiseasytopredictwhenthesoundwillnextappear.

2.FromFallingRaindrops’PrayerfortheBroken.

Iprayforthecrying

Forthehurtandthedying
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Forthoseburnedandscreaming

Foreachhelpercrying

Therhymeschemeisaaaaa

Thistooisregular.

3.FromthepoembyRobertBroadbent.

Earlyorlate,

Patient…can’twait

Lostoryourfound

Theworldgoesaround

Therhymeschemehereisaabb.ThisisaRegularscheme

4.FromHappyHolidaysbyJohnLumber.

ChristmasEve

Ohhowsupreme!

WhenSantacomes

Everynight!

Then,nextday,

Ijustcan’twait,

Whenthetreeisallalight.

Therhymeschemeisabcdedd.Thisisirregular.

Theirregularrhymeschemeoccurswhenyoucan’tpredictwhentheendsoundwillberepeated.

WhyRhyme?

(a)Rhymecreatesrhythminthepoem.

(b)Italsomakesreadingorrecitingthepoeminteresting.
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(c)Thepoemisalsomadeeasytomemorize.

Exercise1

DescribetherhymeschemeofthepoembelowbyRobertBroadbent.

OneDayataTime

Happyorsad

Gooddaysorbad

Cherryordown

Theworldgoesaround

Giveuportry

Outgoingorshy

Asmileorafrown,

Theworldgoesaround

Earlyorlate,

Patient…can’twait,

Lostoryourfound,

Theworldgoesaround

Angry,serene

Outspoken,unsent

Tenseorunwound,

Theworldgoesaround

Allfuturedays,

Arehiddeninhaze,

Don’tworry,justlearn,

Tolettheworldturn.

Exercise2

Theincompletepoembelowhastherhymescheme:aabccbddebfe.Completeitwithappropriatewords.

DeathdidnottakeParissilently

Rumbledthegravescreaming_______________________

Nochildslepteasythat_______________________

Twentyminutesofterrorwaking

Weeonesfromsleepincoldsweats__________________________

Stealingtheirpeacefulbirthright.
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Indelibleimprintsof______________________

Ingrainedinyoungpsychesforever;

Posttraumaticstresssyndrome.

Theymayage,buttheywillnot____________________

Thebloodydeaththatevilbegets

Shadowslurkindreaming’sgloam.

(ByCatieLindsey)
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SONGS

(a)LULLABIES

 theyaresungbyananny,sibling,aunty,etc.inorderto:

1.Sendthebabytosleep.

2.Calmthecryingbaby.

3.Givepromisetothecryingbaby.Thepromisecanbethatoneoftheparentsiscomingback.

 Theyarenormallysungsoftlysoastolullthebaby.

 Ifyouhavetoclap,orhum,orwhistletotherhythm,doitsoftlyandslowly.

 Inthecasewhereachildcries,rockthebabyasyousing.

 Youcanalsogentlytapthebackofthebaby.

 Theyarenormallyshort.

 Theyarealsorepetitive.

 Readthesongbelowandthenattemptthequestionsthatfollow.

Sleepbabysleep

Sleepbabysleep

Yourfathertendsthesheep

Yourmothershakesthedreamlandtree.

i. Identifytwofeaturesoflullabiesintheabovesong.

ii. Givethemainreasonforsingingtheabovesong.

iii. Howwouldyoudothefollowingasyousingthesong:

a)Claptotherhythmofthesong.

b)Rockthebabyasyousing.

(b)CHILDRENSONGS

 Theyaresungbychildrenduringtheirplaytime.

 Alsoreferredtoasplaysongs.

FeaturesofChildrenSongs
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1.Repetitionisused.Aword,sentence,andevenawholestanzacanberepeated.

2.Theyareoftenshort.

FunctionsofChildren’sSongs

1.Theyhelpindevelopingchildren’slanguageskillsastheylistentofamiliarwordsinthesongs.

2.Helpdevelopchildren’slistenskills,thusconcentrate.

3.Encouragecreativityinchildren.Attimesyoufindchildrenaddingwordsthatwerenotinitially

mentionedintheoriginalversionsofthesongs.

4.Someteachingcountingofnumbers.

 Nowreadthesongbelow.Youcanpracticesingingit.

Inandoutthebambooforest

Inandoutthebambooforest

Inandoutthebambooforest

Youaremypartner.

Beatabeatonmyshoulder

Beatabeatonmyshoulder

Beatabeatonmyshoulder

Youaremypartner.

(c)TeasingSongs

 Sungtomakefunofsomeone.

(d)ReligiousSongs

 Sungandperformedduringreligiousoccasions.

 Sungmostlyatplacesconsideredholygrounds.

 Sungsoftlyandslowly.

(e)LovePoetry/Songs
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 Theyarebasedonromance.

 Sungbyonetothelovedone.

 Theyaresungsoftlyandslowlyastheyshouldpresentromanticelements.

 Theyaresungto:

1.Expressromance.

2.Mendthedamagedrelationshipbetweenlovers.

(f)CradleSongs/Poetry

 Performedtomarkthebirthofachild.

 Inmostcases,achildiswishedasuccessfullifeinfuture.

 Mostlyperformedbywomenandgirls.

 Duringthistime,achildorchild’smotherispresentedwithgifts.

(g)WarPoetry

 Performedbywarriorsduringwar.

 Sungloudlytoshowbravery.

 Duringthesinging,weaponsareheldinthehandsoftheperformers.

(h)HuntingSongs

 Huntersperformhuntingsongs.

 Sungonthewaytoandfromhuntingtrip.

 Huntingtoolscarriedintheprocess.

 Justlikewarsongs,theyaresungloudly.

 Theyareonthewaytohunttoencouragethemselvesonthepossibilityofkillingfatterandenough

animals.

 Alsotopasstimeontheirway.

(i)SatiricalSongs

 One’sfollyiscriticizedinthissong.

 Theyaremeanttohelpthewickedinsomeareastochange.

(j)Epics/HeroicPoetry
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 Theyareelaborateandtalkaboutthelivesofheroesknowntothecommunity.

 Theheroicdeedsoftheheroesarementioned.

(k)Dirges

 Alsoreferredtoasfuneralsongsorfuneralpoems.

 Theyaresungafterlearningaboutthedeathofsomeone.

 Canalsobesungduringthefuneralceremony.

 Shouldalsobesungsoftlytoshowthesadnessthatresultfromlosingsomeone’sbelovedone.

 Insomecases,weaponsareheldduringtheperformance.

 Thereistheuseofapostrophe.Thisisstyleofaddressinganobjectoradeathasifitisaliveand

canrespond.

 Whilewomensing,menchant.

(l)Panegyrics

 Initsspecializedformpanegyricisatypeofsongandonemeanttopraisesomeone.

 Thepraisesongcanbesungbysomeoneelseorsungbyoneforselfpraises.Sometimes

theseareself-praises

 Formalizedpraisesaredirectedpubliclytokings,chiefs,andleaders,composedandrecitedby

membersofaking’sofficialentourage.

 Onecanbepraisedincaseof:

i. personalachievementinwar;or

ii. Achievementinhunting.

 Lookatthepanegyricinthenextpage.

Ogunkillsontherightanddestroysontheright.

Ogunkillsontheleftanddestroysontheleft.

Ogunkillssuddenlyinthehouseandsuddenlyinthefield.

Ogunkillsthechildwiththeironwithwhichitplays.

Ogunkillsinsilence.

Ogunkillsthethiefandtheownerofthestolengoods.

Ogun-killstheowneroftheslave—andtheslaverunsaway.

Ogunkillstheownerofthirty’iwofa’[pawns]—andhismoney,wealthandchildrendisappear.
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Ogunkillstheownerofthehouseandpaintsthehearthwithhisblood.

Ogunisthedeathwhopursuesachilduntilitrunsintothebush.

Ogunistheneedlethatpricksatbothends.

Ogunhaswaterbuthewashesinblood.

ETIQUETTE

TELEPHONEETIQUETTE

Telephoneetiquettearetherulesthatdemonstratetheproperandpolitewaytouseyourphone/telephone.

Itstartsfromhowyouprepareforphonecallstowhenyouendthecall.

PreparationforPhoneCall

Thefollowingshouldbedonebeforeplacingacall:

 Ensureyouhaveenoughtime.Itwillnotaugerwelltosuddenlyendtheconversationbecauseof

insufficientairtime.

 Gotoaplacewherethereissilence.Toomuchnoisewilldistractyourattention.
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 Thinkthroughexactlywhatyouwanttosay.Writeitdownifpossiblesoyoudon’tforgetwhattosayor

askandlookasthoughyoudidn’thaveanythingtosay.

TipstoDisplayWhenMakingaCall

Whetheratwork,athome,oronyourmobilephone,remembertodisplaythetipsbelowatalltimes:

1.Identifyyourselfatthebeginningofthecall.

2.Speakclearlyandslowlyespeciallywhenleavingthemessage.

3.Speakwithalowtoneofvoice.Besuretoknowhowloudyoumaybe.

4.Alwaysendwithapleasantry,forexample,’Haveaniceday.’

5.Letthecallerhangupfirst.

6.Stayawayfromotherswhiletalkingonthephone.Theydon’tneedtohearyourprivateconversation.

WhattoAvoid

1.Avoidbeingdistractedbyotheractivitieswhilespeaking.Someoftheseactivitiesinclude:

 Rustlingpapers

 Chewing

 Driving

 Speakingwithsomeone

 Shopping

 Workingonthecomputer

2.Avoidallowinginterruptionstooccurduringtheconversation.

3.Donotengageinanargumentwiththecaller.

4.Talkingtooloudly.

NotatthesePlaces

Thefollowingareplacesyoushouldnotmakeacall.Youshouldevenhaveyourcellphoneinasilentmodeor

switchitoffaltogether.

 Bathrooms

 Hospitals
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 Waitingrooms

 Meetings

 Museums

 Placesofworship

 Lectures

 Liveperformances

 Funerals

 Weddings

TelephoneConversations

Hereweshallfocusonmajorlybusinesstelephoneconversations.Itshouldbenotedthattherearepatterns

thatarefollowed;butnotallwillfollowthisrigidpattern.Thesixpatternsinclude:

1.Thephoneisansweredbysomeonewhoasksifhe/shecanhelp.

2.Thecallermakesarequesteithertobeconnectedtosomeoneorforinformation.

3.Thecallerisconnected,giveninformationortoldthatthatpersonisnotpresentatthemoment.

4.Thecallerisaskedtoleaveamessageifthepersonwhoisrequestedforisnotin.

5.Thecallerleavesamessageorasksotherquestions.

6.Thephonecallfinishes.

Exercise1

Readthetelephoneconversationbelowandthenanswerquestionsthatfollow.

Pauline:(aformtwostudent,WajanjaSchool)ringring…ringring…

Secretary:Hello,WajanjaSchool,thisisMsEstherspeaking.HowmayIbeofhelptoyou?

Pauline:Yes,thisisPaulineKaranjaaformtwostudentcalling.MayIspeaktotheprincipal,please?

Secretary:IamafraidMsKalumaisnotintheofficeatthemoment.Wouldyouliketoleaveamessage?

Pauline:Iwouldreallywant,thanks.Whenshecomesback,tellherIwantedtoaskforonedaypermission.My

brotherissickandIwouldliketorequestherthatIreportonedayaftertheopeningday.ItisIwhowillbeleft

withmysiblingsasthebrothergoestothehospital.Thatisall.

Secretary:Sorryforthat,Iwishhimquickrecovery.Iwouldgiveherthemessageassoon.

Pauline:Iwouldbegratefulmadam.Thanksagain.

Pauline:WelcomePauline.Justensureyoureportasstatedhere.
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Secretary:Okhaveanicedaymadam.

Pauline:Youtoohaveaperfectday.Goodbye

(a)Withexamples,outlinethepatternsoftelephoneconversationinabove.

(b)IdentifyevidencesoftelephoneetiquettetipsdisplayedbyPaulineintheconversationabove.

Exercise2

Yoursiblingisverysick.Youareplanningtomakeadoctoraphonecalltocometoyourhometoprovide

medication.

(a)Stateanythreepreparationsyouwouldputinplacebeforemakingthisimportantcall.

(b)Givefourbadhabitsyouwouldavoidwhenmakingthiscall.

Exercise3

Joanhasjustcalledtheparenttoaskthemtopaytheschoolfee.Unfortunately,theparentisnothappywith

thewayshehasmadethecall.Identifyanyfourtelephoneetiquettetipsshecouldhavefailedtodisplay.

MASTERYOFCONTENT

INTERVIEWS

Haveyoueverattendedtheformalmeetingswhereyouareaskedquestionsandareexpectedtorespondto
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them?Morethanonceyouwillbeinvitedtoattendinterviews.Youcanalsoinvitesomeonetointerview.For

thisreason,youshouldsomeinterviewtips.

