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LISTENING&SPEAKINGFORFORM3

PRONUNCIATION

STRESSANDINTONATIONINSENTENCES

STRESS

Notallsyllablesinawordaregivenequalemphasis.Bythesametoken,notallwordsinasentencearesaid

withequallength.

Therelativeemphasisthatmaybegiventocertainsyllablesinaword,orcertainwordsinasentenceiswhatwe

refertoasstress.

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.Theycanalsobe

stressedtobringtheintendedmeaning.

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

alsomissing.
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Joandoesn’tthinkAkinyistolemygreenskirt. JoanthinksAkinyistolemygreenshirt.She

mispronouncedtheword.

Exercise1
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1.Thewordsthatfollowcanbenounsorverbsdependingonthestressedsyllable.Useeach

asboththeverbandnouninasinglesentence.

(a)Cement

(b)Address

(c)Permit

(d)Content

2.Underlinethepartofthewordinboldfaceyouwillstressineachofthefollowing

sentences.

(a)Theboyhasbeenaskedtode.sertthede.sert.

(b)Myhandsomees.cortwilles.cortmetothedance.

(c)Afterupdatingmyre.sume,Iwillre.sumemyjobsearch.

(d)Theyhavetocon.testintheannualMathcon.test.

(e)Ifyoucon.victme,Iwillremainacon.victfor5years.

Exercise2

Eachwordinthesentencesbelowcanbestressedtobringthemeaning.Whatwillbethe

meaningwheneachwordisstressed?

(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.

RHYTHMINPOETRY

 Rhythmistherecurrenceofabeat.

 Inpoetry,itistherecurrenceofapatternthatgivesadistinctbeattoaline(s)inapoem.

 Rhythmissomethingthathappenswithregularity.

 Tocreaterhythminapoem,apoetcanuse:

i. Consonancewhichistherepetitionofconsonantsoundswithinthenearbywords.

ii. Assonancewhichisdefinedastherepetitionofvowelsoundswithinnearbywords.

iii. Repetition.Awordorphraserecurring.

iv. Alliteration.Thisistherepetitionofinitialconsonantsoundsintwoormorewordswithinaline.

v. Rhymewhichistherepetitionofendingsounds,especiallyintwoormorelines.

 Studythepoembelowandidentifywaysinwhichrhythmhasbeenachieved.
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Asunshinyshower

Won’tlastanhour.

Rainbeforeseven

Clearbyeleven.

MarchwindsandAprilshowers

BringforthMayflowers.

Wishes

Won’twashdishes.

Earlytobedandearlytorise

Makesamanhealthy,wealthy,andwise.

 Rhymehasbeenused.Severalpairsofwordsrhyme.Examplesinclude:

Showerandhour

Sevenandeleven

Showersandflowers

 Alliteration.Won’tandwasharealliterative(thesound/w/.

 Consonanceinthewords“healthy”and”wealthy”

Exercise

Readthepoembelowandidentifyhowrhythmhasbeenachievedinit.

Mydoghasaspecialtwist,

Shecan’tgoadayunkissed

She’snotanormaldog,

Herfursthecolourofalog

Hertailsaspointyasastick,

She’dgeta10fromacritic.
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Herbodyisaslongasatelephonepole,

She’sthetotaloppositeofatroll.

HernameisRoxie,

AlsoknownasaDoxie.

ASSONANCEANDALLITERATIONINPOEMS

Assonanceandalliterationaresoundpatternsusedinthepoem.Whileassonancemakesuseofvowelsounds,

alliterationmakesuseofconsonantsounds.Thesesoundsarerepeatedinthewordsclosetooneanother.

NowreadthepoembelowaloudbyStevenHenderson.
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PathChoices

Best,Boy,Believe

That,There,Two

Placed,Possible,Paths

Willing,Wanting,Waiting

Appraising,Asking,Applying

Lessons,Learned,Leads

Compass,Chosen,Course

Fools,Find,Fate

Sin,Street,Set

Driven,Determine,Destiny

Searching,Seeking,Seeing

Offering,Openly,Often

Inthepoemyourealizethereisrepetitionofthebeginningconsonantsounds.Lookattheillustrations:

 Best,Boy,Believes–sound/b/hasbeenrepeated.

 Placed,Possible,Paths–sound/p/isrepeated

Thisrepetitionofinitialconsonantsoundsisalliteration.Illustrateotherinstancesofalliterationinthepoem.

Thereisalsorepetitionofvowelsoundsinthewordsclosetoeachother.Exampleswehaveseenare:

 Seeking,seeing–thesound/i:/hasbeenrepeated.

 Openly,Often–thesound/e/hasbeenrepeated.

Thisrepetitiononvowelsoundsinthenearbywordsisassonance.

FurtherPractice

Pickoutalltheinstancesofassonanceandalliterationinthepoemthatfollows.

MyPuppyPunchedMeintheEye

Mypuppypunchedmeintheeye

Myrabbitwhackedmyear

Myferretgaveafrightfulcry

Androundhousekickedmyrear

Mylizardflippedmeupsidedown

Mykittenkickedmyhead

Myhamsterslammedmetotheground
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Andleftmenearlydead

Somyadvice?Avoidregrets;

Nomatterwhatyoudo

Don’teverletyourfamilypets

TakelessonsinkungFu

CONSONANCE

Justlikealliteration,consonancemakesuseofconsonantsounds,onlythatthesesoundsareinintheinner

partsofthewords(middleorend,butnotbeggining).

Thereareillustrationsforthisinthetwopoemswehaveread.Inthepoem‘MyPuppyPunchedmeintheEye’

therearetheillustrationsasfollow.

 rabbit,wacked–thesound/t/hasbeenrepeated.

 hamsterslammed–thereisrepetitionofthesound/m/

Note:Alliteration,assonance,andconsonancedon’thavetohavethesameletters–itisthesoundthatmustbe

repeated.

RolePlayedbyAlliteration,Assonance,andConsonance

1.Providemusicalrhythm.

2.Makepoeminteresting.

3.Makethepoemeasiertomemorize.

Exercise

Readthepoembelowandthenidentify,withillustrations,instancesofalliteration,assonanceandconsonance.

BLACKBREWRIESBRAVENES

ByJohnChizuba

Blackbreweriesbraveness

Ininkincorporativeindividualism

ThosetinnytracerstickingTime

Be-littleblackbravenessbaselessly

Mirrormymotionmovesmomentously

Directeddiagonaldeeply

Hurthumansheartheavy

Becausebetterblackbelieves

Dedication,determineddestinies

Ofouroddity,obviouslyoccupied

Wewelcomeworldwordswithwarrant

Blacksbuiltbravenessbuxombutterflies

Enlightmentenchantingegoenlarged
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Decadebravenessdebutdelightfully.

ETIQUETTE

APPROPRIATECHOICEOFREGISTER

 Registerdenotesthechoiceoflanguage,whetherthatbeformalorinformal.

 Itisthechoosingofappropriatelanguageforthecontext.

 Therearefactorsthatdeterminethelanguageweuse.

 Itisimportanttoselecttherightlanguagefortherightsituation.

 Thechoiceofregisterisaffectedby:

(a)Thesettingofthespeech;

(b)Thetopicofthespeech;

(c)Therelationshipthatexistsbetweenthespeakers;and

(d)Theage.

TheSetting
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Therearewordsweusedependingonthefield.Therearethoseweuseinthefieldofmedicine,inthefieldof

lawetc.theyarealsothosethatweuseathomewhentalkingtofamilymembers.Achemist,forexample,will

askfor‘sodiumchloride’whileatthelaboratory,whileathomeshewillrequestfor‘salt’.Atworkplace,people

tendtouseformallanguagewhileinformallanguageathome.

Topic

 If,forexample,youwanttoaskforsomethingvaluablefromabrotheryouwouldsay:‘Iwaswondering

ifyoucouldlendme….’.Thisisaformallanguageeventhoughitisyourfamilymemberyouaretalking

to.

 Whenofferingyourbossteaorcoffee,youwillstilluseformallanguageforexample:‘Wouldyoumind

beingservedteaorcoffee?’andtoafriendyouwillsay:‘Teaorcoffee?’

Relationship

Therearewordsyouusewhenspeakingtodifferentpeopleindifferentsituations.Moreoftenthannot,an

intimatecouplewillusewordslike‘darling’,‘honey’,etc.Thesewordscannotbeusedtoaddressyourcolleague

atworkplace;orevenyourpastor.

Age

Therearewaystospeaktoachildandthoseofspeakingtoadults.Toababy,weusewordslike‘popopoo’

whiletoanadult‘longcall’,etc.

TheWordsusedinDifferentFields

FieldofMedicine

Somewordsusedinthehospitals,clinicsandotherhealthstationsinclude:X-ray,syringe,paracetamol,doctor,

nurse,mortuary,patient,etc.

PoliceStation

Lockup,cell,bond,etc.

Airport

Aircraft,flight,airhostess,etc.

InformationTechnology

Computer,laptop,CPU,Monitor,software,hardcopy,harddisk,etc.

School

Thewordsusedbytheteachers,studentsandothersatschoolare:chalk,ruler,blackboard,seniorteacher,

deputyprincipal,deanofstudies,etc.

Law

Technicaltermsusedbylawyersandinthecourtsoflawinclude:adultprobation,affidavit,alimony,Amicus

Curiaebrief,annulment,appeal,appellant,appellee,arrest,plaintiff,defendant,dismissal,oath,revocation

hearing,learnedfriend,etc.
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Exercise

Readtheconversationbelowandthenanswerquestionthatfollow.

Caller:IsthistheCredex?

Receptionist:Yes,howmayIbeofhelptoyou?

Caller:It’sDorothycalling.

Receptionist:Oh,Dorothy!Howisthegoing?

Caller:Lunchtoday?

Receptionist:Ofcourse..

Caller:whattimethen?

Receptionist:AfterIhaveseenthedeputyprincipal.TherearepacketsofchalkIamsupposedtodeliver.

(a)Givingthereasons,whereistheCredex?

(b)Whatistherelationshipbetweenthecallerandthereceptionist?

(c)Explaintheformalityofthelanguagethereceptionistandthecalleruse.

(d)Giveillustrationsfor(c)above.

SPEECHES

Haveyoueverstoodinfrontofabiggroupofpeopletopresentyourtalk?Wellhereweshalllearnhowto

prepareyourspeechanddeliveriteffectively.

PreparationforSpeechDelivery

Therearestepsanyspeakershouldfollowinpreparationforpresentationofspeech.Theyinclude:

1.Doingsomeresearchonthetopictopresent.Getthefactsaboutthetopic.Ifyoudoenoughresearch,

yourconfidencelevelwillbeboosted.

2.Practiceinfrontofagroupoffriendsorrelatives.Thiscanalsobedoneinfrontofamirror,or

videotapingyourrehearsals.Youwillbeabletocorrectyourgestures,posturesetc.

3.Writedownthepointsaboutthetopiconanotepad.Youcanrefertothemwhengivingthespeech.

4.Planonhowtogroomanddressdecently.Youshouldappearpresentabletofeelconfident.

GrabbingandKeepingAudienceAttention

Youropeningdetermineshowlongyouraudiencewilllistentoyourpresentation.Oftheyareboredfromthe

beginning;thechancethatyourmessagewilleffectivelygetacrossisverylittle.

Themostcommonlyusedmethodsare:

1.Askingaquestion.Thequestionshouldmakethemthinkaboutthetopic.Forexample,‘Howmanyof

youwouldliketobemillionaires?’
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2.Statinganimpressivefactconnectedtothetopicofyourpresentation.Forexample:‘About30%of

Kenyansaremillionaires.’

3.Tellingastorycloselyconnectedtothetopic.Itshouldneitherbetoolongnorintendedtotrytoglorify

thespeaker.Forexample:“Dearaudience,beforeIbeginIwouldliketotellyouashortstoryabout

MainaWaKamaubecameamillionaire.Don’tworry,it’snottoolong.…..”

Othermethodsofbeginningaspeechare:

 Usinghumour

 Startingwithaquotethattieswithyourtopic.

 Usingsoundeffect.

PresentationofSpeech

Therearevarioustechniquesofdeliveringspeech.Theyarewhatwillensureunderstandingofyourmessage.

Someofthesetechniquesinclude:

1.Usegestureseffectivelytoreinforcethewordsandideasyouaretryingtocommunicatetoyouraudience.

Forexample,whentalkingaboutlove,youcanuseyourhandstoformacupshapetoindicatehowtiny

somethingis.

2.Makeeyecontactwithyouraudiencememberstostudytheirreactionstoyou.Ifyousenseboredom,you

needtoimproveandifyousenseenthusiasm,itwillhelppumpyouup.

3.Usemovementstoestablishcontactwithyouraudience.Gettingclosertothemphysicallyincreasestheir

attentionandinterest,aswellasencouragingresponseifyouareaskingquestions.

4.Yourpostureshouldbeupright.Thewayyouconductyourselfontheplatformwillindicateyouarerelaxed

andincontrol.Donotleanorslouch.

5.Wearappropriatefacialexpressionstoshowfeelingsandemotions.Smiletoshowhappiness,forexample.

6.Speakloudenoughtobeheardbyallyouraudiencemembers.

7.Pronouncethewordscorrectlyandspeakclearlyforyourmessagetobeunderstood.

8.Pauseatkeypointstoletthemessagesink.