Thetwoparticipantsinaninterviewaretheinterviewer(attimesapanelofinterviewers),andtheinterviewee.

TipsfortheInterviewees

JobInterviewPreparations

Ifyoureallywanttobeconsideredforaparticularjobfollowinganinterview,youhavetoadequatelyprepareto

succeed.Thefollowingarethepreparationstheintervieweewouldputinplacebeforetheinterview:

(a)Contactyourrefereestoalertthemthatyouwillbeinterviewedandtheyarelikelytoreceiveacall.

(b)Prepareyourdocuments.Makesuretheyareneatandwellarranged.

(c)Knowthelocationwhereyouarehavingtheinterview.Itwillhelpyouknowhowlongitwilltakeyouto

reachthere.

(d)Dosomeresearchabouttheorganization.

(e)Preparewhattowearandhowtogroom.

(f)Anticipatepotentialquestionsandprepareanswerscorrectly.

(g)Arriveearlyenoughfortheinterview.

(h)Preparequestionstoasktheinterviewerattheend.Itwillshowhowmuchyouareinterestedinworking

there.

DuringtheInterview;

(a)Greettheinterviewer.

(b)Knockonthedoorandwaitforresponsebeforeyouenter.Shutthedoorbehindyouquietly.

(c)Waituntilyouareofferedtheseatbeforesitting.

(d)Sitorstanduprightandlookalertthroughout.

(e)Makegoodeyecontactwiththeinterviewertoshowyouarehonest.

(f)Explainyouranswerswheneverpossibleandavoidansweringquestionswithyes/noasanswers.

(g)Answerquestionshonestly.Don’teverlie!

CommonBlundersyouMUSTAvoid

Avoidfallingfoulofthefollowing:

1.Turninguplatefortheinterview.

2.Dressingandgroominginappropriately.

3.Givingsimpleyes/noasanswers.
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4.Speakingnegativelyaboutyourpreviousemployer.

5.Sittingbeforeinvited.

6.Discussingtime-offormoney.

AsanInterviewer

BeforetheInterview:

1.Writedownquestionstoask.

2.Calltheprospectiveemployee’sreferees.

3.Preparetheplacefortheinterview.

4.Alerttheintervieweeabouttheinterview.Mentionthetimeandplace.

5.Arriveearlyfortheinterview.

DuringtheInterview:

1.Allowthemenoughtimetorespondtoquestions.

2.Encouragethemtospeakby,forexample,noddingyourheadwhentheyanswerquestions.

3.Speakandaskquestionspolitely.Befriendlybutformalasmuchasyoucan.

4.Makeeyecontactwiththeintervieweetoshowyouarelisteningtothem.

Exercise1

youarethesecretaryofjournalismClubatMaembeDodoMixedSchool.OnFridayyouwouldliketointerview

yourschoolDeputyPrincipalontheissueofStudents’Discipline.

(a)Writedownanythreequestionsyouwouldaskhim/her.

(b)Otherthanwritingdownquestionstoask,howelsewouldyouprepareprepareforthisday?

(c)Statefourthingsyouwoulddoasyouinterviewhim.

Exercise2

Readtheconversationbelowandthenanswerquestionsafterit.

MsNaomi:WelcometoourDoctor’soffice.

Mr.Josh:Nicetobehere.

MsNaomi:Iseefromyourresumethatyouareacardiologistwith10yearsofpractice.

Mr.Josh:That’sright.

MsNaomi:Thisinterviewisjusttogettoknowyoualittleandthentherearefollowupinterviews.Sowhatdo

youdoinyourfreetime?

Mr.Josh:Ilikegolfingandswimming.Ialsoliketoreadnewspapers.
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MsNaomi:Whydidyouwanttobeadoctor?

Mr.Josh:ActuallyIlovehelpingpeoplegetwell.IthinkcardiologyhasmadegreatstridesrecentlyandIwould

liketosharemyfindingswithothers.

MsNaomi:Haveyouwritteninanyscientificjournalssofar?

Mr.Josh:Notyet.Buthopefullysoon.

MsNaomi:OK,we’dliketolearnmoreaboutyou.Let’sgoforlunchwwithourcolleagues,ifthat’sOK.

Mr.Josh:That’sfine,Iamfree.

(a)WhattwothingsqualifyMsNaomiasagoodinterviewer?

(b)IdentifytwoevidencesofinterviewtipsdisplayedbyMr.Josh.
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READINGFORFORMTWO

READINGSKILLS

SCANNINGANDSKIMMING..

Reading

 Thereisalotofreadingyouwillengagein.Tocopewithitall,you'llneedtodevelopsomereading
techniques.

 Herewe'lltalkaboutscanning,skimmingandreadingforstudy.

Scanning

 Whenyouscanatext,yousearchforoneparticularitem(orsetofitems)whileignoringeverythingelse.
 Suppose,forexample,thatyou'rewritinganassignmentonEffectsofDrugAbuse,andyou'relooking

throughacopyofDrugAddict’sStory,toseeifthereareanyrelevantmaterial.Youscanthelistofcontents
tofindthepartwrittenDrugAbuse,thenscanthematerialslistedthere.

Skimming

 Whereasyouscanforspecificinformation,youskimatexttogetageneralideaofwhatinformationit
contains.

 InthiscaseyoumightpickupthecopyofDrugAddict’sStoryinalibrary,skimthroughthecontents,turn
toacoupleofarticlesthatinterestyouandskimthroughtheparagraphstogetasenseofwhattheyare
saying.

 Youwouldn'treadeveryword,orevenlookateveryparagraph.
 Youjustreadenoughtofindoutwhetherthebook/newspaperisworthreading/buying.

COMPREHENSIONSKILLS

SUMMARYANDNOTE-MAKING.
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SUMMARY

 Anexcellentsummaryisasummarywrittentoshowthatyouhavereadandunderstood
something.

 Youwillgetassignmentsthataskyoutoreadacertainmaterialandsummarizeit.

Howtoproduceasummary:

1.Readthematerialtobesummarizedandbesureyouunderstandit.

2.Outlinethemajorpoints.

3.Writeafirstdraftofthesummarywithoutlookingatthematerial.

4.Alwaysuseparaphrasewhenwritingasummary.

5.Targetyourfirstdraftforapproximately1/4thelengthoftheoriginal.

6.Neverputanyofyourownideas,opinions,orinterpretationsintothesummary.Thismeansyou
havetobeverycarefulofyourwordchoice.

7.Writeinprose–notpointform.

NOTEMAKING

HowtoMakeNotes

Thefollowingtipswillcomeinhandywhenmakingnotes:

1.Readthematerialcarefullyandthoroughly.

2.Underlinethekeysentencesasyouread.Thiswillhelpinformingthetitle.

3.Makearoughnoteofthemainpointsinalogicalsequence.

4.Writethefinalnotes.

Youshouldhaveinmindthatanote:

1.Shouldbeshortandtothepoint.

2.Containalltheimportantandrelevantinformation.

3.Shouldhaveinformationsystematicallydividedandsubdivided.

4.Shouldhaveashorttitle.Avoidlongsentencesastitles.

5.Mustbewritteninpointsonly.

NotesTemplate
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TITLE…………………….

(a)………………………………………….

(b)…………………………………………

(c)………………………………………..

(d)………………………………………..

GRAMMARFORFORMTWO

PARTSOFSPEECH
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NOUNS

(a)COLLECTIVENOUNS

 Acollectivenounisawordforagroupofspecificthingsorpeopleregardedasanentity.

 Collectivenounsaregroupedunderthreecategories:

i. Categoryofpeople

ii. Categoryofanimals

iii. Categoryofthings

1.CategoryofPeople

Thecollectiveusedhereare:

 Anaudienceoflisteners

 Ababbleofbarbers

 Abenchofbishops

 Ablushofboys

 Apromiseofbarmen

 Aboardofdirectors

 Aclassofstudents

 Anarmyofsoldiers

 Abandofmusicians

 Abunchofcrooks

 Acastofactors/players(alsoacompanyorcryof)

 Achoirofsingers

 Acrewofsailors

 Acrowdofpeople/spectators

 Aflockoftourists

 Agangoflabourers

 Agangofthieves

 Agoringofbutchers

 Agroupofdancers
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 Apackofthieves

 Apanelofexperts

 Aregimentofsoldiers

 Astaffofemployees

 Atabernacleofbakers

 Ateamofplayers

 Athoughtofbarons

 Atribeofnatives

 Atroopofboyscouts

 Atroupeofartists/dancers

2.CategoryofAnimals

Thoseusedforanimalsinclude:

 Anarmyofants

 Acatchoffish

 Adroveofgoats/bullocks

 Afalloflambs

 Aflightofbirds

 Aflockofbirds

 Aflockofsheep

 Ahauloffish

 Aherdofbuffaloes/cattle/deer/elephants/goats

 Ahiveofbees

 Ahostofsparrows

 Akennelofdogs

 Aknotoffrogs

 Alitterofcubs

 Alitterofkittens/puppies
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 Amurderofcrows

 Apackofwolves

 Apackofhounds

 Aswarmofbees/flies

 Ateamofhorses

 Ateamofducks/horses/oxen

 Atribeofgoats

 Atroopoflions/monkeys

 Azooofwildanimals

3.CategoryofThings

 Analbumofautographs/photographs/stamps

 Ananthologyofpoems/stories

 Abasketoffruits

 Abowlofrice

 Abouquetofflowers

 Abunchofkeys

 Achestofdrawers

 Acloudofdust

 Aconvoyoflorries

 Afleetofships/lorries

 Aforestoftrees(also;stand,clump,groveof)

 Agalaxyofstars

 Agroupofislands

 Ahedgeofbushes

 Alibraryofbooks

 Anestofrumours

 Apackofcards
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 Apackoflies

 Apairofshoes

 Arangeofmountains

 Arouleauofcoins

 Astackofwood

 Astringofpearls

 Awadofnotes

Exercise1

Whatnameisgiventoagroupof:

1.Writers

2.Widows

3.Witches

4.Tailors

5.Judges

6.Grammarians

7.Shoemakers

8.Girlguides

9.Foresters

10.Prisoners

11.Preachers

12.Candidates

13.Matrons

14.Magistrates

15.Lawyers
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(b)COMPOUNDNOUNS

 Acompoundnounisanounthatismadewithtwoormorewords.

 Therearethreeformsforcompoundnouns:

 Openorspace–spacebetweenwords,forexample,manservant

 Hyphenated–hyphenbetweenwords,forexample,sister-in-law

 Closedorsolid–neitherspacenorhyphenbetweenwords,forexample,witchcraft

CompoundNounsCombinations

Thefollowingarethecompoundnouncombinationswithexamples:

Noun+Noun

Football

Eyelid

Adjective+Noun

Greenhouse

Hotdogs

Verb+Noun

Washingmachine

Dinningtable

Noun+Verb

Haircut

Rainfall

Verb+Preposition

Check-out

Noun+PrepositionalPhrase

Masterofceremonies

Sister-in-law

Preposition+Noun

Underdog

Noun+Adjective

Spoonful
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PluralFormsofCompoundNouns

 Ingeneral,wemakethepluralofthecompoundnounbyadding–stothemostsignificantone.Lookatthe

table

Singular Plural

Headteacher

Passerby

Mother-in-law

Wallpaper

Headteachers

Passersby

Mothers-in-law

Wallpapers

 Therearevariationswiththoseendingin–ful,likespoonful.Youcaneithersayspoonsful(newstyle),

spoonfuls(oldstyle).Itisadvisableyouremainconsistentinyourchoice.

CompoundNoun NewStyle OldStyle

Spoonful

Bucketful

Cupful

Truckful

Mouthful

Spoonsful

Bucketsful

Cupsful

Trucksful

Mouthsful

Spoonfuls

Bucketfuls

Cupfuls

Truckfuls

Mouthfuls

 Therearethosenounsthathavenoobvioussignificantword.Theywillrequireyoutoconsultthe

dictionarytofindtheirplural.Forexample,

 Go-betweens

 Good-for-nothings

 Grown-ups

 Higher-upsetc

 Forcompoundnounsmadeofnoun+noun,thefirstnounistakenasanadjective,anddoesnottakean–s.

examples

 Appletrees

 Toothbrushes

 Busstops,etc
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Exercise

Usingcompoundnouns,shortentheunderlinedphrasesinthesentencesbelow.

(a)Sheiscleaningaroomforstores.

(b)Heboughtanewrulerformeasuringupto30cm.

(c)Juneistheassistantclasssecretaryforformtwo.

(d)Wehadtostopatthestationforthebuses.

(e)Getmesizeofcables.

(f)Theyboughtitastherewasreductionincost.

(g)Studentsaregiventwobreaksoftwentyminutes.

(h)Thesearetheplugswiththreepins.

(i)Themechanichascarriedtwometalboxesforthetools.

(j)Areyouthewifeofmyson?

(c)POSSESSIVES

 Anouncanbeapossessivewhenitcanalsohave“ofa”or”ofthe”precedingit.Forexample,

Thewatchofagirl–agirl’swatch.

Themilkofthecow–thecow’smilk.

SingularPossessives

 Asingularnounisusuallymadepossessivebyadding‘stotheendofthenoun.Forexample,

Theman’swheelbarrowislost.

 Mostpropernounsaremadepossessivesbyadding‘stotheendoftheword,forexample,

Khalwale’sshirtisdark.

 Asingularnounthatendsinscanbemadepossessivebyeitheradding‘stotheendoftheword,orby

onlyadding‘totheendoftheword.Example,

Matthews’jobisgood.

Matthews’sjobisgood.
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PluralPossessives

 Apluralnounthatendsinscanbemadepossessivebyonlyadding‘totheendoftheword.Example

Allthetechnicians’fingerswerecut.

 Apluralnounthatendsinotherlettersapartfromscanbemadepossessivebyadding‘stotheword.For

example,

Thewomen’steamwillplaynextweek.

PossessivePronouns

 Mostpossessivepronounsdonotuseanapostrophetoindicatepossession.Examples

 Thatisitstail.

 Hisisthenewone.

 Ourshasbeenreceived.

 Somepossessivepronounsuse‘s,forexample,

Grade“A”iseveryone’sdream.

Thisissomeone’swristwatch.

Note:“it’s”isacontractionfor“itis”andnotapossessive.

PRONOUNS

(a)NUMBERANDPERSONINPRONOUNS

PronounNumber

 Apronouncanbesingularorplural.

 Singularpronounsare:

 I,me,he,him,his,she,her,it,anyone,this,etc
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 Pluralpronounsare:

 We,us,they,them,these,all,those,etc

PronounPerson

 Pronounsaredividedintothreegrammaticalpersons.Thesedivisionsare:

 Firstperson

Itreferstotheoneoronesspeaking.

ThepronounsusedhereareI,me,mine,we,us,ours

 Secondperson

Theonespokento,ordirectlyaddressed,isreferredtohere.

Thepronounsinthesecondpersonareyou,yours

 Thirdperson

Itreferstotheoneoronesspokenabout.

Somepronounsusedinthesecondpersonareit,its,they,theirs,them

ExamplesinSentences

i. Shelikesme.

ii. Fredboughthimanumbrella.

iii. Yoursisthesmallest.

(b)INDEFINITEPRONOUNS

 Anindefinitepronoundoesnotrefertoanyspecificperson,thingoramount.
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 Somecommonindefinitepronounsare:

 All

 Another

 Any

 Anybody

 Anyone

 Anything

 Anywhere

 Both

 Each

 Either

 Enough

 Everybody

 Everyone

 Everything

 Few

 Many

 Nobody

 None

 One

 Several

 Some

 Somebody

 Someone

 Somewhereetc

 Mostindefinitepronounsareeithersingularorplural.Someofthemcan,however,beusedassingularand

pluraldependingonthecontext.

 Asingularpronountakesasingularverb.Examples,

i. Eachteacherhaswrittenher/hislessonnotes.

ii. Therearetwocups.Oneismine.

 Bythesametoken,apluralpronountakesapluralverbforagreement.Examples,

i. Manyhavebeenhere.

ii. Botharemyfriends.

MeaningofSomeTypicalIndefinitePronouns

SingularIndefinitePronouns

Pronoun Meaning ExampleinaSentence

Another Additional Thatcookwasstubborn.Canyou

helpmegetanother?

Anybody/anyone Nomatterwhatperson Isthereanyoneathome?

Anything Nomatterwhatthing Isthereanythingleftthere?

Each Everyoneoftwoormore Eachhastopayforthedamage.

Either Oneofthetwo Eitherisok.

Enough Asmuchasneeded Thereisenoughmoneytotake

usthewholeweek.

Everybody/everyone Allpeople Sinceeveryonehasarrivedhas

left,youcanlockthegate.
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Everything Allthings Everythingthatbelongstothem

havebeensweptbyflood.

Neither Notoneandnottheotherofthe

two

IalwaysadviseMuktarandAsiya

butneitherlistenstome.

Nobody/no-one Noperson Ihavewrittentomanypeoplebut

no-onehasreplied.

Nothing Notanything Nothinghasbeenheardfrom

themsince.

One Anunidentifiedpersonorthing Onehasnotbeenfound.

Other Adifferentonefromtheonethat

hasbeenmentioned

Oneofthetwinsisbrownwhile

theotherisdark.

Somebody/someone Unknownorunspecifiedperson Someoneismissing.

Something Anunspecifiedthing Ihopesheiscookingsomething.

PluralIndefinitePronouns

 Both

 Many

 All

Exercise1

Completethesentencewiththemostappropriateindefinitepronounfromthelistgivenbelow.

Everyone

Somewhere

Everybody

Nothing

Anywhere

Anything

Anybody

Something

1.Wouldlike______________todrink?

2.Icouldn’tsee_____________inthedark.

3.Does_________knowher?

4.Don’taskwhereshehasgone.Dorothycango__________shefeelslikegoing.

5.Theweaponswerefound____________here.

6.Thereis____________towatch.

7.Since_____________hasleft,theshopcanbeclosed.

8.Wewillgetyou_____________youare.Youcan’thideforlong.

9.____________hasapprovedourproposal.

10.Weweretoldthatthereisagoodschool_____________nearhere.

Exercise2

Rewriteeachsentenceusingthewordinbrackets.
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1.Hesaidnothinguseful.(anything)

2.Thereisnoanythingleft.(nothing)

3.Cananyoneanswerthisquestion?(no-one)

VERBS

(a)AUXILIARYVERBS

 Auxiliary(orHelping)verbsareusedtogetherwithamainverbtoshowtheverb’stenseortoforma
negativeorquestion.

 Therearetwocategoriesofauxiliaryverbs:

(i)PrimaryAuxiliaries

(ii)Modalauxiliaries

(a)PrimaryAuxilliaries

 Themostcommonauxiliaryverbsarehave,be,anddo.
 Thethreehavetheirformsasshownbelow.

Verb Forms

Be  Be

 Am

 Is

 Are

 Was

 Were

 Been

 Being
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Have  Have

 Has

 Had

Do  Do

 Does

 Did

ExamplesinSentences

1.Emilianaisrunningawayfromus.

2.Ifshedoesn’tcomeontime,she’llhavetodoallthework.

3.Doesyournamebeginwithan“F”?

4.Theboyshavefinishedtherace.

5.Iamwritingyouanotice

6.Themilkhasbeendrankbythecat.

7.Ihavepurchasedanewpairofshoestoreplacetheonesthatwerelostinmyluggage.

8.Wehopeyoudon’tdropoutofschool.

9.ShewasaskingWachiraaquestion.

10.Richardhasbeenworkinghardthewholeyear.

11.Sarahdoesn’tskiorrollerskate.

(b)ModalAuxiliaryVerbs

 Unliketheprimaryauxiliaryverbs,modalauxiliariesneverchangeform.
 Lookatthelistofmodalauxiliaryverbsfollows:

 Can
 Could
 May

 Might
 Must
 Need
 Oughtto

 Shall
 Should
 Will
 Would

FunctionsofAuxiliaryVerbs
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Auxiliaryverbs,alsoknownashelpingverbs,addfunctionalorgrammaticalmeaningtotheclausesinwhich

theyappear.Theyperformtheirfunctionsinseveraldifferentways:

 Theyexpresstense.Forexamplepast,presentandfuture.

 Makesentencesgrammaticallycorrect.

 Theyquantifyverbs.

 Sentencesareemphasizedthroughthem.

Auxiliaryverbsalmostalwaysappeartogetherwithamainverb,andthoughthereareonlyafewofthem,

theyareamongthemostfrequentlyoccurringverbsintheEnglishlanguage.

AuxiliaryVerbExercises

Fillintheblankwiththecorrectauxiliaryverbfromthechoicespresented:

1.What________________thekidsdoingwhenyoulastsawthem?(was,were,are,did,been)
2.Carla________________alwayswantedtotryskydiving.(was,doesn’t,has,is,have)
3.Where__________________yougoonyoursummervacation?(were,been,are,did,does)
4.Whydoyouthinkshe__________callyoulikeshesaidshewould?(didn’t,is,hasn’t,hasbeen,have)
5.Mary_____________goingtobeupsetwhenshehearswhathappened.(will,don’t,is,didn’t,has)
6.Jeremy_____________wanttogotothemovies;hewantstostayhomeinstead.(doesn’t,isn’t,wasn’t,

hasn’t,wasnot)
7.I_________________appreciatehisjokes.Theyweren’tfunny.(did,have,been,didn’t,haven’t)
8.IreallylikefishbutI_______________careformeat.(weren’t,been,don’t,is,was)
9.Where_____________yougoingwhenIsawyoulastnight?(were,was,is,do,did)
10.Tara________________calledyet;she’slateasusual.(are,were,has,hasn’t,wouldn’t)

Answers:1–were,2–has,3–did,4–didn’t,5–is,6–doesn’t,7–didn’t,8–don’t,9–were,10–hasn’t
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(b)PERFECTIVEASPECT

 Alsocalledcompleteaspect,istheaspectofaverbwhichexpressesacompletedaction.

 Thecompletedactioncanbe:

 Inthepast,forexample,

 Wehadmet.

 Shehadleft.

 Theyhaddrunk.

 Inthepresent,examples,

 Ihaveseenit.

 Hehastakenhisbag.

 Ithasdrunkitsmilk.

 Infuture,forexample,

 Shewillhaveleft.

 Theywillhavegone.

 Helsywillhavecompleted.

HowtoFormthePerfectiveAspect

 Formedbyusingtheauxiliaryverbhaveandthepastparticipleformofthemainverb.

PastPerfectTense

 Expressesactioncompletedinthepast.

 Therecouldbeoneactioncompletedbeforetheonestarted.

ExamplesinSentences

1.Whenhearrived,Ihadalreadyeaten.

2.JohnhadfinishedhighschoolbythetimeIjoinedformone.

3.Gregoryhadseenthem.
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ThePresentPerfectTense

 Expressestheactioncompletedinthepresent,beforethenextonestarts.

 Examplesofsentencesinthistenseare:

 Hehasplayed.

 Wehavefinished.

 Ihavejumpedalready.

TheFuturePerfectTense

 Thefutureperfecttensereferstoacompletedactioninthefuture.Whenweusethistensewe
areprojectingourselvesforwardintothefutureandlookingbackatanactionthatwillbe
completedsometimelaterthannow.Itismostoftenusedwithatimeexpression.

 Thefutureperfectiscomposedoftwoelements
thesimplefutureoftheverb"tohave"(willhave)+thepastparticipleofthemainverb

Affirmative Negative Interrogative NegativeInterrogative

Iwillhavejumped Iwon'thavejumped WillIhavejumped? Won'tIhavejumped?

YouwillhavejumpedYouwon'thavejumped
Willyouhave

jumped?
Won'tyouhavejumped?

Hewillhavejumped Hewon'thavearrived Willhehavearrived? Won'thehavearrived?

Wewillhavejumped Wewon'thavejumped Willwehavejumped?Won'twehavejumped?

Theywillhavejumped
Theywon'thave

jumped
Willtheyhavejmped?

Won'ttheyhave

jumped?

Function

Examples

 IwillhavebeenhereforsixmonthsonJune23rd.
 BythetimeyoureadthisIwillhaveleft.
 Youwillhavefinishedyourreportbythistimenextweek.
 Won'ttheyhavearrivedby5:00?
 WillyouhaveeatenwhenIpickyouup?
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(c)PROGRESSIVEASPECT

 Itexpressesanon-goingaction.

 Theactioncouldhavebeeninthepast,present,orwillhappeninfuture.

 Verbsinthisaspectarerecognizablebythepresentparticiple(-ing)

ProgressiveAspectwithPastTense

Weusethepattern:

Wasorwere+presentParticiple,

Examples

 Weweretravelling.
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 Shewaswriting.

ProgressiveAspectwithPresentTense

Thepatternbelowisused

Isorare+presentparticiple,forexample

 Sheiswriting.

 Theyaredancing.

ProgressiveAspectWithFutureTime

Toformthis,weusethepattern:

Willbe+presentparticiple

 Hewillbecyling.

 Theywillbecrying.

(d)FUTURETIME

 ThereareanumberofdifferentwaysofreferringtothefutureinEnglish.Itisimportanttoremember
thatweareexpressingmorethansimplythetimeoftheactionorevent.

 Futurealwaysreferstoatime'laterthannow',butitmayalsoexpressourattitudetothefutureevent.

Allofthefollowingideascanbeexpressedusingdifferenttenses:

(i)Simpleprediction:Therewillbestrikenextweek.

(ii)Arrangements:SheisrunningtoKilgoristomorrow.

(iii)Plansandintentions:TheyaregoingtoflytoLondoninDecember.