StageFright

Almostallspeakersarenervous.Eventhemostexperienceddo.Fearofaddressingagroupisnotwrong,but

howwedealwithitiswhatispossiblynotgoodenough.Thosespeakerswhoseemrelaxedandconfidenthave

learnthowtohandleanxiety.

SymptomsofNervousSpeakers

Ananxiousspeakercanbeidentifiedincaseof:

 Shakinghands

 Sweatingpalms

 Drymouth

 Rapidheartbeat
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 Squeakyvoice

 Knockingknees

 Facialflushes

 Wateryeyes

 Mentalconfusions

 jitters
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CausesofFear

1.Pastfailuresduringpresentation.Plantosucceedinstead.

2.Poororinsufficientpreparation.Nothinggivesyoumoreconfidencethanbeingready.

3.Discomfortwithyourownbodyandmovement.

DealingwithAnxiety

Aspeakercantrythesuggestionsbelowtodealwithanxietybeforeandonthedayofspeech.

Beforetheday;

1.Knowyourtopicbydoingadequateandthoroughresearch.Youwillbesureofpresentingaccurate

informationandbeabletoanswerquestionsaskedbyaudiencemembers.

2.Practicedeliveringyourspeechseveraltimes.Thishelpsyoubesureofyourorganizationofthemain

points.

Onthatday;

1.Dosomephysicalexerciseslikepressups,pushwalls,etc.toreduceanxiety.

2.Usesimplerelaxationtechniquesliketakingdeepbreath,tighteningandrelaxingyourmuscles,etc.

3.Wearclothesthatyoufeelconfidentin.whenyoufeelgoodaboutofyoufeel,yourconfidencelevelis

boosted.Youdon’tneedtoadjustyourclothesorhairduringyourspeech.

4.Spotfriendlyfacesinthecrowd.Thesearepeoplewhogiveyoupositivefeedback(e.g.nodding,

smiling).Suchfacesgiveyouencouragementtospeak.

5.Comeupwithwaystohideyouranxiety.Forexample,

 Whenmouthgoesdry,drinksomewater

 Incaseofexcessivesweating,wearclothesthatwillnotallowyouraudiencedetect

 Ifyourhandsshake,usegesturestomasktheshaking.

Exercise1

Inthenextthreedays,youarepresentingaspeechonthetopic:EffectsofHIV/AIDS.

(a)Writedownanythreewaysyouwouldprepareforthespeechdelivery.

(b)Statethetechniquesyouwouldemploytoensureyouraudiencelistenstoyouthroughoutandthat

theyunderstandthemessageduringthepresentation.

Exercise2

Makufuliispresentinghisspeech.Yourfriend,MakwereclaimsthatMakufuliisnotconfident.

(a)Whatcouldhavewarrantedthisclaim?

(b)StatefourreasonsthatcouldbebehindMakufuli’sstate?
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DISCUSSION

 Discussionisaprocesswhereexchangeofideasandopinionsaredebateduponinagroup.

 Agroupwhichcomprisesasmallnumberofpeopleisgivenatopictodiscuss.

PreparationforGroupDiscussion

Dothefollowingbeforeyoustartthediscussion:

1.Select/choosegroupleaders.Choosethesecretarytowritethepointsdownandthechairtoleadthe

discussions.

2.Researchroundthetopictomakesureyouhavethepoints.Youcangetthepointsfromthesources

including:

 Newspapersandmagazines

 Friends,relativesandteachers

 Textbooks

 Internet

 Television

3.Arriveearlyfordiscussions.Itisadvisableyoudososothatyoustartearlyandfinishearly.

4.Gatherwritingmaterials–penandnotebook.

5.Preparewithquestionstoask.

ParticipatinginaGroupDiscussion

Rememberthetipsbelowforsuccessduringthediscussion:

1.Learntolistentoeachotherandrespondtowhatotherpeoplehavetosay.

2.Speakwithmoderation.Whatyousayisusuallymoreimportantthanhowmuchyousay.Qualityis

neededratherthanthequantity.

3.Backupeachpointyouputacross.Youcanexplainyourpointsinanumberofwaysincluding:

 Providingfactsorstatisticstosupportit;

 Quotingexpertopinion;

 Explainwhysaidwhatyousaid;and

 Referringtoyourownexperience.

4.Staycalmandpolite.Usepolitewordslike‘MayI….?,please…,etc.’

5.Takenotesofimportantwordsandideas.
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6.Speakclearly.

7.Speakloudenoughtobeheardbyallthegroupmembers.

TheCommonDiscussionMistakes

Havinglearntwhatyoushoulddoduringthediscussion,letusnowlearnwhatundernocircumstancesydo.

Youshouldnever:

 Dominatethediscussion;

 Interruptabruptly;

 Beinaudible;

 Carryoutmini-meetings;or

 Talkovereachother.

Exercise

Youandyourgroupmembershavebeenassignedthetopic:‘ResponsibilitiesofaGoodCitizen’byyour

teacherofHistoryandGovernment.Youaresupposedtodiscussthisbeforeyougivethepresentationintwo

days.

(a)Statethreewaysinwhichyouwouldpreparebeforeyoustartdiscussingthetopic.

(b)Howwouldyouensureyourgroupmembersandyourselfbenefitfromthisdiscussion?
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READINGFORFORMTHREE

ORALLITERATURE

INTRODUCTIONTOORALLITERATURE

ORALLITERATUREDEFINED

 Itisaformofartverbalized,dramatizedandperformed.

 Oralliteraturecanbecategorizedaseitherfictionornonfiction.

 Nonfictionisinformationaltextthatdealswithanactual,real-lifesubject.

 Fictionisatextthatdealwithnonfactualsubject.

FORMSOFORALLITERATURE

 Therearevariousgenresofliterature.

 Thesegenresinclude:

1.Oralnarratives

2.OralPoems/Songs

3.Proverbs

4.Riddles

5.Tongue-twisters

6.Puns

 Proverbs,riddles,tonguetwisters,andpunsareshortformsoforalliterature.Thisisbecauseoftheir

length.

REASONSFORLEARNINGORALLITERATURE

Studyoforalliteratureisimportanttoastudentsincehe/she:
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1.Isabletounderstandhis/hercultureandappreciatethecultureofothers.

2.Isabletoappreciatehis/herhistory.

3.AppreciatesthecreativityinoralliteratureasameansofunderstandingotherAfricanarts.

FIELDWORK

DefinitionofFieldwork

 Itreferstotheprocessofcollectingoralliteraturematerialfromthefield.

 Fieldstudycanbecarriedoutbyanyoneincludingastudent.

ImportanceofFieldwork

1.Sinceoralliteratureisaperformedart,astudentcanwitnessandexperiencetheperformance.When

thiswritten,theliveaspectsarelost.

2.Itenablesastudenttohaveacontactwiththecommunityandthecultureofthatcommunity.

3.Astudentisequippedwithresearchskills.

4.Italsoenablesforrecordingofhistoryofacommunity.

StagesinFieldwork

Therearefivekeystagesinfieldwork:

1.Preparation

Adequatepreparationshouldbetakenintoconsiderationforameaningfulresearch.Youcandothe

following:

 Identifythenarratororinformant.

 Identifythelocationoftheinformant.

 Planwhentovisittheinformant.

 Planthenecessarytoolsforrecordingthematerials.
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 Gettheadministrativepermissiontoconducttheresearch.

 Decideonthemethodofdatacollectiontouse.

 Budgetforthefieldwork.

2.Materialcollection

 Thisiswheretheactualinformationisgathered.

 Therearedifferentmethodsofcollectingoralliteraturematerials:

i. Observation

ii. Interviews

iii. Participation

iv. Useofquestionnaires,etc.

 Dothiscarefully.

3.Recordingofinformation

Youcanrecordthematerialcollectedby:

i. Writingtheinformation;

ii. Tapingtheinformation;or

iii. Filmingit.

4.Processingtheinformation

 Inpreparationforinterpretation,analysisanddissemination,scrutinizetheinformation.

 Putdowntherecordedinformationinwriting.Youcandothiswordforword.Thisiscalled

transcription.

 Youcantranslateitinthelanguageyouwouldlikeittobeshared.Thisistranslation.

5.AnalysisandInterpretationofmaterial

Atthisstage:

i. Classifythematerialintogenresandsub-genresusingparticularcriteria.

ii. Identifythethemes.
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iii. Identifystylesused.

iv. Identifyfunctionsoftheitem.

v. Interprettheinformation.

vi. Drawconclusions.

MethodsofCollectingOralLiteratureMaterials

1.Interviews

 Aninterviewinvolvesmeetingtherespondentfacetofaceandverballyaskingquestionsinorder

toseektherequiredinformation.

2.Recordingperformance

Firsthandinformationonthingslikeperformanceandchantingcanberecordedusingtaperecorders,etc.

duringthefestivalsinwhichtheyareperformed.

3.Observation

 Thisisawayofgatheringinformationordatabywatchingbehavior,events,ornotingphysical

characteristicsintheirnaturalsetting.

 Observationcaneitherallowoneknowhe/sheisbeingobserved,orwithouthim/hernotbeing

aware.

4.Participation

 Thecollectorofthematerialcanalsoparticipateintheenactmentoftheoralformslikedanceand

song,etc.ifhe/shehastheskillsto.

 Itisimportanttonotethathis/herparticipationshouldnotdistracthim/herfromherinvestigative

roles.

5.AdministeringQuestionnaires

 Aquestionnaireisaresearchinstrumentcontainingseriesofquestionsandpromptgiventothe

informantforthepurposeofgatheringtheinformation.

MethodsofRecordingOralLiteratureMaterials

1.MemoryoftheResearcher.Thereareindividualswhocanrememberalltheinformationcollected
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especiallyifitisnotlong.

2.Useoftaperecorders.

3.Videotaping

4.Writtenrecords.Youcanhavewritingmaterialstoputdowntheinformationgathered.

ChallengesLikelytobeEncounteredduringtheFieldwork

 Anoralresearchercanencounterproblemswhileinthefield.

 Someofthechallengesoneislikelytofaceinanattempttoseektherequiredinformationare:

1. Languagebarrier.Iftheresearcherisunabletounderstandthelanguageoftheinformant,andvice

versa,noinformationislikelytobecollected.

2.Hostilityoftheinformantcommunity.

3.Transportchallenges.

4.Itmightbeexpensive.

5.Theinformantmightaskforpayments.

ORALNARRATIVES

DefinitionofanOralNarrative

 Anarrativeisaprosethatrecountsevents,people,andplaces.

 Anarrativecaneitherbefictional(nonfactual)ornonfictional(factual).

 Thetermsusedtomeanthesameasanarrativearetale,folktale,orastory.

 Atitsessence,anoralnarrativeisastoryspokentoanaudience.
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 Anoralnarrativeishandeddownfromgenerationtogenerationbywordofmouth.

 Aswelearntearlier,anoralnarrativeisoneofthegenresoforalliterature.

 Apersonwhotellsastoryisknownasanarrator.

QualitiesofaGoodNarrator

Agoodnarrator:

1.Isconfident.

2.Isabletousethenon-verbalskillslikegestures,facialexpressions,etc.

3.Usesstagewell.

4.Involvestheiraudienceinthenarration.

ClassificationofOralNarratives

 Narrativesarecategorizedintodifferentclasses.

 Theseclassesare:

(a)Myths

(b)Legends

(c)Ogreormonsterstories

(d)Tricksterstories

(e)EtiologicalNarratives

(f)Dilemmastories

(g)Fables

(h)Spirittales

(i)Allegory

(a)Myths

 Dealwithorigins.

 Thereisasupernaturalbeinginvolved.
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 Theyexplaintheoriginofdeath,originofagroupofpeople,etc.

CharacteristicsofMyths

1.Astorythatisorwasconsideredatrueexplanationofthenaturalworld(andhowitcametobe).

2.Charactersareoftennon-human–e.g.gods,goddesses,supernaturalbeings,firstpeople.

3.Settingisapreviousproto-world(somewhatlikethisonebutalsodifferent).

4. Plotmayinvolveinterplaybetweenworlds(thisworldandpreviousororiginalworld).

5. Depicteventsthatbendorbreaknaturallaws(reflectiveofconnectiontopreviousworld).

(b)Legends

 Alegendisastoryaboutanoutstandingpersonwhohasparticipatedinthehistoricaleventsofa

community.

 Alegendisastoryofaheroknowntopeople.

 Basedonfactbutalsoincludesimaginationmaterial.

 Thereisalsoanelementofexaggeration.

 Therearealsohistoricalevents.

 Somewellknownlegendsare:

i. KoomeNjue

ii. WanguwaMakeri

iii. MugowaKibiru

iv. MekatililiwaMenza

v. FumoLiyongo

vi. LuandaMagere

 Thetargetaudienceoflegendsareusuallytheyouthsothattheycanemulatetheheroorheroine.

MainFeaturesofLegends

 Thereareextraordinaryactionsdonebythehero.
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 Factsinsuchstoriesarehistorical.

 Featuresmentionedareactualones.

 Insome,thereisanaspectofbetrayal.

 Elementofexaggerationiscommon.

 Birthordeathisassociatedwithsomemystery.

 Eventsareinthepresentworld;theonewelivein.

(c)OgreStories

 Anogreusuallyrepresentsanevil.

 Ogreareusuallydestroyedattheend.

 Theyhavehappyending.

FunctionsofOgreStories

1.Theywarnagainststrangers.