(iv)Predictionbasedonpresentevidence:Ithinkit'sgoingtorain!

(v)Willingness:Shewillpayyourfee.
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(vi)Anactioninprogressinthefuture:Thistimenextyearhewillbeinformthree.

(vii)Aneventoractionthatisaroutine:YouwillbeseeingPerpetuainthechurchtomorrow.

(viii) Obligation:Youaretodrivedirectlytomyhouse.

(ix)Anactionoreventthatwilltakeplaceimmediatelyorverysoon:Thetrainisabouttoleave.

(x)Projectingourselvesintothefutureandlookingbackatacompletedaction:Amonthfromnowhewill

havefinishedallhisexams.

ThefourfutureverbtensesinEnglishare:

 Simplefuturetense
 Futurecontinuoustense
 Futureperfecttense
 Futureperfectcontinuoustense

Simplefuturetense

Thesimplefuturereferstoatimelaterthannow,andexpressesfactsorcertainty.

ExamplesinSentences

(i)Iwillseeyoulater.
(ii)Shewilldoit.Donotworry.

HowtoFormthesimplefuture

 Thesimplefuturetenseiscomposedoftwoparts:will/shall+theinfinitivewithoutto.
 studythetablebelow:

Affirmative Negative Interrogative

Iwillvisit Iwon’tvisit.

Iwillnotvisit.

WillIvisit?

Won’tIvisit?

Shewillvisit. Shewon’tvisit.

Shewillnotvisit.

Willshevisit?

Won’tshevisit?

Theywillvisit. Theywon’tvisit.

Theywillnotvisit.

Willtheyvisit?

Won’ttheyvisit?
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ContractionsinsimpleFuture

Iwill=I'll
Wewill=we'll
Youwill=you'll
Hewill=he'll
Shewill=she'll
Theywill=they'll
Willnot=won't

Futurecontinuous

 Thefuturecontinuousreferstoanunfinishedactionoreventthatwillbeinprogressatatimelaterthan
now.

 Thefuturecontinuousismadeupof:
thesimplefutureoftheverb'tobe'+thepresentparticiple(base+ing)

 Thefuturecontinuousisusedforquiteafewdifferentpurposes.Thesefunctionsinclude:

(i) Toprojectoneselfintothefuture.Example

Thistimenextmonthshewillbewritingherfinalpaper.

(ii)Topredictorguessaboutfutureevents.Example

You'llbemissingthesemealsonceleavehighschool.

(iii)Toaskpolitelyforinformationaboutthefuture.Example

Willyoubeattendingmyweedingthisweekend?

(iv)Torefertocontinuouseventsexpectedtohappeninthefuture.Examples

I'llbetracinghimnextmonth.

Futureperfect

 Thefutureperfecttensereferstoacompletedactioninthefuture.

 Inusingthistense,weprojectourselvesforwardintothefutureandlookingbackatanactionthatwillbe

completedsometimelaterthannow.

 Itismostoftenusedwithatimeexpression.

 Toformit,include:

thesimplefutureoftheverb"tohave"(willhave)+thepastparticipleofthemainverb

ExamplesinSentences
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(i)Won’tyoubehereformypartyforthreehoursnextweek?

(ii)Youwillhaveevacuatedthebuildingbythetimetheconstructorsarrive.

(iii)Shewillhaveleftbythetimewearrive.

FuturePerfectContinuous

 Thistenseisusedtoprojectoneselfforwardintimeandtolookback.

 Itreferstoeventsoractionsinatimebetweennowandsomefuturetimeareunfinished.

 Itismostoftenusedwithatimeexpression.

 Thefutureperfectcontinuousiscomposedoftwoelements

thefutureperfectoftheverb"tobe"(willhavebeen)+thepresentparticipleofthemainverb(base+ing)

 Studytheexamplesbelow:

(i)Iwillhavebeendoingmydegreeattheuniversityfortwoyearsby2019.

(ii)By2030hewillhavebeendrivinghiscarfor15years.

(iii)NextyearIwillhavebeenlearninginthisschoolforthreeyears.

ADJECTIVES

ORDEROFADJECTIVES

 Adjectivesdenotingattributesusuallyoccurinaspecificorder.

 Ingeneral,adjectivesfollowthefollowingorder:

Order Examples

Quantity Thirty,many,some

Opinion Nasty,dirty,beautiful

Size Short,tiny,huge

Shape Square,round,circular

Age Young,new,20-year-old

Colour Green,indigo,pink

Origin/Nationality Kenyan,English,Chinese
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Purpose Serving,sleeping,

Material Glass,earthen,metallic

Noun

ExamplesinSentences

i. HamisihasdecidedtosellhisflashynewGermancar.

ii. ImetseveralcharmingIndianladies.

iii. Therearethreebigfootballballsinthestore.

iv. Shehasboughtafewsmallwhitesleepingmats.

ADVERBS

(a)ADVERBSOFPLACE

 Theytalkaboutwhentheactionhappened,willhappen,orhappens.

 Theyareplacedafterthemainverborobject.

 Examplesofadverbsofplaceare:

 Up
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 Down

 Far

 Overseas

 Nearby

 North,etc

ExamplesinSentences

1.Shewentthere.

2.Thesupermarketisnearby.

3.Shewentoverseas.

4.Thebedroomisupstairs.

(b)ADVERBSOFDEGREE

 Anadverbofdegreetellsustheintesityatwhichatwhichanactionoccurs,ordegreeofanadjective

oranotheradverb.

 Examplesofadverbsofdegreeare:

 Extremely

 Quite

 Very

 Almost

 Justetc

ExamplesinSentences

1.Itverycoldoutside.

2.Thiswaterisextremelyhot.
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PREPOSITIONS

COMPLEXPREPOSITIONS

 Acomplexprepositionconsistsoftwoorthreewordcombinationsbutactingasasingleunit.

 Belowaretheexamples:

 Inaccordancewith

 Onbehalfof

 Inaidof

 Inlinewith

 Withrespectto

 Bymeanof

 Inrelationto

ExamplesinSentences

1.Iamwritinginregardtowhatwediscussedyesterday.

2.Hecameonbehalfofhisboss.

3.Awordcanbedistinguishedonthebasisofstress.
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CONJUNCTIONS

SUBORDINATINGCONJUNCTIONS

 Asubordinatingconjunctionjoinsasubordinateclause(dependent)toamainclause(independent

clause).

 Asubordinatingconjunctionisalwaysfollowedbyaclause.

 Itreducestheimportanceofoneclausesothatthereaderunderstandswhichofthetwoideasare

important.

 Separatethesubordinateclausefromthemainclausewithacommawhenthesentencebeginwitha

subordinateclause.

 Thefollowingisalistofcommonsubordinatingconjunctions:

 After

 Although

 As

 Asif

 Aslongas

 Asmuchas

 Assoonas

 Asthough

 Because

 Before

 Evenif

 Eventhough

 How

 If

 Inasmuch

 Inorderthat

 Lest

 Nowthat

 Once

 Provided

 Provided

that

 Since

 Sothat

 Than

 That

 Though

 Till

 Unless

 Until

 When

 Whenever

 Where

 Whereas

 Wherever

 While

 Why

ExamplesinSentences

i. Whenthedoorwasknocked,Joanrosetoopenit.

ii. Itishardtogiveupdrugsonceyougetaddicted.

iii. BecauseIwassick,Iwenttoseethedoctor.

iv. Althoughitwascold,hetookoffhiscoat.
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v. Ican’ttakeyououtsinceIhavenomoney.

Exercise

Combinethepairofsentencesusingsubordinatingconjunction.Choosetheconjunctionfromthelist

below.

Ratherthan

While

Whereas

Nowthat

Before

Whetherornot

Once

Eventhough

Since

1.Henrypassedtheexamsfirsttime.Janehadtoretaketheexamstwice.

2. MysisterlikesMath.IpreferChemistry.

3.Itwasraining.Ididn’tgetwet.

4.Iwillbelatetoday.Thereisjamintown.

5.Njugunapassedthetest.Njugunadidnotrevise.

6.Iwillleave.Thereissomeonetotakecareofthebaby.

7.Johnisaboy.Maryisagirl.

8.Gotoplay.Callyoursister.

9.Ididn’tgivethemoneytomysister.Igavethemoneytomycousin.

10.Youknowhimpersonally.Youhavetoagreethathehasdonealotforthiscountry.
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INTERJECTIONS

 Aword(s)usedtoexclaimorprotestorcommand.

 Aninjectionconveysanemotion.Theemotioncanbeofjoy,disgust,surprise,excitement,etc.

 Thiswordisnormallyplacedatthebeginningofasentence.

 Aforcefulinjectionisfollowedbyanexclamationmark.

 Alessforcefulinjectionisfollowedbyacomma.

ExamplesinSentences

i. Wow!Ihavewonit!

ii. Jeepers,thatwastooclose.

iii. Indeed,Ilikeit.

iv. Good!Icannowrelax.

v. Oh,Ididn’tknowaboutthat

vi. No,leavemealone.

InterjectionswhichareSounds

Interjectionsthatfollowareofsounds:
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 Phew

 Ah!

 Mmm!

 Humph

Exercise

Filltheblankswithappropriateinterjections.

1.__________,Ican’tseeyoutomorrow.

2._________,Iwillwaitforyou.

3.__________!Thetrainisleaving!

4.___________Icannowgoandplay.

5._________!Iamlostinthisbigtown!

6._________,thatiswonderful.

PHRASES

(a)CONSTITUENTSOFVERBPHRASES

 Asentencemusthaveaverb.

 Averbphrasehasaverbastheheadword.

 Averbphraseconsistsofamainverbplusauxiliaryveb(s).

 Lookatthesentencebelow.

Thesegirlsareannoying.

Areannoyingistheverbphrase.

Areisanauxiliaryverb.
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Annoyingisthemainverb.

 Themainverbnormallycomesattheendofthephrase.

MoreExamplesInSentences

1.Thepriceshavefallen.

2.Theycouldberunningfromme.

3.Theyhavebeenaskingthisquestionoverandoveragain.

4.Sheshouldhavebeenwritingthebook.
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(b)CONSTITUENTSOFADVERBPHRASES

 Anadverbphraseisawordgroupwithanadverbasthemainword.

 Anadverbphrasecanmodifyaverb,anadjective,oranadverb.

ConstituentsofAdverbPhrases

Anadverbphrasecanconsistof:

 Anadverb

 Premodifier,whichcanbeanadverb,adjective,orapreposition.

 Postmodifier

AdverbPhrasesExamples

i. Quiteslowly

Quiteisthepremodifier,whileslowlyistheadverb

ii. OnFridaynight

Premodifieristheprepositionon.nightisthepostmodifier

ExamplesinSentences

i. Theprojectwasdoneveryslowly.

ii. Wetalkedalldaylong.
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CLAUSES

(a)INDEPENDENTANDSUBORDINATECLAUSES

IndependentClauses

 Aclauseisindependentwhenitmeetsthefollowingconditions:

 Ithasasubject

 Ithasanaction—whatthesubjectisdoing.

 Itexpressesacompletethought.

Examples

1.Welefthome.

2.HelivesinNairobi.

SubordinateClauses

 Asubordinateclause(ordependent)clasusecannotstandaloneasasentencesinceitdoesnotexpressa

completethought.

 Adependentclausebeginswithasubordinateconjunctionorrelativepronounsorarelativeadverb.

 Itleavesonewondering“whathappened?”

Examples

1.Whereshewent

2.BeforeKhamisiarrived.

3.Aftersheabusedme.
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(b)COMPOUNDSENTENCES

 Acompoundsentencehastwoindependentclauses.

 Anindependentclause,asearlierdiscussed,hasasubjectandandaverbandexpressesacomplete

thought.

 Thetwoindependentclauseformingacompoundsentencearejoinedusingacoordinating

conjunction.Attimes,asemicolonisused.

 Thecoordinatingconjunctionsare:

 For

 And

 Nor

 But

 Or

 Yet

 So

Theseconjunctionscanbebestrememberedbyahandymnemonic:FANBOYS.

 Hereisanexampleofacompoudsentence:

HeworksinWajir,buthestaysinIsiolo.

 Thesentencehastwoindependentclauses:heworksinWajirandhestaysinIsiolo.

 Butisthecoordinationconjunctionjoiningthetwoclauses.

OtherExamples
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1.Rosewantedtobuyadress,butshedidn’thaveenoughmoney.

2.Theydidnotgotochurch,yettheirparentadvisedthemto.

3.DoyouwanttogotoRongoorHomabay?

(c)COMPLEXSENTENCES

 Acomplexsentenceismadeupofanindependentclauseandatleastonedependentclauses.

 Adependentclauselacksoneoftheelementsthatwouldmakeitacompletesentence.

 Theclausesmakingupthecomplexsentencearecombinedusingasubordinatingconjunction.

 Hereisanexampleforyou:

Mobilephoneshavehelpedalotsincetheycametothemarket.

 Theindependentclausemobilephoneshavehelpedalotisjoinedtothedependentclause

sincetheycametothemarket.

MoreExamplesinSentences

1.Althoughdeereatmycrops,theyarecute.

2.Beforeyouleave,givemeyouraddress.

3.WhileIpreferapermanenthouse,mywifeprefersasemipermanentone.
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(d)ACTIVEANDPASSIVEVOICE

 Asentencecaneitherhaveaverbinactiveformorpassiveform.

ActiveVoice

 Inasentencewithanactiveverb,thesubjectperformstheactiondenotedbytheverb.

 Hereisasentencewherethesubjectisperformingtheverb’sacton.

Jamesiswritingthenotes.

 Jamesisthesubjectdoingtheaction“writing”.

 SincethesubjectJamesdoestheaction,thesentenceissaidtobeintheactivevoice.

MoreExamples

1.Richardlockedthedoor.

2.Akothpaintedtheroom.

3.Heisbuyingthephone.

PassiveVoice



Novels,UpdatedCPA,CIFA,CPS,CICTHighSchoolNotes~0714497530isabokemicah@gmail.comPage66

 Anormalorderofmanyactivesentencescanbechanged,suchthatthesubjectisnolongeractive.

 Inthecaseabove,thesubjectisbeingacteduponbytheverb.

 Hereisanexampleforyou:

ThenoteswerewrittenbyJames.

 Thesubjectisthenotes.

 itispassiveasitisacteduponbytheverb.

 Sincethesubjectisbeingactedupon,thesentenceissaidtobeinapassivevoice.

MoreExamples

1.Thedoorwaslocked.

2.TheroomwaspaintedbyAkoth.

3.Thephoneisbeingboughtbyhim.

ChangingaSentencefromActiveVoicetoPassiveVoice

Followthestepsbelowinordertochangethesentencefromactivetopassivevoice:

 Movetheactivesentence’sdirectobjectinthesubject’sslot.

 Placetheactivesentence’ssubjectintoaphrasebeginningwiththepreposition“by”.

 Addaformoftheauxiliaryverb“be”tothemainverbandchangethemainverb’sform.

Exercise

Changethesentencesbelowtopassivevoice.

1.Julietchangedtheflattire.

2.Gregorypaintedtheentirehouse.

3.WhotaughtyouPhysics?

4.Nooneansweredmycall.

5.Whostolemybag?

6.Thehunterkilledtheantelope.
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7.Theywillsendherasuccesscard.

8.Theterriblenewsshockedeveryone.

GRAMMARANSWERS

PARTSOFSPEECH

NOUNS

COLLECTIVENOUNS

1) Worship

2)Ambush

3)Coven

4)Adisguising

5)Bench

6)Aconjunction

7)Blackening

8)Company

9)Stalk

10)Apity/agang

11)Converting

12)Slate

13)Riches

14)Bench

15)Eloquence
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(a)COMPOUNDNOUNS

a)Sheiscleaningaroomforstores.

Sheiscleaningastoreroom.

b)Heboughtanewrulerformeasuringupto30cm.

Heboughta30-cmruler.

c)Juneistheassistantclasssecretaryforformtwo.

Juneistheassistantformtwoclassprefect.

d)Wehadtostopatthestationforthebuses.

Wehadtostopthebusstation.

e)Getmesizeofcables.

Getmecablesize.

f) Theyboughtitastherewasreductionincost.

Theyboughtitastherewascostreduction.

g)Studentsaregiventwobreaksoftwentyminutes.

Studentsaregiventwo-twentyminutebreaks.

h)Thesearetheplugswiththreepins.

Thesearethethree-pinplugs.

i) Themechanichascarriedtwometalboxesforthetools.

Themechanichascarriedtwometaltoolboxes.

j) Areyouthewifeofmyson?

Areyoumydaughter-in-law?

PRONOUNS

INDEFINITEPRONOUNS

Exercise1

1) Something

2)Anything

3)Anybody
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4)Anywhere

5)Somewhere

6)Nothing

7)Everyone/everybody

8)Anywhere

9)Everyone/everybody

10)Somewhere

Exercise2

1)Hedidn’tsayanythinguseful.

2)Thereisnothingleft.

3)No-onecananswerthisquestion.

SUBORDINATINGCONJUNCTIONS

1.Henrypassedtheexamsfirsttime.Janehadtoretaketheexamstwice.

Henrypassedtheexamsthefirsttimewhile/whereasJanehadtoretakethemtwice.

2. MysisterlikesMath.IpreferChemistry.

Whereas/whilemysisterlikesMath,IpreferChemistry.

3.Itwasraining.Ididn’tgetwet.

Eventhoughitwasraining,Ididn’tgetwet.

Ididn’tgetweteventhoughitwasraining.

4.Iwillbelatetoday.Thereisjamintown.

Iwillbelatetodaysincethereisjamintown.

Sincethereisjamintown,Iwillbelatetoday.

5.Njugunapassedthetest.Njugunadidnotrevise.

EventhoughNugunadidnotrevise,hepassedthetest.

6.Iwillleave.Thereissomeonetotakecareofthebaby.

Nowthatthereissomeonetotakecareofthebaby,Iwillleave.

7.Johnisaboy.Maryisagirl.

JohnisaboywhileMaryisagirl.
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8.Gotoplay.Callyoursister.

Beforeyougotoplay,callyoursister.

9.Ididn’tgivethemoneytomysister.Igavethemoneytomycousin.

Ratherthangivingthemoneytomysister,Igaveittomycousin.

10.Youknowhimpersonally.Youhavetoagreethathehasdonealotforthiscountry.

Whetherornotyouknowhimpersonally,youhavetoagreethathehasdonealotforthiscountry.

INTERJECTIONS

1)No,

2)Well

3)Hurry

4)Phew

5)Alas

6)Ahh

7)

ACTIVEANDPASSIVEVOICE

1.TheflattirewaschangedbyJuliet.

2.TheentirehousewaspaintedbyGregory.

3.BywhomwereyoutaughtPhysics?

4.Mycallwasnotansweredbyanyone.

5.Mybagwasstolenbywhom?

6.Theantelopewaskilledbythehunter.

7.Asuccesscardwillbesenttoher.

8.Everyonewasshockedbytheterriblenews.

WRITINGFORFORMTWO

SPELLING

COMMONLYMISSPELTWORDS

Thetablebelowcontainswordsthatarenormallymisspelt.

absence definition knowledge profession
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accidentally
accommodate
accumulate
achievement
acquaintance
acquire
acquitted
advice
advise
amateur
among
analysis
analyze
annual
apartment
apparatus
apparent
appearance
arctic
arguing
argument
arithmetic
ascend
athletic
attendance
balance
battalion
beginning
belief
believe
beneficial
benefited
boundaries
Britain
business
calendar
candidate
category
cemetery
changeable
changing
choose
chose
coming
commission

describe
description
desperate
dictionary
dining
disappearance
disappoint
disastrous
discipline
dissatisfied
dormitory
effect
eighth
eligible
eliminate
embarrass
eminent
encouragemen
t
encouraging
environment
equipped
especially
exaggerate
excellence
exhilarate
existence
existent
experience
explanation
familiar
fascinate
February
fiery
foreign
formerly
forty
fourth
frantically
generally
government
grammar
grandeur
grievous
height

laboratory
laid
led
lightning
loneliness
lose
losing
maintenance
maneuver
manufacture
marriage
mathematics
maybe
mere
miniature
mischievous
mysterious
necessary
Negroes
ninety
noticeable
occasionally
occurred
occurrence
omitted
opinion
opportunity
optimistic
paid
parallel
paralysis
paralyze
particular
pastime
performance
permissible
perseverance
personal
personnel
perspiration
physical
picnicking
possession
possibility
possible

professor
prominent
pronunciation
pursue
quantity
quizzes
recede
receive
receiving
recommend
reference
referring
repetition
restaurant
rhyme
rhythm
ridiculous
sacrifice
sacrilegious
salary
schedule
seize
sense
separate
separation
sergeant
severely
shining
similar
sincerely
sophomore
specifically
specimen
statue
studying
succeed
succession
surprise
technique
temperamental
tendency
tragedy
transferring
tries
truly
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committee
comparative
compelled
conceivable
conferred
conscience
conscientious
conscious
control
controversial
controversy
criticize
deferred
definitely

heroes
hindrance
hoping
humorous
hypocrisy
hypocrite
immediately
incidentally
incredible
independence
inevitable
intellectual
intelligence
interesting
irresistible

practically
precede
precedence
preference
preferred
prejudice
preparation
prevalent
principal
principle
privilege
probably
procedure
proceed

tyranny
unanimous
undoubtedly
unnecessary
until
usually
village
villain
weather
weird
whether
woman
women
writing

Task

Writethecorrectspellingfor:

1)absense
2) acceptible
3) accidentaly
4)accomodate
5) acheive
6)acknowlege
7)acquaintence
8)aquire
9) aquit
10)acrage
11)adress
12)adultary
13)adviseable
14)agression
15)allegience
16)allmost
17)alot
18)amatuer
19)annualy
20)apparant
21)arguement
22)athiest
23)aweful
24)becuase
25)becomeing
26)begining

27)beleive
28)bouy
29)busines
30)calender
31)camoflage
32)catagory
33)cauhgt
34)cemetary
35)changable
36)cheif
37)collaegue
38)colum
39)comming
40)commited
41)conceed
42)congradulate
43)consciencious
44)concious
45)concensus
46)contraversy
47)cooly
48)decieve
49)definate
50)definately
51)desparate
52)diffrence
53)dilema
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54)disapoint
55)disasterous
56)drunkeness
57)embarass
58)equiptment
59)excede
60)exilerate
61)existance
62)experiance
63)extreem
64)facinating
65)firey
66)flourescent
67)foriegn
68)freind
69)guage
70)greatful
71)garantee
72)guidence
73)harrass
74)heighth
75)heirarchy
76)humerous
77)hygene
78)hipocrit
79)ignorence
80)immitate
81)imediately
82)independant
83)inteligence
84)judgement
85)liesure
86)liason
87)libary
88)lisence
89)maintainance
90)millenium
91)mischievious
92)mispell
93)neccessary
94)neice
95)nieghbor
96)noticable
97)occassion
98)occasionaly
99)occurence
100) occured
101) ommision
102) orignal
103) outragous

104) parliment
105) passtime
106) percieve
107) perseverence
108) personel
109) playwrite
110) posession
111) potatos
112) preceed
113) presance
114) privelege
115) professer
116) promiss
117) pronounciation
118) prufe
119) questionaire
120) readible
121) realy
122) recieve
123) reciept[

124) recommend
125) refered
126) referance
127) relevent
128) religous
129) repeatition
130) restaraunt
131) ryme
132) rythm
133) secratary
134) sieze
135) seperate
136) sargent
137) similer
138) skilfull
139) speach
140) sucessful
141) supercede
142) suprise
143) tomatos
144) tommorrow
145) twelvth
146) tyrany
147) underate
148) untill
149) usible
150) vaccum
151) vehical
152) visious
153) wether



Novels,UpdatedCPA,CIFA,CPS,CICTHighSchoolNotes~0714497530isabokemicah@gmail.com
Page74

154) wierd
155) wellfare

156) withold
157) writting

Answers

1.absence
2.acceptable–
3.accidentally/accidently
4.accommodate
5.achieve
6.acknowledge
7.acquaintance
8.acquire
9.acquit
10.acreage
11.address
12.adultery
13.advisable
14.aggression
15.allegiance
16.almost
17.alot
18.amateur
19.annually
20.apparent
21.argument
22.atheist
23.awful
24.because
25.becoming
26.beginning
27.believe
28.buoy
29.business
30.calendar
31.camouflage
32.category
33.caught
34.cemetery
35.changeable
36.chief
37.colleague
38.column
39.coming
40.committed
41.concede
42.congratulate
43.conscientious
44.conscious
45.consensus

46.controversy
47.coolly
48.deceive
49.definite
50.definitely
51.desperate
52.difference
53.dilemma
54.disappoint
55.disastrous
56.drunkenness
57.embarrass
58.equipment
59.exceed
60.exhilarate
61.existence
62.experience
63.extreme
64.fascinating
65.fiery
66.fluorescent
67.foreign
68.friend
69.gauge
70.grateful
71.guarantee
72.guidance
73.harass
74.height
75.hierarchy
76.humorous
77.hygiene
78.hypocrite
79.ignorance
80.imitate
81.immediately
82.independent
83.intelligence
84.judgment
85.leisure
86.liaison
87.library
88.license
89.maintenance
90.millennium
91.mischievous
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92.misspell
93.necessary
94.niece
95.neighbor
96.noticeable
97.occasion
98.occasionally
99.occurrence
100. occurred
101. omission
102. original
103. outrageous
104. parliament
105. pastime
106. perceive
107. perseverance
108. personnel
109. playwright
110. possession
111. potatoes
112. precede
113. presence
114. privilege
115. professor
116. promise
117. pronunciation
118. proof
119. questionnaire
120. readable
121. really
122. receive
123. receipt
124. recommend

125. referred
126. reference
127. relevant
128. religious
129. repetition
130. restaurant
131. rhyme
132. rhythm
133. secretary
134. seize
135. separate
136. sergeant
137. similar
138. skilful
139. speech
140. successful
141. supersede
142. surprise
143. tomatoes
144. tomorrow
145. twelfth
146. tyranny
147. underrate
148. until
149. usable/useable
150. vacuum
151. vehicle
152. vicious
153. weather
154. weird
155. welfare
156. withhold
157. Writing

BUILDINGSENTENCESANDPARAGRAPHING

DEVICESOFDEVELOPINGPARAGRAPHS
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1)GivingReasons

 Givingreasonsisonewaytoillustrateordevelopparagraphs.
 Manytopicsentencesgivethewriters’personalopinion.Suppose,forexample,thatyourwritea

paragraphwiththetopicsentenceLivinginthevillageismorecomfortablethanintowns.
 Tomakeothersacceptyouropinion,youhavetoexplainwhyyouthinkthatisthecase.