2.Theycautionyouthagainstmarryingthepeopletheydon’tknow.

(d)TricksterStories

 Acharactermakesupforaphysicalweaknesswithcunningandsubversivehumour.

 Thetricksteralternativesbetween:

i. Clevernessandstupidity;

ii. Kindnessandcruelty;

iii. Deceiveranddeceived;and

iv. Breakeroftaboosandcreatorofculture.

(e)EtiologicalNarratives

 Theyexplaintheoriginofacertainphenomenon.

 Anetiologicalnarrativeisanimaginativestorytriggeredbyquestion“howorwhy”somethingcame

tobeintheworld.
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 Examplesare:

i. Whyrainbowappearsintheskyafteritrains.

ii. Whyharehasashorttail.

WhyTurtlesLiveinWater

Turtlesusedtoliveontheland,theysay,untilthetimeaclever
turtlewascaughtbysomehunters.Theybroughthimtotheirvillage
andplacedtheturtlebeforetheChief,whosaid,“Howshall
wecookhim?”
“You’llhavetokillmefirst,”saidtheturtle,“andtakemeoutof
thisshell.”
“We’llbreakyourshellwithsticks,”theysaid.
“That’llneverwork,”saidtheturtle,“Whydon’tyouthrowme
inthewateranddrownme?!”
“Excellentidea,”saidtheChief.Theytooktheturtletotheriver
andthrewhimintothewatertodrownhim.
Theywerecongratulatingthemselvesontheirsuccessindrowning
theturtle,whentwolittlegreeneyespokedupinthewaterandthelaughingturtlesaid,“Don’tgetthose
cookingpotsouttoo
fast,foolishpeople!”Asheswamawayhesaid,“IthinkI’llspend
mostofmytimefromnowon,safelyinthewater.”

Andithasbeenthatwayeversince.

(f)DilemmaStories

 Adilemmastoryshowsacharacteroragroupofcharactersfacedwithtwoormorealternatives,

noneofwhichiseasytomake.

 Theconflictingsituationarisesforacharactertochoosefrom.

 Adilemmastoryisamorallyambiguousstory,thusallowstheaudiencetocommentorspeculate

uponthecorrectsolutiontotheproblemposedinthestory.

 Adilemmastoryhasaperplexingsituation,whichpresentsdifferentpossibilities,andbothofthem

seempracticallyacceptable.

FunctionsofDilemma

1.Dilemmagivestheaudienceaninsightintocharacters’lives.

2.Italsocreatessuspense.Thisisbecausetheaudiencewillbeleftwonderingwhichchoicethe

characterwillmake.

(g)Fables
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 Featureanimalcharacters.

 Animalsspeakashumanbeings.

 Nowreadthestorybelow.

Onceuponatime,therewasaharewholovedtoboastofhisspeedinfrontoftheotheranimals.Heasked
thetortoisetotakeupthechallengeinthenextcompetitionwithhim.

Alltheanimalsweresurprisedthatthetortoisetookupthechallenge.Hewasknowntobeaveryslowanimal.
However,adaywasfixedforthegreatraceandalltheanimalslookedforwardtoit.

Onthedayoftherace,noanimalwenttothemarket.Noonewenthunting;alltheanimalsgatheredtogether,
excitedtowatchtheracebetweenthetortoiseandthehare.Bothanimalswereready,eachofthemfelt
confidentandeveryonewonderedwhythetortoisewassoconfidentsincetheyfelthewasnomatchforthe
hare.

Theelephantstartedthemoffwhenheblewhisbigwhistleandthesoundrangacrosstheentirejungle.Every
yearwasalert,everyeyefixedonthetwocompetitors.Whowillwinthegreatestanimalraceinhistory?

Theharedartedalmostoutofsightatonce,butsoonstopped.Inordertoshowthatthetortoisewasno
matchforhimandshouldnothaveacceptedhischallengeinthefirstinstance,helaydowntohaveanap.
Slowlybutsurely,thetortoiseploddedon.Hehadagoal,hehadafocusandheneverlookedback.Whenthe
hareawokefromhissleep,hesawthetortoisenearthefinishline.Hejumpedupandtriedtocatchupwith
himbutitwastoolate.Thedeedhadbeendone.

Totheamazementofalltheanimals,thetortoisehadcrossedthefinishline.Itwasunbelievable.Thehare
washumbled.Hehadnochoicebuttocongratulatethetortoiseandaccepthimasthewinner.Alltheanimals
learntaveryimportantlessonfromthetortoise.

(h)SpiritTales

Ghostsorspiritsfeatureinsuchstories.

(i)Allegory

 Reallifeisrepresentedbycharactersandevents.

 Thoughembodiesreallife,itispresentedasifitisfictional.

SettinginOralNarratives

 Throughacommunity’soralnarrative,wecanlearnalotaboutthem.

 Anoralnarrativegiveinformationonthefollowing:

1.Thephysicalenvironment.Featureslikelakes,mountains,forests,etc.arementioned.
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2.Economicactivities.

 Thesearetheactivitiesoroccupationsthroughwhichthecommunityearnsitslivelihood.

 Theseactivitiesinclude:

 Hunting

 Livestockkeeping

 Cropfarmingorcultivation

 Bee-keeping,etc

 thementionofproductslikehoney,tools,sorghum,milk,etcwillleadusknowtheeconomic

activitiesofthatcommunity.

3.Socialactivities

Theseareactivitieslikeceremonies,religiouspracticesandformsofentertainment.

4.Politicalactivities

Herewelearn:

 Thepowerstructure

 Waractivities

FEATURESOFORALNARRATIVES

Oralnarrativeshavemanyfeatures.Themainonesinclude:

 Useofopeningformula.Thisisusedtoindicatethebeginningofastory.Italsoremovestheaudience

fromtheworldofrealityandtakethemtotheworldoffantasy.Aworldoffantasyiswherebonesspeak,a

kingisthelion,etc.somecommonlyusedopeningformulaphrasesare‘alongtimeago…’,‘onceupona

time’,‘thereoncewas….’,and‘long,longago…’

OpeningFormulaservesthefollowingfunctions:

1.Announcesthecomingofanarrative.

2.Getstheattentionoftheaudience.

3.Removestheaudiencefromtheworldofreality.
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4.Identifiesthenarrator.

 UseofClosingformula.Itmakestheendofastory.Italsoremovestheaudiencefromtheworldof

fantasyandtakethembacktotheworldofreality.Hereareexamplesofclosingformulae:

 Andthatiswhy…

 Andthereendsmystory.

 Fromthenonwards…

 Tocometotheendofmystory…

Aclosingformulaservessuchfunctionsas:

1.Announcingtheendofthenarrative.

2.Momentarilyreleasestheaudiencefromconcentration.

3.Bringsbacktheaudiencetotheworldofreality.

4.Clearsthewayforthenextnarrativeoractivity.

 Useofidiophones.Thereistheuseofwordsthatimitatethemovementorsoundsmadebycharactersin

thestory.Forexample,

 Thebeesflewbuzzbuzzbuzz.

 Thewomanlaughedhahahahaha.

 Thebranchwascutkacha.

 Repetition.Aword,phrase,asong,orevenasentencecanoccurmorethanonceinastory.Therepetition

ismeantto:

i. Bringoutthemeaning.

ii. Emphasizeapoint.

iii. Maintaintherhythm.

iv. Sustainthemoodinthestory.

 Useofsongs.Manynarrativeshavesongs.Thesongsperformthefollowingfunctions:

(a)Bringsoutthecharactertraits.
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(b)Bringsoutthetheme.

(c)Toentertain.

 Fantasy.Imaginaryandfactuallyimpossiblethingsarecreatedinthestory.

 Allusions.

i. Familiarobjectsorpersonswellknownarereferredto.

ii. Complexproblemsareexplainedandclarifiedbyreferringtosomethingtheaudienceisfamiliar

with,eg.

 Thebible

 History

 Famouspeople

 Useofsuspense.

 Heretheaudienceisleftwonderingwhatwillhappennext.

 Theclimaxisdelayed.

 Thereisalsotheuseofdialogue.Acharacterspeaksdirectlytotheother.Dialogueisusedtobringout

thetheme,charactertraitsaswellastodeveloptheplotofthestory.
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TECHNIQUESOFSTORYTELLING

 Thereareseveralstorytellingdevicesanarratorcandecidetousewhendeliveringanoralnarrative.

 Thetechniquesanarratorcanuseinclude:

 Useofgestures.Gesturesaremeanttoreinforcetheidea.Forexamplewhentalkingaboutacharacter

going,youcanstretchyourarmtoshowthat.

 Alteringyourfacialexpressionsaccordingtotheemotionandfeelingsinthestory.Donotfrownwhen

theemotionhappy.

 Varyingthetoneofyourvoicedependingonwhatyouaresayingandwhoissayingit.Thetoneshould

belowwhenforexampleasmallanimaltalks,andhighwhenabigonespeaks.

 Changingthepaceofnarration.Therearethoseunimportantdetailsthatcanbesaidfaster.

 Involvingtheaudienceinthenarration.Askingthemtojoinyouwhensingingwillbeokay.

 Useofmimicry.Hereanarratorimitatesthespeech,actionorothermannerismsofthecharacter,for

example,thewalkingstyleofacharacter,etc.

Readthestorybelowandthenanswerquestionsafterit.

Alongtimeago,therewasapregnantwomanwhosehusbandhadgonetoworkinadistantplace.The

husbandwasablacksmith.Atthewoman’sdelivery,anogreplayedmid-wifetoher.Apartfromthattheogre

alsoassistedheringatheringfirewoodfromtheforestandalsocookedherfood.

Everytimetheogrecamebackfromtheforest,hewouldpretendtoofferherfoodsaying,“wagaciarinduke

tuhiuhio”(Translatedas:Newlydeliveredmother,takethisdelicacy).Hethenmuncheddownthefoodhimself.

Hewouldrepeatthiswithwheneverofferinghergruelsaying:”Wagaciarindukegacuru.Wreganganywa.”And

drankithimself.

Thiscontinuedforawhile,andwhiletheogrebecamefatandsleek,thenursingmotherbecameverythinand

weak.

Duringthosedays,womenusedtoputcastorseedsouttodryinthesun.Whiletheseedsdried,thedoves

couldcomeandstealthoseseeds.Oneday,thewomanspottedadoveandsaidtohim:

“Youdove,youhaveeatenallmycastorseeds.Now,ifIsendyouonanerrand,willyoucarryitout?”

“Yes,Ican,”thedoveanswered.

“Right,Iwouldlikeyoutoflytothelandofblacksmithsandonceyougetthere,passthefollowingmessage:

Muthuriuguturaiblacksmith Isay,ohyou

Cangarara-il-ca Ciangarara-I-ca

Taraturanarua-il Hastentofinishwhateveryouaredoing.
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Cangarara-il-ca Cangarara-I-ca

Mukaguoniaachiarire-I yourwifeiswithchild

Cangarara-i-ca Cangarara-i-ca

Agiciaithioniirimu-I Anogreisplayingnursetoher

Cangarara-i-ca Cangarara-i-ca

Ekwiruonduketuhiuhio-I Sheisbeingofferedfood

Cangarara-i-ca Cangarara-i-ca

Nawaregangaria-I Buttheogreeatseatsitall

Cangarara-il-ca Cangarara-i-ca

Thedovedeliveredthemessageasrequested.Whenshegottothelandoftheblacksmiths,shesangthe

song.Theblacksmithsheardthedovesingingandaskedeachother,“Whosewifeisexpectingababy?”

Oneofthemconfessedhehadanexpectantwifeandhewasaskedbytheresttofindoutwhatwas

happeningathome.Whenhegothome,thewifetoldhimthewholestory.

Allthiswhile,theogrewasintheforestgatheringfirewood.Thehusbandsharpenedtheknifeinreadinessto

facetheogre.Theogrecamebackanddroppedthefirewoodwithathud,thu.Hethenrebukedthemother

saying:“Wagaciairiuroguanamururumoucio.”(Newlydeliveredmother,mayyoufallwiththesamethud!)

Thenursingmotherrespondedback,“Onaweurogu.”(Youtoo!)

Theogrewassurprised.Hesaid,“Yousurprisemewithyourarrogancetoday.Coulditbethattheblacksmith

isback?”

Theblacksmithgotangryandevenbeforetheogrefinishedtalking,hespearedhim.Shortly,beforetheogre

died,hecriedwithaloudvoicesaying,“ItisjustasIhadthought.Thesojournershavecomeback.Ohdearme

Iamdyingbecauseofmygreed!”Andwiththesewords,hedied.

Thereendsmystory.

Questions

(a)Whatfeaturesofthisstoryqualifyitasanoralnarrative?

(b)Ifyouweretheonenarratingthestory,howwouldyouhaveperformedthelastparagraph?

Readthenarrativesbelowandthenanswerquestionsthatfollow.

GirlandtheKing

Longagotherewasawealthykingwhostartedoffonajourneytovisitthekingofaneighbouring
country.Onhiswayhewasaccompaniedbyhisbodyguardandalargegroupofministers.Owingto
thenatureofthelandscape,theonlymeansoftransportwasbycamel.Somewherealongtheway,
hefoundagroupofgirlsfetchingwaterfromawell.Atoncehewasstruckbytheresemblanceof
thegirls,butoncloserobservationheidentifiedonegirlhehadfalleninlovewith.Heatonce
decidedthathewoulddosomethingtoengageher.Hegavethegirlhisblazer,whichheinstructed
hertowearalwaysasasignofidentify.Hefurtherpromisedthatoncehewasbackinhiscountry,he
wouldsendforherandtheemissarywouldidentifyherbyherjacket.

Aftertheking'sdeparture,theothergirlsbeguntoenvytheluckygirlandconstantlybeggedhertolet
themtrytheblazeron,butshewouldn'tbudge.Dayspassedintoweeksandthegirlstillfaithfully
keptwearingtheking'scoat.Overtimeshebeguntowonderwhetherthekinghadforgottenhis
promisebutstillshekeptwearingthecoat.
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Onedayshewenttocollectfirewoodinthecompanyoftheothergirls.Asshewasmovingaboutin
thebushshesawapiratemonkeyadmiringherandshestoppedtogiveitthetime.Thepirate
greetedherandcommentedonthebeautyoftheblazershewaswearing.Sheimmediatelytoldthe
piratethestorybehindheracquisitionofthecoat.Thepiratethenrequestedthatshelethimtryiton
sothatshecouldseehowbeautifulitwas.

Thegirlreluctantlyagreedtoletthepiratetrythecoatonandnosoonerhaditdonesothanit
jumpedintoatreeandleftthegirlinwonder.Thegirlbeguntoclimbthetreeandthepiratejumped
tothenexttree.Asthegirlranfromtreetotree,thepiratekeptjumpingandsoondisappearedfrom
thegirl'ssight.Thegirlreturnedhomemiserablebutconsoledbythethoughtthatafteralltheking
hadforgottenhispromise.

Shortlyafterthatincidentthekingsenthismessengerstocollectthegirlandremindedthemthat
theywouldfindseveralidenticalgirlsandthattheywouldidentifythebridebyablazerbearinghis
sealwhichshewouldbewearingWhenthemessengerscametothevillagewherethegirlslivedthey
wereunabletoidentifytheonetheywerelookingfor,asallofthemresembledoneanother.The
particulargirltriedtoexplainthatshewastheonebutthemessengersdidnottakeherbecauseshe
didnothavetheking'scoat.

Theysearchedthewholevillagewithoutfindingthegirlandeventuallygaveup,andwereontheir
wayhomewhenoneofthemspottedthepirateinthetree.

Themessengersthenranafterthepirateandmanagedtoarrestitandtakeithometotheking.

(a)Classifythisnarrative.

(b)Identifythefeaturesoforalnarrativespresentinit.

GRAMMARFORFORMTHREE

PARTSOFSPEECH

NOUNS

(a)TYPICALNOUNDERIVATIONS
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 Derivationisawordformationprocessinwhichthereisadditionofaffixestocreatenewwords.

 Anouncanbederivedfromthefollowingcategories:

(a)verb

(b)adjective

(c)anothernoun



DerivingNounsFromVerbs

Toderiveanounfromaverb,addoneofthefollowingsuffixestotheverb:

Verb Suffix Noun

Carry Age Carriage

Arrive Al Arrival

Dominate Ance/ence Dominance

Persistence

Write ing Writing

Manage Ment Management

Separate

Motivate

Tion Separation

Motivation

Divide Sion Division

Close Ure Closure

Defend Ant Defendant

Market Er Marketer

Sail Or Sailor

Type ist Typist

DerivingNounsfromAdjectives

Toderiveanounfromanadjective,addtothatadjective,oneofthefollowingsuffixes:
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Adjective Suffix Noun

Active Ion

Ity

Action

Activity

Lazy ness Laziness

Strong th Strength

Exercise1

Createnounsfromthewordslistedinthetablebelow.

Word Noun

Clean

Teach

Advise

Animate

Audit

Govern

Operate

Conduct

Negotiate

Play

Supervise

Determine

Supply

Drum

Publish

Observe

Build

Materialize
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Capture

Move

Exercise2

Usethecorrectformofwordinbracketstocompletethesentence.

a)Your_______________tothisjobhasbeenrecognized.(commit)

b)_______________ofthiswordisdifficult.(pronounce)

c)Whatisthe________________ofthistable.(measure)

d)Therehasbeengreat______________inherlanguage.(develop)

e)Ihaveheardthis______________overandover.(narrate)

f) Iprefer___________________coursetomedicine.(engine)

g)Theyshouldimprovetheirlevelof__________________.(concentrate)

h)Thisprofessorisagreat_____________.(history)

i) Iwillpayforthisphonein________________.(install)

j) Hecan’twalkalonebecauseofhis_______________.(blind)

(b)GENDERSENSITIVELANGUAGE

 Gendersensitive/neutrallanguageisthatwhichisfreeofstereotypesandbiases.

 Avoidusinggender-specifictitleslikepoetess.Insteaduse“poet”.

 Avoidusingexpressionswithgenerictermman.Forexample,don’tsay“layman”.Use‘lay’instead.

 Makesureyouuseparallelconstructionsincorrespondence.Forexample,Mr.andMrs.Gyle,butnot,

AliceandMr.Gyle.

 Thetablebelowshowsthegenderednounsandgender-neutralnouns.

GenderedNouns Gender-NeutralNouns

Man

Freshman

Mankind

Man-made

Person/individual

First-yearstudent

People/humanbeings/humanity

Machine-made/synthetic



Novels,UpdatedCPA,CIFA,CICT,CPS,HighSchoolNotes~0714497530isabokemicah@gmail.com Page40

Thecommonman

Toman

Postman/mailman

Policeman

Steward/stewardess

chairman

Congressman

Dearsir

Cattleman

sportsman

Cowboy

Workman

Newspaperman

Businessman

Foreman

Salesman

Craftsman

Clergyman

Fisherman

Clansman

Watchman

Spokesman

headman

Averageperson/ordinaryperson

Tooperate

Mailcarrier/lettercarrier/postalworker

Policeofficer

Flightattendant

Chair/chairperson/coordinator

Congressperson/legislator

Dearsirormadam

Cattlerancher

Sportsperson

Cowhand

Worker

Journalist

Businessperson

Shiftboss/foreperson/supervisor

Salesperson

Craftsperson

Clergy/clergyperson

Fishesfolk

Clanmember

Securityofficer/securityguard

Spokesperson

Chief/head/leader

WithPronouns;

 Usesex-neutralthirdpersonasappropriate.

 Writebothpronounoptions.
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 Use“sheorhe”or“she/he”

PRONOUNS

(a)PRONOUNCASE

 Apronouncanbeeffectivewhenweuseanappropriatecase(form).Ifthisdoesnothappen,thereader

mayremainpuzzledordistracted.

 Therearethreecommonpronouncases:

 Subjectpronouns(subjectivecase)

 Objectpronouns(objectivecase)

 Possessivepronouns(possessivecase)

(a)SubjectiveCase

 Usedasthesubjectofasentenceorofasubordinateclause.

 Thepronounsusedinthispositionare:

 I

 We

 You

 He

 She

 It

 They

 Alsoreferredto“nominativecase”.Examples,

(i) Youcalledmethenewstudent.

(ii) Wearereadyfortherace.

(iii) Ilikeit.

(iv) Herunsfaster.

(v) Theyneverappreciateanything.

(b)ObjectiveCase

 Pronounsinthiscasefunctionastherecipientsoftheactions.

 Theyareusedasobjectsofverbsorprepositions.
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 Thepronounsinthisforminclude:

 Me

 Us

 You

 Him

 Her

 It

 Them

Examplesinsentences

(i) Itneverrainsonme.

(ii) Moraaboughthimaflower.

(iii) Sheshowedusaroundthetown.

(iv) Thebabyhasbeennamedafteryou.

(c)PossessiveCase

 Theyshowwhoorwhatownssomething.

 Thepronounsusedinthepossessivecaseinclude:

 Mine

 Ours

 Yours

 Hers

 His

 Its

 Theirs

ExamplesinSentences

(i) Thenewphoneismine.

(ii) Ofallthesongs,itisyoursIenjoyedthemost.

(iii) Hissoniscomingsoon.

 Alleffortsshouldbemadenottoconfuseonepronouncasewithanother.
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Exercise

Ineachsentencebelow,replacetheunderlinedword(s)withanappropriatepronounform.

(a)IsoldmybiketoAbdi.

(b)IsoldmybiketoAbdiandYussra.

(c)IsoldmybiketoAbdiandYussra.

(d)Thebike’sbrakewasbad.

(e)AbdigavethebiketoAbdiandYussra’sson.

(f)Thesonpromisedtopayhisparentsforthebike.

(g)Theson’sgirlfriendrodethebikeintoafishpond.

(h)Thepondbelongstomeandmyfamily,andmyfamilyandIareunhappy.

(i)Thefish’stemperisalmostasbadasmytemper.

(j)AbdiandYussrahaveofferedtopaymeandmyfamilyforthedamage.

(b)DEMONSTRATIVEPRONOUNS

 Todemonstrateistoshow,toindicate,ortopointto.

 Ademonstrativepronounrepresentsathingorthings:

(a)Nearindistanceortime,forexample,

 This

 these

(b)Farindistanceortime,forexample,

 That

 Those
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 Lookattheexamplesinsentences

(a)Thislastslonger.

(b)Haveyouseenthat?

(c)Thosewerethedays.

(d)Lookatthese.

Exercise

Filltheblankswith:this,that,those,these.

1._____________onehereismyfriend.

2.Ihate____________booksoverthere.Theylacksomuch.

3.Couldyoubringme_____________chairIleftoutside.

4.___________bananasaresweet!Couldyouaddmemore?

5.Howcouldyoubuyathinglike__________?Getmetheotherone.

VERBS

(a)TRANSITIVEANDINTRANSITIVEVERBS

TransitiveVerbs

 Atransitiveverbhastwofeatures:

 Itisanactionverbthatexpressesadoableactivity.Forexample,eat,jump,click,etc.

 Itmusthaveadirectobject.Adirectobjectissomethingorsomeonewhoreceivestheactionofthe
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verb.

 Anindirectobjectcanalsobetherebutitprecedsthedirectobject.

 Lookatthesentencesbelowandsaywhethertheverbsinthemhavedirectobjects.

(i) Joanboughthimanhandkerchief.

(ii) Colmandrewthepicture.

(iii) Ieatbananasandmangoes.

(iv) Mywristwatchcostsalotofmoney.

(v) Didyoumakecoffeethismorning?

(vi) Myniececalledmeearlieryesterday.

 Inthesentencesthatfollow,thedirectobjectsareinboldfacewhiletheindirectobjectsareunderlined.

(i) WecancallyouMartha.

(ii) Ourparentsteachuspoems.

(iii) AlicewroteJunealovepoem.

(iv) Bringmeacupofteaplease.

IntrasitiveVerbs

 Theycanbefollowedbyacomplement.

 Thecomplementisusuallyanadjectiveoranadverb.

 Studythesentencesbelow.

(i) Theathletesranfast.

(ii) Thefoodtastesinsipid.

(iii) Therainrainseverymorning.

 Inthethreesentencesabove,theactionsorstatesdenotedbytheverbs‘ran’,‘tastes’,and‘rains’are

representedasremaininginthesubjects‘athletes’,‘food’,and‘rain’,andnotaspassingovertoanobject.

 Thethreeverbsdonotrequireobjectstocompletethesense.Theyarecalledintransitiveverbs.

 Anintrasitiveverbisonethatdoesnotrequireanobjecttocompletethesense.

 Someverbsareusedbothastransitiveandintrasitive.Forexample,

 Thebirdflies.intransitiveverb

 Theboyflieshiskite.Transitiveverb
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Exercise

Saywhethertheverb(s)inthesentencearetransitiveorintransitive.

a)Juniorlikesphones.

b)Jeniferbrushesherteetheverymorning.

c) IsmilewheneverIplaygames.

d)Richardsleeps8hoursaday.

e)Mybossofferedmeanewjob.

f) Thehorserunsfaster.

g)Shepromisedmeshewouldvisit.

h)Thefamilyworksinthefieldeveryday.

i) Njericooksmedinner.

j) Thefoodsmellsgood.

k)Ioweyouhundredshillings.

l) Allthecandidatespassedthetest.
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(b)INFINITIVES

 Aninfinitiveisatypeofverbalconsistingoftheword‘to’plusaverb.Examplesare

 Tofly

 Toenter

 Tocatch

 Tobelong

 Tobecome

 Todraw

 Tostandetc

 Theverbhereshouldbeinitssimpleststemform.

 Aninfinitivefunctionsasanoun,anadjectiveoranadverb.

ExamplesinSentences

(i) Everyonewantedtoleave.

(ii) Toswimismyhobby.

(iii) Youlackthestrenthtoresist.

 Aninfinitivehasthefollowingfunctionsinasentence:

a)Asasubjectofaverb,forexample,

TocryiswhatIhatemost.

b)Asanobjectofaverb,forexample,

Shewantstogo.

c)Asasubjectcomplement,forexample,

Mydreamistofly.

d)Asanadjective,forexample,

Helackstheskilltoswim.

Exercise

Rewriteeachofthefollowingsentencesusingtheverbinbrackets.Becarefulnottochangethemeaningof

thesentence.

a)Istartedreading.(read)
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b)Hestoppedsmoking.(smoke)

c)Writingismoredifficultthanreading.(write,read)

d)Joggingisagoodexercise.(jog)

e)Ilikecycling.(cycle)

f) Ienjoyswimming.(swim)

(c)PHRASALVERBS

 Aphrasalverbisaverbplusaprepositionoradverb,oracombinationofboth,andwhichcreatesa

differentmeaningfromtheoriginalverb.