Reasonsanswerthequestionwhy?Whydoyouthinklifeinvillagesismorecomfortable?You
couldhavereasonsasfollow:

Reason:Foodisfreshfromthegarden.

Reason:Thereisnorentandtopay.

Reason:Thechallangeoftrafficjamdoesnotexistinthevillages.

 Canyouwriteaparagraphusingthereasonsandtopicsentenceabove?
 Reasonsarenotjuststated;theyaresupportedbydetails.Somedetailsmaybefacts,some

opinions..

2)ComparingandContrasting

 Somewritingtopicswillaskyoutoconsidertherelationshipbetweentwothings,for

example,thehousesinyourvillageandthoseinthetownyoucurrentlyreside.

 Thosekindoftopicsmayallowyoutoorganizeyourparagrapheitheraroundthe

similaritiesbetweenthesetwosubtopicsoraroundthedifferencesbetweenthem.

SampleParagraph

ComparisonParagraphsOrganizedbySimilarPoints

Considerthefollowingparagraph:

     ThehousesinmyvillageandthehousesinthetownI

currentlyresidehaveseveralthingsincommon.First,both

aresmallandhaveveryfewpeoplestayinginthem.For

exampleinthehousesinthevillage,between5-10people

stayinsuchhouses.Similarly,inthehousesinmypresent

reidentialarea,Faruku,ahouseholdhasabouteightpeople.A

secondwayinwhichthetwoaresimilar……..

ComparisonConjunctions
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 Inthecomparisonparagraphstherearevariousconjunctionsthatcontributeto
paragraphcoherence.

 Hereisalistofcomparisonconjunctionsyoucanuse:

ShortConjunctions LongerExpressions

Similarly,

Likewise,

...thesame...

...thesame

as...

...also...

...,too.

both

Inthesameway,

XissimilartoYinthat(they)...

XandYaresimilarinthat(they)...

LikeX,Y[verb]...

Inlikemanner,

OnewayinwhichXissimilartoYis

(that)...

AnotherwayinwhichXissimilartoYis

(that)...

ContrastConjuctions

Herearesomecontrastconjunctionsthatyoucanuse:

ShortConjunctions SubordinatingConjunctions

However,

Incontrast,

Bycontrast,

...,but

...,yet

Ontheotherhand,

eventhough+[sentence]

although+[sentence]

whereas+[sentence]

unlike+[sentence]

while+[sentence]

nevertheless,

3)UsingIdiomaticExpressions

 Readtheparagraphbelow.Thewordsinboldfacearetheidiomaticexpressions.
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WhenIentereduniversity,IlivedinasmalltownnearNgunjiri.ThatwasthefirsttimeIlivedalone.I
feltitwasafeatherinmycap.Ihadnothingbutasmallbicycle.ButIfelthappyeveryday.Iwasn’t
afraidtolosemyshirtbecauseIalwayslivedonashoestring.Ididn’tbecomehotunderthecollar
becauseeveryonehelpedmekindly.Ifoundapart-timejobinsupermarket.Theownerwasabitof
astuffedshirt.SoItriedtokeephisshirtonandtohandleourcustomerswithkidgloves.The
experiencetaughtmeasenseofresponsibility.

4)UsingFacts/Statistics

 AnotherwaytodevelopaparagraphistoincludeIncludeFactsandStatistics.

 Offerprecisedatafromyourownknowldege,orfromauthoritativesources,possiblyinnumericalform.

 Summarizetheresults,orquoteyoursources.

 Factsandstatisticsarethekindsofevidencemanyreadersconsiderconvincingproofof

generalizationsandopinions.

 Factsandstatisticsalsohelpreadersunderstandasubject/topic.

5)UsingRhetoricalQuestions

 Arhetoricalquestioncannotbeansweredtoyoubutthereadermightanswerthequestionto
himself/herself.

 Aquestionwhichisposedwithouttheexpectationofanansweriscalleda“rhetoricalquestion.”

PUNCTUATION

QUOTATIONMARKS

 Quotationsmarks(“”)areapairofpunctuationmarksusedprimarilytomarkthebeginning
andendofapassageattributedtoanotherandrepeatedwordforword.

 Theyarealsousedtoindicatemeaningsandtoindicatetheunusualoruncertainstatusofa
word.

 Singlequotationmarks(')areusedmostfrequentlyforquoteswithinquotes.
 Usequotationmarkstocitesomethingsomeonesaidexactly.Examples

 "I'mcomingrightnow,"shesaid.
 Kimtoldme,"Don'tleaveyourshoesatthedoor.Theywillbestolen."
 Harrytoldmenottoforgetmysoccerjersey.

 Whenrephrasingwhatsomeonetoldyou,noquotationmarksareneeded.Example,
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Shesaidshewascomingthen.

 Ifquotingotherswithinaquote,bothsingleanddoublequotationmarksareusedtosetthetwo
separatequotationsofffromeachother.

APOSTROPHE

 Anapostrophe(')isusedtoindicatetheomissionofaletterorlettersfromaword,the
possessivecase,orthepluralsoflowercaseletters.

 Examplesoftheapostropheinuseinclude:

• Omissionoflettersfromaword:Areyoucomin’.

• Possessivecase:Joel'shousehasbeenpaintedblack.

• Pluralforlowercaseletters:Theyweretoldtomindtheirp'sandq's.

 Theapostrophehastwodifferent,butimportantusesinEnglish:possessionandcontractions.

ThecontractionApostrophe

Theapostropheisplacedwheretheomittedletterwouldbeinthatcase.

Type Withoutcontractions Contractions

NOT
isnot,hasnot,hadnot,didnot,wouldnot,

cannot
isn't,hasn't,hadn't,didn't,wouldn't,can't

IS
sheis,thereis,heis,itis,Maryis,Jimis,

Germanyis,whois

she's,there's,he's,it's,Mary's,Jim's,

Germany's,who's

AM Iam I'm

WILL Iwill,youwill,shewill,wewill,theywill I'll,you'll,she'll,we'll,they'll

WOULD
Iwould,youwould,hewould,wewould,they

would
I'd,you'd,he'd,we'd,they'd

HAVE Ihave,youhave,wehave,theyhave I've,you've,we've,they've

ARE youare,theyare,weare you're,they're,we're

Thepossessiveapostrophe

Inmostcasesyousimplyneedtoadd'stoanountoshowpossession
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Examples

 Boy’svoice
 Teacher’sstudents

HYPHEN

 Ahyphenisusedbetweenthepartsofacompoundwordornameorbetweenthesyllablesofa

word,especiallywhendividedattheendofalineoftext.

 Examplesofthisinuseinclude:

• Betweenacompoundnoun:father-in-law

• Withinacompoundword:back-to-back

 Ingeneral,hyphensareusedtojointwowordsorpartsofwordstogetherwhileavoiding
confusionorvagueness.

Examples

 go-down
 up-to-date

 Therearesomecaseswherehyphensmaintainwrittenclaritysuchaswherethereareletter
collisions,whereaprefixisadded,orinfamilyrelations.Manywordsthathavebeen
hyphenatedinthepasthavesincedroppedthehyphenandbecomeasingleword(email,
nowadays).

Examples

 co-operate
 post-colonial
 great-grandmother

 Hyphensarealsousedinnumbers

Examples

 Thirty-six
 Three-fifths

 Useahyphenwhenanumberformspartofanadjectivalcompound

Examples

 Theschoolallowsa30-minutebreak.
 Mostofuswereborninthetweentienth-century.
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1.STUDYWRITING

(a)SUMMARIES

SUMMARY

 Anexcellentsummaryisasummarywrittentoshowthatyouhavereadandunderstoodsomething.
 Youwillgetassignmentsthataskyoutoreadacertainmaterialandsummarizeit.

Howtoproduceasummary:
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1.Readthematerialtobesummarizedandbesureyouunderstandit.

2.Outlinethemajorpoints.

3.Writeafirstdraftofthesummarywithoutlookingatthematerial.

4.Alwaysuseparaphrasewhenwritingasummary.

5.Targetyourfirstdraftforapproximately1/4thelengthoftheoriginal.

6.Neverputanyofyourownideas,opinions,orinterpretationsintothesummary.Thismeansyouhavetobe
verycarefulofyourwordchoice.

7.Writeinprose–notpointform.

(b)DESCRIPTIVEESSAYS

 Thistypeofessayrequiresthewritertodescribesomething.
 Thewritershouldbequitevividintheirdescription.
 Thewritershouldalsobeobservant.

Describingaperson

 Whenyouaredescribingaperson,youaretellingthereadersomethingabouthimorher.The
qualityofyourdescriptionwilldependonyourobservationandonhowwellyoucanexpress
yourselfinwriting.

Example:

VictorKumasi

Wehearabouthimalot.Heisalwaysthefirsttoarriveintheclassroom.Thishasmadehimour
classteacher’sfavourite.Whenitcomestorunning,Idon’tknowwhattosay;herunsfasterthan
mostoftheathletesweadmire.TheonlysurprisingthingisthatheneverspeaksEnglish.Evenat
thatheremainsthemostlovedinthewholeschool.

Describingaplace

Indescribingaplace,youneedtouseyourfivesenses.justconsider:

 Whatyousee
 Whatyouhear
 Howitsmells
 Thetaste
 Howitfeelslike
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2.CREATIVEWRITING

IMAGINATIVECOMPOSITIONS

ElementsofImaginativeCompositions

Inordertowriteagoodstory,usetheseimportantelements:

a)Characters: Referstothosewhoactinthestory.Theyshouldbepeople,animalsorobjectsthat
thinkandtalk.

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

c)Plot: Referstotheseriesofactionsthatthecharactersgothroughastheytrytosolveaproblem.
Intheplot,wehavethe:
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1.Introduction:Thisisusuallyshort.Itpresentsthecharacter,thesituationortheproblem,andpartof
thesetting.

2.Development:Thissimplyshowshowthesituationaffectsthecharactersandwhattheydototry
andsolvetheproblem.

3.Conclusion:Thisshowsthesolutionofaproblem.Itisusuallyshort.Itmayleadtoahappy,sador
surpriseending.

Whenwritingastory,remembertoorganisetheflowofyoureventssothatthereader’sinterestis
maintainedthroughoutthestory.Theelementofsuspenseshouldalsobecreatedandmaintained
sothatthereaderwillwanttofindoutwhatismostlikelytohappeninyourstory.

Youcancreatesuspenseby:

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

3.INSTITUTIONALWRITING

(a)BusinessLetters

 Usuallyfromoneorganization/company/institutiontoanother,orbetweensuchandtheircustomersand

otherexternalparties.

 Abusinessletterisanyletterwithtwoaddresses,salutation,RE,andendswithasinature,andwhose

contentsareprofessionalinnature.

 Itismoreformalthanpersonalletters.

 Youmusthavetheformattingdown.

 Sometypesofbusinesslettersare:

 Salesletters

 Orderletters–sentbyconsumersorbusinessestomanufacturers,retailersorwholesalersto

ordergoodsandservices.Thecontentsincludequantity,name,etcoftheproduct.
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 Complaintletters–useatonethatwillmakeyourcomplaintbesatisfied.

 Inquiryletters.Writtentoelicitinformationfromtherecipient.

 LettersofRecommendation.Usuallywrittenbypreviousemployerdescribingthesender’s

relationshipwithandopinionofthejobseeker.

 Othersinclude:coverletters,acknowledgmentletters,lettersofresignation,follow-upletters,and

adjustmentletters.

BusinessLettersFormat

 Therearetwolayoutsofbusinessletters:BlockandIndentedlayouts.

 Whenyouchoosetouseblocklayout,alltheinformationiswrittenflushleft.

 Provideyouraddressfirst.

 Thenskiponelineandprovidethedate.

 Skiponemorelineandprovidetheinsideaddressoftheaddressee.

 Notethatwhenusingletterhead,thereisnoneedofwritingyouraddress.Onlybeginwiththe

date.

 Skipyetanotherlineandwritesalutation.Thisisfollowedbyacolon.Commaisusedfor

personalcorrespondence.

 Write“RE”andwritethesubject.

 Writethebody.Skiplinesbetweentheparagraphs.

 Afterthebody,writecomplementaryclose,followedbyacomma,sign,thentypeyournameand

title(onlyifapplicable)

 Whenyouchoosetouseindentedlayout:

 Youraddressappearsontheright.

 Dateontheright.

 Addressee’saddress,salutationontheleft.

 Typingdonotstartfromtheflushleft.

 Noskippinglinesbetweenparagraphs.

 Typetheclosingandsignatureinthecenter.

Note:Blockformatlooksprofessional.

SampleBusinessLetter
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KamatoAcademy,

P.O.Box789–20100,

OGONGO–KENYA

January3rd,2016

TheDirector

KamatoAcademy

P.O.Box789–20100

OGONGO–KENYA

DearMsJane:

RE:RESIGNATIONFROMKAMATOACADEMY

IamwritingtoprovideformalnoticeofmyresignationfromKamatoAcademy.Mylastdaywill

be31stJanuarythisyear.

Itrustfourweeksissufficientnoticeforyoutofindareplacementformyposition.Iwouldbe

pleasedtohelptrainthepersonyouchoosetotakemyplacebeforeIfinallyleave.

Thankyouforofferingmethejobforthepasttwoyears.Myexperienceasateacher,headof

variousdepartmentsandpatronofclubsandsocietiesherehasbeenpositiveandIam

confidentthatIwillusemostoftheskillsIhavelearntatKamatoAcademyinfuture.

Ifyouhaveanyconcerns,pleaseletmeknow.Iwillbemorewillingtolistentoyou.

Allthebest,
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[sign]

D’MatteoKichapo

TEACHERASSISTANT

KipchogeMuslimsSchool

P.O.Box567–30300

WAJIRKENYA

July,13th2016

Manager,

LeakeyVillageInn

P.O.Box1234–103450

Kirema–Kenya

DearSir,

ReservationofRoomsforMotivationalCamp

IamwritingonbehalfoftheScoutsClubofKipchogeMuslimsSchool.Weare

organizingatwo-day-one-nightmotivationalcampandhaveselectedyourhotelasthe

venueforthecamp.Thetentativedatesforthecampare23and24August2016.We

wouldliketoknowifyouwillbeabletoaccommodateusfortheperiod.

Altogether,therewillbefortystudentsandfourteachersonthistrip.Wewillneedtwo

roomsfortheteachers(twinsharing).Forthestudentswewouldneedfourteenrooms

only(twinsharingaswell).Pleaseincludeanextrabedineachroomtoaccommodate

athirdperson.

Weplantoarriveat2o'clockintheafternoonofFriday3August.Wehopeyouwillbe
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abletoservesomelightrefreshments.Wewillbeginourprogramat4p.m.Wewill

requiretheuseofaconferenceroomthatcanaccommodate40people.Wewouldlike

amicrophone,projectorandscreen,astageandarostrum.Sincethestudentswillbe

workingingroups,wewouldlikeeighttablesarrangedintworows.Wealsohopethat

watercanbemadeavailableintheroomatalltimessothatstudentscanhaveadrink

rightthereanddonothavetoleavetheroomtoooften.

Regardingmeals,weexpecttohavedinnerat7p.m.,breakfastat7a.m.,thenext

morningandlunchat11a.m.,justpriortoourdeparture.Wehopetobeabletocheck

outbymiddayonSaturday4August.

Wewouldliketoknowyourratesforstudents,andwhetheryouhaveaspecialratefor

groupbookings.Also,whatareyourchargesfortheuseoftheconferenceroomand

theequipment?Pleaseletusknowifpaymentcanbemadebycreditcardorcheque.

Welookforwardtohearingfromyousoon.Pleasecontactusifyouneedustofurnish

youwithfurtherdetails.

Thankyou.

Yoursfaithfully,

(b)POSTERS

 Aposterisanypieceofprintedpaperdesignedtobeattachedtoaverticalsurfacee.g.awall.

 Aposterisintendedtoconveymessageatthesametimeappealtotheaudience.

 Apostercanbeprofessionallyusedforadvertisements,announcements,ortoshareinformation.

 Apostercanfocusontopicslike:

(i) Childlabour
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(ii) Drugabuse

(iii) Corruption

(iv) Prostitution

(v) Domesticviolence

(vi) Roadaccident,etc.

HowtoCreatePosters

 Findagoodideaforaposter.Youcanfocusoncars,sports,etc.

 Createanimageorpicturewithaclearlyinspirationpoint.Ifforexample,talkingaboutchildlabour,one

candrawachildworkinginthefields,andbeingwhipped.

 Balancebetweenthepictureandthewritings.

 Emphasizethemostimportantinformation.Youcanwritethemindifferentink,orunderlinethem.

 Thepicture/imageandthewritingshouldbewithintheborderline.

 Beconcise.

Activity

Letthestudentschooseanyofthetopicsaboveanddesigntheirpostersingroups.Ensurethereisa

balancebetweenthepictureandthewords.Aftertheyfinish,allowthempintheirpostersonthewall.

Exercise

Thehabitofshirkingassignmentsinyourclasshasbecomerampant.Youdon’tlikeitandyouwantto

designapostertowarnyourclassmatesagainstit.Designthatposter.

(c)ADVERTISEMENTS
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 Advertisingishowacompany/individualencouragespeopletobuytheirproducts,servicesorideas.

 Anadvertisement(shortform:ad)isanythingthatdrawsexcellentattentiontowardsthesethings.

 Adsappearontelevision,aswellasradio,newspapers,magazinesandasbillboardsinstreetsandcities.

 Theytrytogetpeopletobuytheirproducts,byshowingthemthegoodratherthanbadoftheirproducts.

 Firstimpressionisveryimportantandthereisusuallynosecondchanceatmakingagoodfirst

impression.

 Anadvertisementshouldcatchtheattentionwithinseconds–ifitdoesn’t,thenitisconsideredfailed.

 Itiscrucialtoshowcaseyourproductinaverycleverway.

HowtoCreateanAdvertisement

 Grabtheattentionoftheaudiencebycomingupwithataglinethatiscatchy.Youcanconsiderusing:

 Humour

 Thyme

 Puns

 Metaphor

 Alliteration,etc

 Typethenameofthebusiness.

 Haveapicturetoreinforceyourmessage.

 Balancebetweenthepictureandthewordings.

Activity

Letthestudentsdesigntheirownadverts.Theycanadvertisethingslike;

(a)Newbooks

(b)Newbrandofpen

(c)Anything
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4.PERSONALWRITING

(a)PERSONALJOURNALS

 Apersonaljournalisarecordofindividual’simpressionofagivenevent,occurrenceoraperson.

 Recordwhatstrikesyouthemost.

 Whatyourecordcouldhavehappenedtoyouortoothers.

ContentsofAPersonalJournal

1.Date

2.Day

3.Attimes,thecalendar

4.Entry

SamplePersonalJournal

MYPERSONALJOURNAL

Calendar

February,2016

SunMonTueWedThuFri

Sat

1 2 3 4 5

6

7 8 9 10 11 12

13

14 15 16 17 1819

20

21 22 23 24 2526

27

28
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(circle/underlinethedate)

ENTRY

TodaywasparticularlymybestinthemonthofFebruary,infactfromJanuary.

CanyoubelieveTom,ofalltheformtwostudents,hasbeenappointedthenew

classprefect.Thishasmarkedtheendofbadnewsandopenedthedoorto

fortunes.IwilldoallIcantoimprovethatclass!

IhadnevergivenitthoughtuntilIwastoldmynamehadbeenmentionedbythe

deputyprincipal.Itwasmyfriend,Huggieswhotoldmeitwasmeandnotany

otherTom.OfcourseIamtheonlyTominthatgreatclass.Imustexpressmy

happinessatthis.Asmall,smallclassprefectinabig,bigclassroom.

MyhappinesscannotallowmewritemorethanIhavewritten,mydearjournal.Let

therestbesaidtomorrow.Goodnight.

(b)SHOPPINGLISTS

 Ashopperneedstowritealistofalltheitemstobepurchased.

 Writtenbeforeashoppingtriptoashop,grocery,orsupermarket.

 Writingashoppinglistwillhelpcutdownonmoneywastageandtimeforthinkingonwhattobuywhile

attheshoppingcenter.

ContentsofAShoppingList

 Ashoppinglistcontainsthefollowing:

1.Title.Atitlemusthavewhattheshoppingisintendedforandthewords“shoppinglist”.

2.Budgetedamount.Writehowmuchyouhaveathandtodoshopping.Don’tusemorethanwhat

youhave.Budgetcarefully.Youcan’talsoremainwithacertainamount.Ifyouareleftwithtoo

muchfromwhatyouweretouse,itwillalsomeanyoudon’tknowhowtobudget.

3.Itemcategory.Itemsarenormallyputunderdifferentcategories.Itisagoodideatogrouprelated

itemstogetherforeaseinshopping.Itemsarecategorizedas;

 Snackse.g.cake,chips,etc.
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 Toiletriese.g.soap,toothpaste,tissuepapers,etc.

 Foodstuff

 Drinks/beverages

 Electronics

 Clothing

 Andothers

4.Item.Writeitemsundertherightcategory.

5.Description.Writethetypeofitemyouwant.Pricesmightalsobedifferent.Ifforexampleyou

wanttobuyjuice,writethetypeyouwant,forinstance,savanna,pineapple.Theirpricesvary.

6.Quantity.Sayhowmanyorhowmuchyouneedtobuy.Ifaliquidusemililitres,litresetc.ifsolid,

grams,kilograms,willdo.

7.Price.Theamounttobespentoneachitemiswritteninthiscolumn.

8.Total.Writetheamountintotaltospend.Neverspendmorethanbudgetedfor.

 Morecreativeindividualsaddtotheirshoppinglists:

 Expectedbalance/change

 Whereshoppingtobedone.Forexample:shoppingtobedoneatUchumiSupermarket.

 Whotodoshopping,amongotherthings.

SampleShoppingList

BACKTOSCHOOLSHOPPINGLIST
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BUDGETTEDAMOUNT:Sh.6100

NO ITEMCATEGORY ITEM QUANTITY DESCRIPTION PRICE

INKSH.

1 Stationery Exercisebooks

Ruler

Mathematicalset

Pens

8-200pages

2

1

10

Crown

Helix

Oxford

Bic

800

100

300

200

2 Clothing Blouse

Skirt

Cardigan

Necktie

1

1

1

1

Shortsleeved

Darkgrey

Indigoone

Redstripped

500

500

600

200

3 Books SetBooks 3 TheRiverand

theSource

Betrayalinthe

City

Mstahiki

Meya

600

500

600

4 Drinks Soda

Juice

3-1Litre

2L

Coke

Delmonte

300

300

5 Snacks Crackers

Cookies

Pretzel

50g

100g

100gm

Cheezit

Oreo

BoldGold

110

200

200

TOTAL 6010

ExpectedBalance: Sh.90

Exercise
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Youareformtwoclassprefect.Yourclassisthrowingtheendoftheyearclassparty.Beforethishappens,

thereiscontributionbyalltheclassmembers.Ifthetotalamountraisedissh.9000whichyouare

supposedtobudgetfor,preparetheshoppinglistoftheitemyouwouldbuy.

5.SOCIALWRITING

(a)INVITATIONS

 Sendinginvitationsistheappropriatewaytocommunicatetoyourguestwhatisitthatyouare

celebratingandwhattheeventisallabout.

 Therearetwotypesofinvitations:

 Informalinvitations

 Formalinvitations

 Invitationsalsotakeformof:invitationcardsorinvitationletters.

(i) InvitationCards

 Theyaredesignedtoinviteindividualstovariousceremoniesandparties.

 Whendesigninganinvitationcardrememberto:

 Providethenameofthehostfortheparty.

 Extendtheinvitationbychoosingappropriateformalwording,suchas,“requestyourpresence”or

lessformalwording,suchas“totallyinvitesyou”.

 Includehonorifics(Dr./Mr./Ms/etc.)beforetheguest’snameespeciallyifformal.

 Answerthequestion“what?”Telltheguestwhattheeventisfor.Isitforbirthdayparty,wedding

party,birthofanewbaby,fundraisingetc.if,forexample,itisabirthdaypartyensureyoutellthem

whoisitforandagethepersoniscelebrating.Bythesametoken,ifitisgraduation,tellthemwhoit

isforandmentiontheeducationmilestonetheycompleted.Thepurposeoftheeventisstated

clearly.
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 Beclearaboutthedateandtimeoftheevent.Dayoftheweekshouldalsobeincluded.Example

Saturday,16thMay2016at4.00pm.