 Therearetransitivephrasalverbs.Theyarethosethatcanbefollowedbyanobject.Example

Iranintomyoldfriend.

“myoldfriend”istheobjectof“raninto”

 Therearealsointransitivephrasalverbs.Theycannottakeanobject.Example

Didheshowup?

 Sometransitivephrasalverbshavetheobjectplacedbeforethepreposition.Example,

 Wekeptourrelationshipfrommyfriendsforsometime.

 Sometransitivephrasalverbsareinseparable.Theobjectisonlyplacedafterthepreposition.Forexample,

 Ialwayshandinmyassignmentintime.

 Sheislookingforwardtomidtermbreak.

 Sometransitivephrasalverbscantakeanobjectatbothplaces–beforeandafterthepreposition.For

example,

 Thebrothersputoutthefirebeforethefiremencame.

 Thebrothersputthefireoutbeforethefiremencame.

TheCommonlyUsedPhrasalVerbs

1.Ask(somebody)out–inviteonadate

2.Askaround–askseveralpeoplethesamequestion.
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3.Addupto(something)–equal

4.Back(something)up—reverse

5.Back(somebody)up–offersupport

6.Blow(sth)up–explode

7.Breakdown–stopworking/functioning(ofamachine,oravehicle)

8.Breakdown–tobeupset

9.Break(sth)down–divideitintosmallerparts

10.Breakin–enterabuildingforcibly

11.Breakin–tointerrupt

12.Breakinto(sth)–enterforcibly(house,etc)

13.Breakout–escape

14.Breakoutin(sth)–developacondition(skin)

15.Breakup–endarelationship

16.Breakup–startlaughing

17.Bring(sbdy)down–causethepersontobeunhappy

18.Bring(sbdy)up–raiseachild

19.Bring(sth)up–starttalkingaboutatopic

20.Bring(sth)up–vomit(onecanbringthefoodup)

21.Callaround–makephonecallstoseveralpeople

22.Call(sbdy)back–returnaphonecall

23.Call(sth)off–cancel

24.Callon(sbdy)–askforanopinionorananswerfromsomeone

25.Callon(sbdy)–visitsomeone

26.Call(sbdy)up–phonetheperson

27.Calmdown–afterbeingangry,onecalmsdown

28.Catchup–gettothesameplace/pointassomeoneelse

29.Checkin–arrive,andregisteratahotelorairport

30.Checkout–leaveahotel

31.Checkout(sbdy/sth)–tolookat
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32.Cheerup–becomehappierthanbefore

33.Cheer(sbdy)up–makesomeonehappier

34.Chipin—help

35.Clean(sth)up–toclean,ortidysomething

36.Comeacross(sth)–unexpectedlyfindsomething

37.Comeapart–separate

38.Comedownwith(sth)–becomesick

39.Comeforward–togiveevidenceorvolunteerdosomething

40.Counton(sbdy/sth)–relyon

41.Cross(sth)out–drawalinethrough

42.Cutbackon(sth)–consumeless

43.Cut(sth)down–makesomethingfalltotheground

44.Cutin–interrupt

45.Cutin–startoperating(engineoranelectricaldevice)

46.Cut(sth)off–stopproviding(electricity,water,etc)

47.Cut(sth)off–removewithsomethingsharp

48.Cut(sbdy)off–takeoutofawill

49.Cut(sth)out–removepartofsomething(usuallywitharazorblade,orscissors)

50.Doawaywith(sth)–discard

51.Do(sth)up–close,orfasten

52.Dressup–wearniceclothing

53.Dropback–movebackinaposition

54.Dropby/in/over–comewithoutanappointment

55.Drop(sbdy/sth)off–takesomeone/somethingsomewhereandleavethem/itthere.

56.Dropout–quitaclass,school,college,etc

57.Eatout–eatatarestaurant

58.Endup–eventuallydecide/do/reach

59.Fallapart–breakintopieces

60.Falldown–fallontheground
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61.Fallout–separatefromaninterior(pocket,forexample).

62.Fallout–becomelooseandunattached(hair,teeth,etc)

63.Figure(sth)out–findananswer,understand

64.Fill(sth)in–towriteinformationinblanks(egonaform,questionnaire)

65.Fill(sth)up–filltothetop

66.Findout–discover

67.Get(sth)across/over–communicate,makesomethingtobeunderstood

68.Getalong/on–likeeachother

69.Getaround–havemobility

70.Getaway–goonaholiday

71.Getawaywith(sth)–dosomethingwithoutbeingpunished

72.Getback–return

73.Get(sth)back–receivesomethingyouhadbefore

74.Getbackat(sbdy)–takerevenge

75.Getbackinto(sth)–becomeinterestedinsomethingagain

76.Geton(sth)–stepontoavehicle

77.Getover(sth)–recoverfromanillness,loss,ordifficulty

78.Getover(sth)–overcomeaproblem

79.Gettogether–meet(forsocialreasons)

80.Getup–getoutofbed

81.Getup–stand

82.Give(sbdy)away–revealhiddeninformationaboutsomeone

83.Give(sth)away–ruinasecret

84.Give(sth)away–givesomeonesomethingforfree

85.Give(sth)back–returnaborrowedthing

86.Givein–stopfightingorarguingreluctantly

87.Give(sth)out–givesomethingtomanypeople(normallyforfree)

88.Give(sth)up–quitahabit

89.Giveup–stoptrying
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90.Goafter–followsomeone

91.Goafter(sth)–trytoachievesomething

92.Goagainst(sbdy)–compete,opposesomeone

93.Goahead–start,proceed

94.Goback–returntoaplace

95.Goout–leavehometoonacertainsocialevent

96.Gooutwith(sbdy)–date

97.Goover(sth)–review

98.Goover–visitsomebodywhoisnearby

99.Growapart–stopbeingfriendsoveraperiod

100. Growup–becomeanadult

101. Growinto(sth)–growbigenoughtofit

102. Hand(sth)down–givesomethingthathasbeenusedtosomeoneelse

103. Hand(sth)in–submit

104. Hand(sth)out–todistributetoagroupofpeople

105. Hand(sth)over–unwillinglygivesomething

106. Hangon–waitashorttime

107. Hangout–spendtimerelaxing

108. Hangup–endaphonecall

109. Hold(sbdy/sth)back–preventfromdoingorgoing

110. Hold(sth)back–hideanemotion

111. Holdon–waitashorttime(formal)

112. Holdonto(sbdy/sth)–holdfirmlyusinghandsorarms

113. Hold(sbdy/sth)back–rob

114. Keepondoing(sth)–continuedoing

115. Keep(sth)from(sbdy)–nottell

116. Keep(sbdy/sth)out–preventfromentering

117. Keep(sth)up–continueatthesamerate

118. Let(sbdy)down–disappoint,failtohelp
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119. Let(sbdy)in–allowtoenter

120. Lookafter(sbdy/sth)–takecareof

121. Lookdownon–considerinferior,thinklessof

122. Lookfor(sbdy/sth)–trytofind

123. Lookforwardto(sth)–beexcitedaboutthefuture

124. Lookinto(sth)–investigate

125. Lookout–becareful,bevigilant,ortakenotice

126. Lookoutfor(sbdy/sth)–takenotice

127. Look(sth)over–check,examine

128. Look(sth)up–searchandfindinformationaboutsomething

129. Lookupto(sbdy)–havealotofrespectfor

130. Make(sth)up–invent,lieaboutsomething

131. Makeup–forgiveeachother

132. Make(sbdy)up–applycosmeticstosomeone

133. Mix(sth)up–confusethings

134. Passaway–die

135. Passout–faint

136. Pass(sth)out–givethesamethingtoseveralpeople

137. Pass(sth)up–decline(normallysomethinggood)

138. Pay(sbdy)back–returnowedmoney

139. Payfor(sth)–bepunishedfordoingsomethingbad

140. Pick(sth)out–choose

141. Point(sbdy/sth)out–indicateusingafinger

142. Put(sth)down–putwhatyouareholdingonasurfaceorfloor

143. Put(sbdy)down–insult,makesomeonefeelstupid

144. Put(sth)off–postpone

145. Put(sth)out–extinguish

146. Put(sth)together–assemble

147. Putupwith(sbdy/sth)–tolerate
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148. Put(sth)on–putclothingoraccessoriesonyourbody

149. Runinto(sbdy/sth)–unexpectedlymeet

150. Runover(sbdy/sth)–driveavehicleoverapersonorthing

151. Runover/through(sth)–rehearse,review

152. Runaway–escape,leaveunexpectedly

153. Runout–havenoneleft

154. Set(sth)up–arrange,organize

155. Set(sbdy)up–trick,trap

156. Shoparound–compareprices

157. Showoff–actasthoughspecial.

158. Sleepover–staysomewhereforthenight

159. Sort(sth)out–organize,resolveaproblem

160. Stickto–continuedoingsomething,orlimityourselftoaparticularthing.

161. Switch(sth)off–stoptheenergyflow,turnoff

162. Switch(sth)on–starttheenergyflow,turnon

163. Takeafter(sbdy)–resembleafamilymember

164. Take(sth)back–returnanitem

165. Takeoff–starttofly

166. Take(sth)off–removesomething(especiallyclothing)

167. Take(sth)out–removefromaplaceorathing

168. Take(sbdy)out–payforsomeonetogosomewherewithyou

169. Tear(sth)up–ripintopieces

170. Thinkback–remember

171. Throw(sth)away–disposeof

172. Turn(sth)down–decreasethevolumeorstrength(ofheat,light,etc)

173. Turn(sth)down–refuse

174. Turn(sth)off–stoptheenergyflow,switchoff

175. Turn(sth)on–starttheenergyflow,switchon

176. Turn(sth)up–increasethevolumeorstrength(ofheat,light,etc)
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177. Turnup–appearsuddenly

178. Try(sth)out–test

179. Use(sth)up–finishthesipply

180. Wakeup–stopsleeping

181. Warm(sth/sbdy)up–increasethetemperature

182. Warmup–preparebodyforexercise

183. Wearoff–fadeaway

184. Workout–exercise

185. Workout–makeacalculation

186. Workout–besuccessful

ExamplesinSentences

1.Iwanttoblowthisballoonupnow.

2.MywifeandIbrokeuplastmonth.

3.Thethiefbrokeoutofthecrowdwithoutanyonenoticing.

4.Wearegoingtoafaroffplacesoyouhavetodressup.

5.Wewantedtosurpriseherabouttheweddingbutshefounditout.

Exercise

Fillintheblankwithaphrasalverbbeginningwiththecorrectformofverbinbrackets.

1.___________theblankswithappropriatewords.(fill)

2.Hischild’steethstartedto____________attheageofsix.(fall)

3.Iwouldadvisewe_____________thissyllabus.Ithaslostitsmeaning.(do)

4.Donot________________me_____________whenIamlisteningtothemusic.(cut)

5.Kimutai___________________malarialastweek.(come)

6.Akinyiistryingto___________herpoint___________buttheotherstudentsaremakingnoise.(get)

7.Allthestudentshave____________fromtheirlongDecemberholidays.(get)

8.She___________freebookstoyoungchildreneverymonth.(give)

9.Thebadboyhasfinally____________drinking.(give)

10.They__________theirdog_________wheneverthevisitorscome.(hold)
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(d)IDIOMATICEXPRESSIONS

1. Shewas tickledpink bythegoodnews.

Madeveryhappy

2. Youwere handsdown thebestplayerontheteam.

Therewasnocompetition

3. I'vebeenfeelingpretty downinthedumps lately.

Sadordepressed

4. I'mfeeling sickasadog!
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Verysick

5. I'vebeenfeeling undertheweather.

Notwell

6. Riseandshine!

Wakeupandbehappy!

7. Close,butnocigar.

Youwereveryclose,butyoudidnotmakeit.

8. Icouldplayoutside tillthecowscomehome.

Foraverylongtime

9.AcidTest:

Acidtestprovestheeffectivenesof

something.

10.Cutthegroundfromunderfeet:

Whenyoucutthegroundfromundersomeone'sfeet,youdosomethingwhichweakenstheirposition.

11.Chaseyourtail:

Spendingalotoftimeandenergydoingalotofthingsbutactuallyachievingtoolittle.

12.Wholebagoftricks-

Meanstryingalltheclevermeanstoachievesomething.

13.Deliverthegoods-

Dowhatisexpectedorpromised.
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14.Fine-toothcomb-

Examiningsomethingcarefullytonotmissoutanydetails.

15.Exploreallavenues

Tryingouteverypossibilitytogetaresult.

16.Fasttracksomething-

Ratingsomethinghigheronyourprioritylisttoachievethedesiredresult.

17.Getducksinarow-

Gettingyourthingswellorganized.

18.Gettheshowontheroad-

Puttingupaplanorideaintoaction.

19.Keepyourfingersonthepulse-

Beingconstantlyawareofthemostrecentdevelopments.

20.Meanbusiness-

Beingseriousaboutwhatyouannounce.

21.Thinkonyourfeet-

Adjustingquicklytochangesandmakingfastdecisions.

22.Sailthroughsomething-

-Beingsuccessfulindoingsomethingwithoutdifficulty.

23.Tricksofthetrade:

Meaning-Cleverorexpertwayofdoingsomething.
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24.Notletgrassgrowunderfeet-

Meaning-Don'tdelayingettingsomethingdone.

25.Worklikeacharm-

Worksverywellorhasthedesiredeffect.

26.Back-roomboys-

Peoplewhoperformimportantworkbuthavenocontactwiththepublic.

27.Deadwood-

Peopleorthingswhicharenolongerusefulornecessary.

28.Gettheaxe-

Meaning-losethejob.

Example-Theprojectsteamwasundergoingamajorrestructuring,recruitmentexecutiveswerethefirstto

gettheaxe.

29.Plumjob-

Desirablepositionwhichiswell-paidandconsideredrelativelyeasy.

Example-Thislookslikeaplumjobbutithasitsownbunchofcomplications.

30.Shapeuporshipout-

Thisexpressionisusedtowarnsomeonethatiftheydonotimprovetheirways,theywillhavetoleavetheir

job.

31.Goldenhandshake-

Meaning-Bigsumofmoneygiventoapersonwhentheyleaveacompanyorretire.

32.Separatesheepfromgoats-

Examiningagroupofpeopleanddecidingtheirsuitability
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33.Waitinginthewings-

Waitingforanopportunitytotakeaction,mostlytoreplacesomeoneelseintheirjob.

ExamplesinSentences

1)Sincetheteacherisabouttoretire,therearefiveotherteachersinthewaitingwingstotakehisposition.

2)Athisretirement,hewillbeofferedagoldenhandshake.

3)Teaching,tomany,seemstobeplumjobtomanyyoungyouths.

e)PARTICIPLES

 Aparticipleisatypeofverbal.

 Averbalisaverbformthatlookslikeaverbbutdoesnotactastheverbinasentence.

 Aparticiplefunctionsasanadjectivetomodifyanounorapronoun.

 Therearethreetypesofparticiples:

(a)PresentParticipleswhichisthe“-ing”form.

(b)PastParticiples.Regularverbsendin“-ed”,whileirregularonesendin–en,-n,-t,orvariousother

endings.

(c)Perfectparticiple

 Usedtoshortenorcombineclausesthathavethesamesubject.

 Oneactioniscompletedbeforethenextonestarts.

ExamplesinSentences

PresentParticiple

 Iamrunning.

 Thelessonisboring.

 Heisafraidofswimming.

PastParticiple

 Thedoorwasopened.

 Ihavewrittentheletter.

 Hewasreallybored.
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PerfectParticiple

 Sheboughtapenandrantoschool.

 Shearrivedhomeandateherlunch

ADJECTIVES

(a)QUANTIFIERS

 Theyareadjectivesandadjectivephrasesthatgiveapproximateanswerstothequestionslike:

 Howmuch?

 Howmany?

ExamplesofQuantifiers

‘Afew’versus‘Alittle’

 Afew(forcountablenouns)andalittle(foruncountablenouns)describethequantitypositively.

 Thesewordscanbeusedinthefollowingways:

 Ihaveafewpens.Thismeansperhapsnotmany,butenough.

 Thereisalittlemoneyleft.Itmeansthereisenoughtoliveon.

FewversusLittle

 Theydescribequantityinanegativeway.

 Theycanbeusedinthefollowingways:

 Fewstudentsvisitedthesitelastweekend.Almostnonevisitedthesite.

 Ihavelittlemoneyleft.Almostnomoney

Agreatnumberof/alargenumberof/alargequantityofarealsoquantifiers.
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CardinalNumbersversusOrdinalNumbers

 Thecardinalnumberslikeone,three,ten,etcrefertothequantity.

 Theordinalnumberslikefirst,third,tenthetcrefertodistribution.

 Inthesentencesbelow,wecanlearnhowtheyareused.

Number CardinalNumber OrdinalNumber

3 Threedaysareenough. Wewillbethroughbythethirdday.

13 Callmethethirteengirls. Thethirteenthgirlwillbepunished.

33 Therearethirtythreestudents

whosatfortheexams.

Thethirty-thirdstudentwillhavetoresitthe

exams.

(b)PREDICATIVEANDATTRIBUTIVEADJECTIVES

 Apredicateadjectiveisanadjectivethatfollowsalinkingverbandthesubjectofthelinkingverb.

 Apredicateadjectivecontrastswithanattributiveadjective,whichtypicallysitsimmediatelybeforethe

nounitmodifies.

 Studythetwosentencesbelow.

(i) Thedressisexpensive.

(ii) Theexpensivedresshasbeenbought.

 Inthefirstsentence,adjective‘expensive’comesafterthelinkingverb“is”.Itisthereforepredicative.

 Inthesecondsentence,itsitsbeforetheverb.ithasbeenusedattributively.

 Lookatthesentencesandphrasesbelow.Theadjectiveinboldfacehasbeenusedattributively,whilethe

oneunderlined,predicatively.
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 Thisseaisblue.

 Thebluewillbevisited.

 Theboysarehappy.

 Thehappyboysarecoming.

ADVERBS

(a)FORMATIONOFADVERBS

 Therearerulesthathelponeformadverbs.Theserulesare:

1.Adverbsareformedbymostlyadding–lytoanadjective.Examples
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Adjective Adverb

Cheap cheaply

Slow slowly

Quick quickly

 Iftheadjectiveendsin–y,replacethe“y”with“i”andadd“-ly”.Forexample,

Adjective Adverb

Easy Easily

Lucky Luckily

Happy Happily

Angry Angrily

 Iftheadjectiveendsin–able,“-ible”,or“-le”,replacethe“-e”with“-y”.examples,

Adjective Adverb

Probable Probably

Terrible Terribly

Gentle Gently

 Iftheadjectiveendsin“-c”,add“-ally”.Examples,

Adjective Adverb
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Basic basically

Tragic tragically

Economic economically

2.Someadverbshavethesameformastheadjective,forexample,

Adjective Adverb

Early Early

Fast Fast

Hard Hard

High High

Wrong Wrong

Staright Straight

Near Near

Late Late

Readthesentenceandnotewhetherthewordhasbeenusedasanadjectiveorasanadverb.

 Itisafastcar.

 Thecarwasdrivenfast.

 Itisahardassignment.

 Theassignmentishard.

3.“Well”and“good”

Wellisjustanadverbcorrespondentoftheadjective“good”.

Lookatthesentencesbelow:

 Sheisagoodpianist.

 Sheplayspianowell.

 Theyaregoodwriters.

 Theywritewell.
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(b)FUNCTIONSOFADVERBS(MODIFIERS)

 Adverbsarewordswhichdescribeormodifyotherverbs.Forexample,

 Theathleteranquickly.

 Thenewstudentactsstupidily.

 Heleftyesterday.

 Adverbsalsomodifyotheradverbs.Forexample,

 Thestudentveryeasilywrotetheanswers.

 Thestudentbehavesreallystupidly.

 Adverbsalsomodifyadjectives.Forexample,

 Theverybeautifulgirlwonhisheart.
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 Thisteaisextremelyhot.

 Anadverbcanalsomodifyprepositionalphrase,forexample,

 Theboywaspunishedjustoutsidethestaffroom.

 Anadverbattimesmodifiesthewholesentence,forexample,

Luckily,wemetthemanwehavealwayswantedtosee.

Exercise

Underlinetheadverbsinthesentencesbelowandthenidentifyhoweachfunctionsinthesentence.

a) Thegirlhardlyeverbelieveswhatsheistold.

b)Theverytalltreewascutthismorning.

c)Certainly,themanchosethewrongway.

d)Wenoticedthatthecowwasalmostinthewater.

e)Thenewstudentgladlyfollowedalltheinstructionsgiven.

f) Thiswallwasfranticallypainted.

PREPOSITIONS

DISTINGUISHINGPREPOSITIONSFROMCONNECTORSANDADVERBPARTICLES

Thethreeareallusedinjoiningideas.

Connectors

 Connectorsjoinseparateideasintwosentencesorparagraphs.
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 Connectorsusuallycomeatthestartofasentence.

 Examplesare:

 Firstly,next,meanwhile,consequently,etc

ExamplesinSentences

1.Ilikedancing.Furthermore,Ienjoyskating.

2.Johnwasonthewaytomyhome.Meanwhile,mysonwasbusypreparingthemdinner.

Conjunctions

 Theyjoinideasinasinglesentence.

 Examplesofconjunctionsare:

 Evenif

 Because

 Eventhough,etc

ExampleinaSentence

Ilikehimbecauseheiskindtome.

Prepositions

 Theyexpressrelationsbetweenpartsofasentence.

 Thefollowingareexamplesofprepositions:

 Above

 Against

 Before

 Atetc



Novels,UpdatedCPA,CIFA,CICT,CPS,HighSchoolNotes~0714497530isabokemicah@gmail.com Page69

CONJUNCTIONS

CORRELATIVECONJUNCTIONS

 Theyconnecttwoequalgrammaticalitems.

 Theymustalwaysconnecttwoelementsthataregrammaticallysimilar,meaningsamestructureapplies.If,

forinstance,anounfollows“either”,thenanounwillalsofollow“or”.Lookattheseexamples,

(i) Intheevening,Kilonzowilleitherwashtheclothesorcleanthehouse.

(ii) Neithertheboynorthegirlhasvisitedtheirparentsinthepastoneweek.

 Belowaresomecommoncorrelativeconjunctionspairs.

 As—as

 Both–and

 Either–or

 Neither–nor

 Notonly–butalso

 Whether–or

 Whenusingcorrelativeconjunctions,becarefulabout:

 Verbagreement;

 Pronounagreement;and

 Parallelstructure.

(a)VerbAgreement

Thesecondsubjectmustagreewiththeverbthatfollowsitwhenyouconnecttwosubjectswitha

correlativeconjunction.Forexample,

(i) NeitherKamaunorthetwogirlscometoschoollate.Or

(ii) NeitherthetwogirlsnorKamaucomestoschoollate.

Itisincorrecttosay:

(i) NeitherKamaunorthetwogirlscomestoschoollate.Or

(ii) NeitherthetwogirlsnorKamaucometoschoollate.

(b)PronounAgreement

Whenyouconnecttwoantecedentswithacorrelativeconjunction,thesecondonemustagreewiththepronoun

thatfollowsit.Forinstance,
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(i) NeitherKamaunorthetwogirlsunderstoodwhytheirteacherpunishedthem.Or

(ii) NeitherthetwogirlsnorKamauunderstoodwhyhisteacherpunishedthem.

(c)ParallelStructure

 Maintainparallelstructurewhenyouusethecorrelativeconjunctions.Thisisbecausethetwoconnected

elementsmustbebalanced.

 Mostoftenyoucancorrectanymismatchedgrammaticalitemsthatpreventparallelstructurebysimply

addingawordtocreatethesametypeofphraseorbyrearranginghowasentenceisworded.Thetwo

sentencesbelowareincorrect,

(i) Itwasbothalongnameanddifficulttopronounce.

(ii) Valentineisatimenotonlyforexchangingflowers,butalsoforspendingtimewiththelovedones.

 Whencorrectedtheywillbe:

(i) Thenamewasbothlonganddifficulttopronounce.Or

Itwasbothalongnameandadifficultonetopronounce.

(ii) Valentineisatimenotonlyforexchangingflowers,butalsoforspendingtimewiththelovedones.
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PHRASES

ADJECTIVEPHRASES

 Anadjectivephrasetellsussomethingaboutthenounitismodifying.

 Theprincipalwordinanadjectivephraseisanadjective.Examples,

 Cheapbutnice

 Unhappywith

 Sohot

 Theexamplesinsentencesare,

 Thisdresslookscheapbutnice.

 Linetisunhappywithherboss.

 Thisissohot.

 Attimes,awordgroupworkasanadjective.Readthesentencesbelow:

 Heisadoctorwithalotofexperience.

 Heisanexperienceddoctor.

 Inthefirstsentence,‘alotofexperience’isanadjectivephrase.Inthesecond,‘experienced’hasservedthe

samepurposeasthephraseinthefirst.

Exercise

Replacetheunderlinedadjectivewithanequivalentadjectivephrase.Thefirstonehasbeendoneforyou.

a)Hehasboughtametallicdoor.

Hehasboughtadoormadeofmetal.

b)Husbandworeagoldenring.

c)Awhitecowwasslaughtered.

d)Helivesinastonehouse.

e)Ihavepassedseveralsleeplessnights.

f) ThewhiteusedtheUgandanrailway.
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g)Heroicdeedsareworthpraises.

h)Theirswasabraveact.

i) Itwasahorriblemovie.

j) ManyKenyanstalkaboutEnglishleague.

k)Thisteacherisawealthyperson.

PREPOSITIONALPHRASES

 Aprepositionalphrasewillbeginwithaprepositionandendwithanoun,pronoun,gerund,orclause,which

istheobjectofthepreposition.

 Theobjectoftheprepositionusuallyhasoneormoremodifiersdescrbingit.

 Belowarepatternsforprepositionalphrases:

 Preposition+Noun,forexample,athome,ontime

 Preposition+Pronoun,forexample,withhim

 Preposition+Gerund,forexample,bydancing

 Preposition+Clause,forexample,

Heistellingusastoryabout thelionwhokilledmycat

PrepositionNounClause

 Preposition+modifier+noun/pronoun/geund/clause,forexample,

Underthe big table

prepositionmodifiers noun

 Thesentencesthatfollowhaveprepositionalphrases.Underlinethemandidentifytheirparts.