 Beclearonthevenue.Tellthemwherethepartywillbeheld.Ifthepartyisheldoff-site(notwhereis

knowntoall),youcanevengivedirections.

 Write“RSVP”.Underthis,writethenameofthepeopletobecontactedandtheircontactdetails.You

canwritethephonenumbertoallowthemcontactyousoastoinformyouaheadoftimewhetheror

nottheywillbeattending.RSVPisFrenchabbreviationfor“respondezsil’vousplait”whichsimply

means“pleaserespond”.

 Giveinstructionstoyourrecipientsonforexample,howtodress,orbringsomething,iftobring

anotherguest,oranyotherthingtodo.

 Youcanalsoincludetheteaser.Includesomethingthatwilldrivethemtothepartyevenbeforethe

actualday.Youcanmentionthingslikedrinks,dance,etc.Thesemakethemlookingtowards

attendingtheparty.

 Includesimplebutapicturethattieswiththeparty.Youcanhaveapictureofacakeifbirthdayparty.

SampleInvitationCard

InformalInvitationCard

Becauseyouhavebelievedin

Them,

Celebratedwiththem

Lovedandencouragedthem,

We,RuthKimaniandJohnKimani

Askyoutojoinusinhonouringour

Children

JeniferWanjiku
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And

JosephNjoroge

Astheycelebratethebeginningof

Theiradventurestogether

OnSaturday,January11th,2016

At9.00am

Ceremonyfollowedbydinner,

Drinks,andawkwardbut

Enthusiasticdancing

RSVP:

Mr.johnKimani or MsRuthKimani

Mobile:0711111111 Mobile:0712121212

FormalInvitationCard

THEFAMILYOFMRANDMRSKAIMOSI

Callsforthecontentmentof

Dr/Pst/Mr/Mrs/Ms/Eng/……………………………………………..

Company

Atthemarriageof

ArsenalChelseaandMigingoIsland

OnSaturday,thesecondofJanuary;2016

Athalfpast4.00intheevening

AttheirKasaranihome

Dressasyouwish,dineasyoulike
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Danceasyouplease

RSVP:

Mr.Kaimosi MrsKaimosi

Email:kaimosi4@gmail.com Phone:0716602808

(ii) INVITATIONLETTERS

 Aninvitationletter,normallybusiness,iswrittentoinvitepeopletovariousevents,suchas,seminars,

conferences,andmanyotherfunctions.

 Ittakestheformatofotherbusinessletters.

 Inaninvitationletteroneshouldincludethedetailsrequired.Onlythepertinentinformationregardingthe

eventshouldbeincluded.

 Theyarewrittentoinvite:

 Aresourcepersontoschool

 Teachers,students,etctoseminars,conferences,dramafestivals,etc

ElementsofInvitationLetters

Aninvitationletterwillincludethingslike:

 Briefdescriptionoftheinstitution/organization.Lettherecipientknowwhatyoudoandtoknow

whetheryouhavetherighttoholdsuchanevent.

 Includeallthepertinentinformation.

JehovaJirehSchool,

P.O.Box2345–30456,

BETHLEHEM–PALESTINE.

February6th,2016

TheChairperson,
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NACADA,

P.O.Box966–40500

NEBUCHADNEZER–CANAAN.

DearMr.Herod:

RE:INVITATIONTOGIVEATALKONDRUGABUSE

OnbehalfofEnvironmentalClub,JehovaJireSchool,itismypleasuretoextendtheinvitationtoour

schoolparents’dayintheschoolrefectoryonFriday,6thMarch,2016at9.00am.Youareinvitedtogive

atalkondrugabuse.

JehovaSchoolisoneofthethreeschoolsinBethleheminwhichstudentshavecontinuedtoabuse

drugs.However,mostofthemarereadytorespondtowhattheyaretoldondangersofharddrugs.

Environmentalclubhasbeengiventhepowertocurbtheuseofsuchdrugs.

Idohopeyouwillbeabletoconfirmyourattendancetothisinvitation.Welookforwardtoyour

presenceatthisbigday.

Yourssincerely,

[sign]

AbrahamFatherLuke–ENVIRONMENTALCLUBCHAIR

6.PUBLICWRITING

(a)TELEPHONEMESSAGES

 Peoplewhoworkinofficesoftenanswerphonesforothersespeciallyintheirabsence.

 Whenyouanswersuchcalls,youneedtotakethemessagesforthem.

 Thetelephonemessageshavethefollowingelements:
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(i) Nameofthepersonthecallerwantedtotalkto.

(ii) Thenameofthecaller.

(iii) Dateandtimeofthecall.

(iv) Telephonenumberofthecaller.

(v) Detailsofthemessage.Hereyouwritesomethinglike:Shecalledtoaskwhetheryouwill

attendthefundraisingceremonyatMigingoHotel.

(vi) Thenameofthereceiverofthecall.

 Lookatthetelephonenotepadbelow.

SUKUMAWIKIHIGHSCHOOL

TELEPHONEMESSAGENOTEPAD

DATE:____________________________

TIME:__________________AM/PM

TO:______________________________________

FROM:____________________________________

TELEPHONE:___________________________

Telephoned Pleasecall

Calledtoseeyou Willcallagain

Wantstoseeyou Returnedyourcall

MESSAGE:………………………………………………………………………………

……………………………………………………………………………………………….

……………………………………………………………………………………………….

……………………………………………………………………………………………….

RECEIVEDBY:_________________________________________

Exercise

YournameisElliotKumo.Astheyouthleaderinyourward,youhavetheresponsibilityofensuringthe
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garbageinyourareaarecollectedbythecompanyknownasMatakatakaChafuGarbageCollectors.One

daytheyfailtodothatandyoudecidetocallthemanagertocomplainaboutthisandthattheyshouldbring

thetruckthenextdaytopickupthegarbage.Unfortunately,thesecretarycalledAminaSalimpicksthecall.

Inatelephonemessagenotepad,writethemessageAminawilltake.

Answer

MATAKATAKACHAFUGARBAGECOLLECTORS

TELEPHONEMESSAGENOTEPADS

DATE:15THJanuary,2016

TIME:9.00AM/PM

TO:MakauCollins–Manager

FROM:ElliotKamau–YouthLeader,KijikoWard

TELEPHONE:254-720467987

Telephoned √ Pleasecall

Calledtoseeyou Willcallagain

Wantstoseeyou Returnedyour

call

MESSAGE:Hecalledtocomplainaboutthefailureofgarbagetrucktopickup

theirgarbagetoday.Heiswonderingwhetherthetruckcouldstoptomorrow

andpickitup.

RECEIVEDBY:AminaSalim

SECRETARY

(b)FILLINGFORMS

 Fillingformsmightseemeasytomajorityofpeoplebutthisisusuallynotthecase.



Novels,UpdatedCPA,CIFA,CPS,CICTHighSchoolNotes~0714497530isabokemicah@gmail.comPage102

 Tofilltheformasrequired,youneedtoconsiderthepointsbelow:

 Gothroughthewholeformbeforeyoustartfillingitin.

 Readtheinstructionsandensureyouunderstandthem.

 Fillonesectionatatimetoavoidconfusion.

 Fillalltheblanksunlessstatedforofficialuseonly.

 Ifthereisapart



SampleForm

EMBEDODOMIXEDSECONDARYSCHOOL

(Email:embdod@yahoo.com,phone:071666666,Website:www.embedodo.go.ke)

‘Makingfuturefromthepresent’

STUDENT’SADMISSIONFORM

INSTRUCTIONSTOSTUDENTS

1.Useblackinkonly.

2.Fillalltheblanksyouarerequiredto.

3.CompleteeachsectioninBLOCKletters.

(a)Student’sPersonalDetails

Student’sName:………………………………………………………………………

DateofBirth:…………………………………………………………………………..

Gender:…………………………………

Religion:…………………………………..

Nameandclassesofbrother(s)/sister(s)inschool

Sibling’sName Sibling’sClass
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(b)Parent’sDetails

Parent/Guardian’sName:………………………………………………………………………………..

Profession:…………………………………………………………….

Address:……………………………………………………………

MobileNumber:………………………………………………….

(c)AcademicDetails

ClassinwhichAdmissionissought:……………………………………………………………………..

KCPEMarks:……………………………………………………………………..

LastTermGrade:……………………………………………………………..

(d)Health

HaveyoubeendiagnosedwithcancerorHIV/AIDS?Yes/No

Ifyesforhowlong

_____________________________________________________________________________________

_______________________________________________________________________

Doyousufferfromanyheartdisease?Yes/No

(e)Declaration

IdeclarethatwhatIhavewrittenhereisthetrueandIamresponsibleforany

eventualitythatmightresultfromthis.

Sign:¬______________________________

Name:___________________________________________________

Date:______________________________
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(f)ForOfficialuseonly

Qualifiedforadmission:_________________________

Remarks:

_____________________________________________________________________________________

_______________________________________________________________________

Signatureoftheofficer:_________________________________________

(c)LETTERSOFAPOLOGY

 Weallmakemistakesfromtimetotime.Whenthathappens,itisworthwhilethatthesituationbe

mendedearly.

 Onewaytomendthesituationisbywritingaletterapologizingforthewrongdone.

 Aletterofapologyiswritteninorderto:

 Layoutyourmistakesclearly;

 Askforforgiveness;

 Exhibitregret;

 Provideassurancesforchange;and

 Allowforbuildingofrelationships.

 Whenwritingaletterofapology:

 Begintheletterbysayingyouareapologizing.

 Admityouwerewrongandaccepttheresponsibility.

 Offerawayyoucanhelpresolvethesituation.

 Reassurethepersonthatyouwilldoyourbesttopreventtheproblemfromoccurringagain.

 Tellthepersonyouarelookingforwardtorebuildingthedamagedrelationship.

 Apologizeagaintoclosetheletter.

 Besincere.

HowtoWriteApology

STEP EXPLANATION EXAMPLE

 Sayyouaresorry Iamwritingtoapologizefor

cominglatetoschool.
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 Clearlystatetheproblem.

 Explainasmuchasyoucanwhat

wentwrong.

Mybrotherwasrecently

admittedatthehospital.This

morningnoonewasleftat

homewithmyyoungest

sibling.ShewascryingandI

hadtofirstwaitforanyofmy

relativestocome.

 Trytosolvetheproblem.

 Giveexamplesofhowyoucando

this.

Tomendthis,Ipromiseto

comeearlyfromtomorrow.I

willletmyparentsknowthat

thenexttimetheyleavethey

shouldleavesomeonebehind

tobabysitthechild.

 Apologizeagain Again,Iamsorryforreporting

late.Ihopethatwecanput

thisissuebehindus.Ilook

forwardtorebuildingthe

relationship.

Exercise

Oneoftheschoolrulesstate:“ONLYEnglishandKiswahiliaretheofficiallanguagestouseatschool”.The

schoolheadofLanguagesdepartmenthascaughtyouspeakinginyourmothertongue.Writehimtheletter,

apologizingforyouraction.

Answer

KEMBOIHIGHSCHOOL

P.O.BOX434–30300

ELDORET–KENYA

14THJanuary,2016

THEHEADOFDEPARTMENT–LANGUAGES
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KEMBOIHIGHSCHOOL

P.O.BOX434–30300

ELDORET–KENYA

DearMr.Kipchoge:

RE:APOLOGYFORSPEAKINGINMOTHERTONGUE

Iamsorryforbreakingoneoftheschoolrules.

Iknewthatspeakinginmothertongueisprohibitedatschool,whenIspokeit.Iamdeeply

sorryforactingasthoughIamabovetheruleseveryoneshouldfollow.Itwasimpolitetoboth

youandtheotherteachers.

IpromisetoobeyalltheschoolrulesnowthatIhavelearntthatnooneisabovetheschool

rules.Itwasinappropriateofmetospeakthelanguagenotacceptableatschool.Iknowthat

punishmentmetedonmeiscompletelydeserved.

Onceagain,Iamsorryformystupidbehavior.Iwillfromnowonspeakinthetwoofficial

languages.

Ihopeourdifferenceshavebeenputbehindusandthatourrelationshipremainsundamaged.

YoursSincerely,

[signature]

KimitaKeino

FORM2STUDENT
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Meanwhile,

Contact0714497530for;

Otherwelldesignedhighschoolmaterials

UpdatedCPA,CIFA,CICT,CPS...Kasneb

materials
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Severalnovelcollections

Motivationalbooks

Inspirationalbooks

Setbooksandguides

Teachingschemes

KCSEandMockpastpapers

Revisionmaterials

KRAservices

HELBservices

WebsiteDesign

CONTACT

0714497530(MRISABOKE)
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(isabokemicah@gmail.com)

Regards