 Ireceivedthisletterfrommysister.

 Beforebreak,theteacheraskedustocollectourbooks.

 Thepenonthefloorisnew.

 Hedrovethecaralongthebusy,two-lanehighway.

Exercise
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Completethesentencesbelowwithappropriateprepositions.Fromthecompletedsentence,writethe

prepositionalphraseinit.

(a)Doyourparentslive_____________Nairobi?

(b)Wewillgoouttodinner___________Fridaynight.

(c)Thekeysare_______________thekitchencupboard.

(d)Hedrovethecar__________________excessivelyworrying.

(e)Heisstiff____________yesterday’slongexercise.

(f)Angelahasbeendiognosed___________malaria.

(g)Theplanetoucheddown____________difficulty.

(h)Amatatutransportedthem___________theirhotelcomfortably.

(i)WealllaughedwhenNjugunacametoschool___________hispyjamas.

(j)Iwouldratherhavecoffee________________ofporridge.

(k)Heisstandinghere_________hisfriend.

(l)____________fire,usetheemergencywindow.

(m)_______________therains,wewentout.

(n)___________thewhole,theylikethatteacher.

(o)Wearepleasedwithyourperfomance_________general.

CLAUSES

NOUNCLAUSES

 Adependentclausethatactsasanounisthenounclause.

 Anounclausecanbegininanyofthefollowingwords:



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

 When

 How

 What

 Where

 Whoever

 Whichever

 Whomever

 Whom

 Whether

 Whatever

 Why
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 Nounclausesperformthefollowingfunctionsinsentences:

i. Actassubjects,forexample,

 Whoeverwishesthekingdeathisabigfool.

inabove,“whoeverwishesthekingdeath”isthenounclauseandactsasthesubject.

Thisclausecontains“whoever”whichisthesubject,andaverb“wishes”.

 Thatheisapolygamistisknowntoyou.

ii. Actasobjectsofverbs.Considerthesentencebelow.

 Thekingorderedthatthemanshouldbestonedtodeath.

Thenounclauseinboldfaceistheobjectoftheverb“ordered”.

 Remembertobuywhoeverlovesyouaflower.

Theclauseinboldistheindirectobject.

iii. Actasobjectsoftheprepositions,forexample,

 Givethepentowhomeveryouliketo.

Itistheobjectofthepreposition“to”.

iv.

Exercise1

Underlinethenounclauseineachsentence.

1.Thatyouhatehimisyourownproblem.

2.YoucannotrelyonwhatDavidsays.

3.Itistruethathisfatherhaspassedon.

4.Thenewsthatmorethan100soldierswerekilledisabiglie.

5.Itwasunfortunatethattheterroristescaped.

6.HewonderedwhethertheKinglearntofthenews.

7.Iwillpunishwhoeverfailsthistest.

8.Icangivethistowhomeverpleasesmemost.
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Exercise2

Putthewordsinbracketsintheircorrectordertofilltheblankspace.

1.Iwonder_____________________waitforher.(shouldhowwelong)

2.Doyouknow________________?(bewillwhatweatherthe)

3.Hetoldme_________________.(notwouldthatgohe)

4.Idon’tknow_____________.(hegonehaswhere)

5.Mr.Morisasked_____________.(wasmyhowfamily)

1)Iwonderhowlongweshouldwaitforher.

2)Doyouknowwhattheweatherwillbe?

3)Hetoldmethathewouldnotgo.

4)Idon’tknowwherehehasgone.

5)Mr.Morisaskedhowmyfamilywas.
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ADJECTIVECLAUSES

 Alsoreferredtoasadjectivalorrelativeclause.

 Anadjectiveclausemustmeetsuchrequirementsas:

 Itcontainsasubject,andaverb.

 Itbeginswitharelativepronoun(likewho,whom,whose,that,orwhich)orwitharelativeverb(for

example,when,where,orwhy)

 Itfunctionsasanadjective.Theadjectiveinthiscaseanswersthequestions,‘Whichone?’,‘How

many?’,or‘Whatkind?’

 Therearetwopatternsfollowedbyanadjectiveclause:

(i) Relativepronoun/adverb+subject+verb,forexample,

 Whose bag wasstolen.

relative subject verbs

pronoun

 Why Kimcannotstandthatsmell.

relative subjectverbs

adverb

(ii) Relativepronoun(whichisthesubject)+verb,forexample,

 Who jumped overthefence.

relativepronounverb

(subject)

 Inasentence,wecanhavesomethinglike,

 Jumaistheboywhosebagwasstolen.

 HeisallergictobadsmellisonereasonwhyKimcannotstandthatsmell.

PunctuatinganAdjectiveClause

 Beforeyoudecidetouseacomma,youhavetodecidewhethertheclauseisessentialornonessential.

 Essentialonesrequirecommaswhiletheothersdonot.
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 Thefirstexamplehasannonessentialclause,whilethesecond,anessentialclause.

 TranslineGalaxy,whichpeopledon’tlike,isoftenfast.

 Thenewboywhoeveryonelikesismyfavouritestudent.

Exercise

Combinethepairofsentencestomakeonesentenceusinganadjectiveclause.Thefirstonehasbeendone

foryou.

(a)ImetAkinyiintown.Akinyiisathief.

ImetAkinyi,whoisathief,intown.

(b)Themanwassick.Helookedverypale.

(c)Hewassittingintheemergencyroom.Itwasverycrowded.

(d)Anursewasnearby.Themancalledtoher.

(e)Thenursecalledthedoctor.Thedoctorcamequickly.

(f)Thedoctoraskedhimtoliedown.Thedoctorlookedveryworried.

(g)Thedoctorgavethemananinjection.Theinjectionmadehimgotosleep.
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CONDITIONALCLAUSES

 Theyareusedtoexpressthattheactioninthemainclausecanonlytakeplaceifacertainconditionis

fulfilled.

 Therearevarioussubordinatingconjunctionsusedinjoiningtheclauses.Someofthemare:

 If

 Unless

 Only

 Until

“If”Clauses

 Itconsistsoftwoparts.

 Thefirstpartisthecondition.Itisthehalfwiththeword“if”.

 Theotherpartistheactiontooccuriftheconditionisfulfilled.Thishalfisthemainclause.

 Consider:

Whatwillhappenwhenyouseethepresident?

IfIseethepresidentIwillbeveryhappy.

Theactionthatwilloccurwhenthispersonseesthepresidentisbeinghappy.

ExamplesinSentences

(i) Youwillhavetowalkifyoumissthe6ambus.

(ii) Ifyoufindthedooropen,kindlycloseit.

(iii) IftheIsraeliteshadnotbrokenthecovenant,thecovenantwouldn’thavebeenrenewed.
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(iv) IfIhaveaproblem,healwayshelp.

UnlessClauses

 Basically,itmeansthesamethingas,”if….not.”

 Exampleinasentence.

Youwillfailunlessyouworkhard.Or

Unlessyouworkhard,youwillfail.

Thefirstsentencemeans,“youwillfailifyoudon’tworkhard.”

Thesecondmeans,“Ifyouworkhard,youwillnotfail.”Or“ifyouworkhard,youwillpass.”

MoreExamples

(i) Iwillarriveat9unlessIwakeuplate.

(ii) UnlessIamverybusy,Iwillwriteyoualetter.

(iii) Youwillremainunhappyunlessyoustopseeingher.

Exercise

Usethecorrectformofwordsinbracketstocompletethesentencesbelow.

1.She_______________(forgive)unlessyoutellherthetruth.

2.We_____________(pass)theexamsifwedon’tworkharder.

3._______________(if/unless)she____________(take)apainkiller,she_________(feel)muchbettersoon.

4._________(if/unless)they__________(be)herenextweek,they_________(try)togotoWarda’sparty.

5._____________(you/go)totheparty__________(if/unless)she__________(send)youaninvitationcard?
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DIRECTANDINDIRECTSPEECHES

 Weoftenhavetogiveinformationaboutwhatpeoplesayorthink.

 Togivesuchinformation,onehastousedirect(quoted)speech,orindirect(reported)speech.

(a)Direct/QuotedSpeech

 Thisisthesayingofexactlywhatsomeonehassaid.

 Whatapersonsaysiswithinquotation(“….”)

 Whatissaidiswordforword.Forexample,

 “Iwilltakeyououttomorrow,”Timothysaid.

 Hecomplained,“yourphoneisalwaysoff.”

(b)Indirect/ReportedSpeech

 Thereisnouseofquotationtoenclosewhatthepersonsaid.

 Whatissaiddoesn’thavetobewordforword.

 Theverbusuallychangeswhenreporting.Thisisbecausewenormallyreportsomethingsaidinthepast.
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 Thepasttenseisusedaswhatwasoriginallyspokenwasdoneinthepast

DirectSpeech IndirectSpeech

Shesaid,“Itisgoingtorain.” Shesaiditwasgoingtorain.

Thesingersaid,“Ihavebeensingingsince2010.” Thesingersaidhehadbeensinging

since2010.

Theteachersaid,“Iwillteachtomorrow.” Theteachersaidhewouldteachthe

nextday.

 ExpressionsofTimeifReportedonaDifferentDay

DirectSpeech IndirectSpeech

This(evening/afternoon/monthetc)

Today

These(days/monthsetc)

Now

(aday/amonthetc)after

Lastweekend

Here

Next(week/yearetc)

Tomorrow

Dayaftertomorrow

Yesterday

Thedaybeforeyesterday

That

Thatday

Those

Then

(aday/aweek/etc)Before

Theweekendbeforeorthepreviousweekend

There

thefollowing

thenextday/thefollowingday

intwodaystime

thedaybefore/thepreviousday

twodaysbefore
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ANSWERSTOSOMEGRAMMAREXERCISES

PARTSOFSPEECH

NOUNS

(a)TYPICALNOUNDERIVATIONS

Exercise1

Word Noun

Clean Cleaner

Teach Teacher

Advise Advisor

Animate Animator

Audit Auditor

Govern Governor/governance/government

Operate Operator/operation

Conduct Conductor

Negotiate Negotiator/negotiation

Play Player/play/playwright

Supervise Supervisor

Determine Determination

Supply Supplier

Drum Drummer

Publish Publisher

Observe Observant/observation

Build Builder/building

Materialize Materialism

Capture Captive

Move Movement
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Exercise2

a)Commitment

b)Pronunciation

c)Measurement

d)Development

e)Narrative

f) Engineering

g)Concentration

h)Historian

i) Installment

j) Blindness

(b)GENDERSENSITIVELANGUAGE

PRONOUNS

(a)PRONOUNCASE

a)IsoldmybiketoAbdi.him

b)IsoldmybiketoAbdiandYussra.us

c)IsoldmybiketoAbdiandYussra.it

d)Thebike’sbrakewasbad.its

e)AbdigavethebiketoAbdiandYussra’sson.their

f) Thesonpromisedtopayhisparentsforthebike.he

g)Theson’sgirlfriendrodethebikeintoafishpond.his

h)Thepondbelongstomeandmyfamily,andmyfamilyandIareunhappy.Us,we

i) Thefish’stemperisalmostasbadasmytemper.Its,mine

j) AbdiandYussrahaveofferedtopaymeandmyfamilyforthedamage.They,us

(b)DEMONSTRATIVEPRONOUNS
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1.This

2.Those

3.That

4.These

5.That

VERBS

(a)TRANSITIVEANDINTRANSITIVEVERBS

a)Juniorlikesphones.Transitive

b)Jeniferbrushesherteetheverymorning.Transitive

c) IsmilewheneverIplaygames.

Smile:intransitive

Play:Transitive

d)Richardsleeps8hoursaday.Intransitive

e)Mybossofferedmeanewjob.Transitive

f) Thehorserunsfaster.Intransitive

g)Shepromisedmeshewouldvisit.Transitive

h)Thefamilyworksinthefieldeveryday.Intransitive

i) Njericooksmedinner.Transitive

j) Thefoodsmellsgood.Intransitive

k)Ioweyouhundredshillings.Transitive

l) Allthecandidatespassedthetest.Transitive

(b)PHRASALVERBS

1)Fillin

2)Fallout

3)Doawaywith

4)Cut,in

5)Camedownwith
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6)Get,across/over

7)Gottenback

8)Givesout

9)Givenup

10)Hold,back

(c)INFINITIVES

(a)Istartedreading.

Istartedtoread.

(b)Hestoppedsmoking.

Hestoppedtosmoke.

(c)Writingismoredifficultthanreading.

Towriteismoredifficultthantoread.

(d)Joggingisagoodexercise.

Tojogisagoodexercise.

(e)Ilikecycling.

Iliketocycle.

(f)Ienjoyswimming.

Ienjoytoswim.

(d)PHRASALVERBS

(e)IdiomaticExpressions

(c)PARTICIPLES

a)Thestudentsworkedaroundtheclock.Theycompletedtheproject.

Workingaroundtheclock,thestudentscompletedtheproject.

b)Thestudentwasfrustratedbylackofprogress.Thestudentdroppedoutofschool.

Frustratedbythelackofprogress,thestudentdroppedoutofschool.
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Thestudentfrustratedbylackofprogressdroppedoutofschool.

c)Thedogwaswounded.Thedogstumbledthroughthemuddyfield.

Thewoundeddogstumbledthroughthemuddyfield.

Wounded,thedogstumbledthroughthemuddyfield.

d)Themanthrewoutthetelevision.Thetelevisionwasbroken.

Themanthrewoutthebrokentelevision.

e)Marthawaslisteningtoloudmusic.Marthacouldnothearherparentcalling.

Listeningtotheloudmusic,Marthacouldnothearherparentcalling.

f) Themanwassittinginthelibrary.Hewasreadinganewspaper.

Sittinginthelibrary,themanwasreadinganewspaper.

g)Shewalkedhome.Shemetanoldfriend.

Walkinghome,shemetanoldfriend.

h)Thedogwaggeditstail.Itbitthethief.

Waggingitstail,thedogbitthethief.

i) Thetechnicianwasworkinginthelab.Hecuthisfinger.

Workinginthelab,thetechniciancuthisfinger.

j) Njorogewasrelaxingonhischair.Njorogefellasleep.

Relaxingonhischair,Njorogefellasleep.

k)Themanwasdisappointed.Hestompedhisfootandleftangrily.

Disappointed,themanstompedhisfootandleftangrily.

FUNCTIONSOFADVERBS(MODIFIERS)

a)Thegirlhardlyeverbelieveswhatsheistold.

Itmodifiestheadverb‘ever’.

b)Theverytalltreewascutthismorning.

Itmodifiesadjective‘tall’.

c)Certainly,themanchosethewrongway.

Itmodifiesthesentence,‘Themanchosethewrongway.’
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d)Wenoticedthatthecowwasalmostinthewater.

Itmodifiesprepositionalphrase‘inthewater’.

e)Thenewstudentgladlyfollowedalltheinstructionsgiven.

Itmodifiestheverb‘followed’.

f) Thiswallwasfranticallypainted.

Itmodifiestheverb‘painted’.

PHRASES

ADJECTIVEPHRASES

a)Hehasboughtametallicdoor.

Hehasboughtadoormadeofmetal.

b)Herhusbandworeagoldenring.

Herhusbandworearingmadeofgold.

c)Awhitecowwasslaughtered.

Acowwithwhiteskinwasslaughtered.

d)Helivesinastonehouse.

Helivesinahousebuiltofstone.

e)Ihavepassedseveralsleeplessnights.

Ihavepassedseveralnightswithoutsleep.

f) ThewhiteusedtheUgandanrailway.

ThewhiteusedtherailwayrunningthroughUganda.

g)Heroicdeedsareworthpraises.

Deedsofheroismareworthpraises.

h)Theirswasabraveact.

Theirswasanactofbravery.

i) Itwasahorriblemovie.

Itwasamoviefullofhorror.

j) ManyKenyanstalkaboutEnglishleague.

ManyKenyanstalkabouttheleagueofEngland.
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k)Thisteacherisawealthyperson.

Thisteacherisapersonofgreatwealth.

PREPOSITIONALPHRASES

a)In,inNairobi

b)On,onFridaynight

c)In,inthekitchencupboard

d)Without,withoutexcessivelyworrying

e)From,fromyesterday’slongexercise

f) With,withmalaria

g)Without,withoutdifficulty

h)To,totheirhotelcomfortably

i) Inhispyjamas

j) Insteadof,insteadofporridge

k)onbehalf,onbehalfofhisfriend

l) incaseof,incaseoffire

m)inspiteof,inspiteoftherains

n)on,onthewhole

o)in,ingeneral

CLAUSES

NOUNCLAUSES

Exercise1

1)Thatyouhatehimisyourownproblem.

2)YoucannotrelyonwhatDavidsays.

3)Itistruethathisfatherhaspassedon.

4)Thenewsthatmorethan100soldierswerekilledisabiglie.

5)Itwasunfortunatethattheterroristescaped.

6)HewonderedwhethertheKinglearntofthenews.

7)Iwillpunishwhoeverfailsthistest.

8)Icangivethistowhoeverpleasesmemost.
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Exercise2

1.Iwonderhowlongweshouldwaitforher.

2.Doyouknowwhattheweatherwillbe?

3.Hetoldmethathewouldnotgo.

4.Idon’tknowwherehehasgone.

5.Mr.Morisaskedhowmyfamilywas.

ADJECTIVECLAUSES

(a)ImetAkinyiintown.Akinyiisathief.

ImetAkinyi,whoisathief,intown.

(b)Themanwassick.Helookedverypale.

Themanwhowassicklookedverypale.

(c)Hewassittingintheemergencyroom.Itwasverycrowded.

Theemergencyroom,wherethehewassitting,wasverycrowded.

(d)Anursewasnearby.Themancalledtoher.

Themancalledthenursewhowasnearby.

(e)Thenursecalledthedoctor.Thedoctorcamequickly.

Thedoctor,whowascalledbythenurse,camequickly.

(f)Thedoctoraskedhimtoliedown.Thedoctorlookedveryworried.

Thedoctor,wholookedveryworried,askedhimtoliedown.

(g)Thedoctorgavethemananinjection.Theinjectionmadehimgotosleep.

Thedoctorgavethemananinjection,whichmadehimgotosleep.

CONDITIONALCLAUSES

1.Shewillnotforgiveyouunlessyoutellherthetruth.

2.Wewillnotpasstheexamsifwedon’tworkharder.

3. Ifshetakesapainkiller,shewillfeelmuchbettersoon.

Unlessshetakesapainkiller,shewillnotfeelmuchbettersoon.

4.Iftheywillbeherenextweek,theywilltrytogotoWarda’sparty.

Unlesstheywillbeherenextweek,theywillnottrytogotoWarda’sparty.
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5.Willyougotothepartyifshesendsyouaninvitationcard?

FORM3WRITING

BUILDINGSENTENCESKILLSANDPARAGRAPHING

COHESIONINPARAGRAPHS

 Cohesionreferstohowagroupofsentences"hangtogether."
 Considertheparagraphbelow:

Someastonishingquestionsaboutthenatureoftheuniversehavebeenraisedbyscientistsstudying
blackholesinspace.Ablackholeiscreatedbythecollapseofadeadstarintoapointperhapsno
largerthanamarble.Somuchmattercompressedintosolittlevolumechangesthefabricofspace
arounditinpuzzlingways.

USINGTRANSITIONALWORDSANDPHRASES

 Transitionsarewordsorphrasesthatspecifyarelationshipbetweensentencesandbetween
paragraphs.

 Theyhelpdirectthereaderfromoneideatoanother.
 Belowaresomecommontransitionalwords:

ToSpecifySequence again,also,and,andthen,besides,finally,first...second...third,

furthermore,last,moreover,next,still,too

ToSpecifyTime afterafewdays,afterawhile,afterward,aslongas,assoonas,at

last,atthattime,before,earlier,immediately,inthemeantime,inthe

past,lately,later,meanwhile,now,presently,simultaneously,since,so

far,soon,then,thereafter,until,when

ToSpecify

Comparison

again,also,inthesameway,likewise,oncemore,similarly

ToSpecifyContrast although,but,despite,eventhough,however,incontrast,inspiteof,

instead,nevertheless,nonetheless,onthecontrary,ontheonehand..

.ontheotherhand,regardless,still,though,yet

ToSpecifyExamples afterall,forexample,forinstance,indeed,infact,ofcourse,

specifically,suchas,thefollowingexample,toillustrate

ToSpecifyCauseand

Effect

accordingly,asaresult,because,consequently,forthisreason,hence,

if...then,since,so,then,therefore,thereupon,thus,tothisend
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ToSpecifyPlace above,adjacentto,below,beyond,closertoelsewhere,far,fartheron,

here,near,nearby,oppositeto,there,totheleft,totheright

ToSpecify

Concession

althoughitistruethat,grantedthat,Iadmitthat,itmayappearthat,

naturally,ofcourse

ToSpecifySummary,

Repetition,or

Conclusion

asaresult,ashasbeennoted,asIhavesaid,asmentionedearlier,as

wehaveseen,inanyevent,inconclusion,inotherwords,inshort,on

thewhole,therefore,tosummarize

 

 PUNCTUATION

TheColon

 Thecolonexpandsonthesentencethatprecedesit,oftenintroducingalistthatdemonstratesor
elaborateswhateverwaspreviouslystated.
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Examples

 TherearethreethingsIhate:eatingwhilewalking,beinglateforthelesson,andbeingabused.
 Shebroughtvariousfruits:bananas,mangoes,guavas,andapples.
 Yourproblemisone:talkingtoomuch.

 ThecolonisalsousedtodividethehourfromtheminutesinwritingatimeinEnglish.

Examples

 12:30
 11:10

THESEMICOLON

 Thesemicolonissomewherebetweenafullstopandacomma.
 Semicolonscanbeusedtojoinphrasesandsentencesthatarethematicallylinkedwithouthavingtousea

conjunction,forexample,

Ididnotgoout;itwasraining.

Janeistall;Albertisshort.

DASHES

 Dashescanbeusedtoaddparentheticalstatementsorcommentsinmuchthesamewayasyou
wouldusebrackets.

 Informalwritingyoushouldusethebracketratherthanthedashasadashisconsideredless
formal.

 Dashescanbeusedtocreateemphasisinasentence.

Examples

 Hemightemergethewinner–youcan’ttell..
 Shemightcometotheparty-youneverknow.

PERSONALWRITING

(a)REMINDERS

 Wekeeptrackofeverythingweneedtodo.

 Yourreminderwillhelpyougetthingsdonebyincludingrelevantinformationlikephonenumbers.

 Areminderhelpsonerememberimportantoccasionsandappointments.
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SampleReminder1

REMINDER

APPOINTMENTWITHMR.KANJIRA

DATE:11thFebruary,2016

TIME:4.15p.m.

PLACE:Staffroom

IwillbehavinganappointmentinthestaffroomwithMr.Kanjira.To

carrywithmeare:

 Twopens(blueandblack)

 Notebook

Ishouldbepunctual.

SampleReminder2

MYREMINDER

DAY DATE TIME EVENT PLACE

Saturday 13thMarch 3.00pm Pschology

Lectures

Room45

Friday 19thMarch 2.00pm Appointment

withDrJames

StJoseph’s

Hospital

Monday 22ndMarch 8.00am Guidanceand

counselling

lesson

Collegechapel

Tuesday 23rdMarch 4.30pm Shopping TRM

(b)PersonalJournals

Asdiscussedearlier.
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1.SOCIALWRITING

(a)NOTESOFTHANKS

 AThankYouNoteisthoughtfulwaytoexpressyourgratitudeandappreciationforsomeonewhohasdone

somethinggreatforyou.

 Thenotedoesn’thavetobelongtobemeaningful.Yourthoughtscountmore.

ElementsofaThankYouNote

1.Date

2.Salutation

3.Personalizingthenote.Thinkofoneortwospecificinstanceswhenyouwerehelpedbytheperson.

4.Concludingthenote.Saythankyouagaintotheperson.

5.Sign

SampleThankYouNote

9thApril,2016

DearMsBecky:

Iamwritingtothankyouforeverythingyoudidlastyeartohelpme

prepareformyexams.

Ireallyappreciatedwhenyouaskedmetobecomingtoseeyou

wheneverIhaddifficultyinyoursubject.Youalsoadvisedmeto

workharderinclass.Butmorethanthat,youguidedmeonhowto

answerquestionsintheexams.

AllthesupportyougavemehelpedmereceivethegradeIhave

received.Icouldhaveneverreceivedanythingnearthisgrade

withoutyou.Thankyou.
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Sincerely,

MurkomenAbdi

(b)CONGRATULATORYNOTES

 Wealwaysrecognizetheaccomplishmentsbyothers.

 Writingacongratulatorynoteaddswarmthtotherelationships.

 Wewritecongratulationsnotesincaseofthefollowingachievements:

 Promotion(job,class)

 Retirement

 Graduation

 Newtitle

 Newjob

 Scholarship

 Successfulspeech

 Birth

 Engagement

 Marriage

 Winningcompetition

TheDoswhenWritingCongratulationsNote

 Writesoonafterhearingthenews.
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 Usetheword“congratulations”early.

 Tellthepersonhowimpressedyouare.

 Expressyourwishesfortheperson’scontinuedsuccess.

StepstoWritingCongratulatoryNote

STEP EXPLANATION EXAMPLE

WritingSalutation Thepersonmightlikeseetheirown

namewritten.

DearAliow,

Offering

Congratulations
 Doneearly.

 Mentiontheoccasion.

Congratulationonyour

promotiontodeputyprincipal!

Expressyour

happiness.

Tellthemhowimpressedyouare. IwasthrilledwhenIheardthe

news!

Relatetheperson’s

achievementwith

something.

Relatesomethingabouttheperson

thatcouldhaveledtotheir

achievement.

Eversinceweworked

togetheratMaraguaMuslim

Girls’School,Iknewyouwere

oneofthebest.Iamvery

gladthatyourpassionfor

teachinghasbeen

recognised.

Sendingwishesfor

continuedsuccess.
 Assurethemthatthere

achievementisjustoneofthe

manyothersonntheway.

 Wishthemthebest.

Bestofluckinyournew

position.Ihopethatthisis

justthestartofthemany

moresuccessestocome.

Closing  Addaclosingremark.

 Choosefromthelist:

(i) Sincerely,

(ii) Sincerelyyours,

(iii) Regards,

(iv) Warmregards,

(v) YoursTruly,

(vi) Cordially,

(vii) Bestwishes,

 Writeyournameafterthis

BestWishes,

FardolyMohamed
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Exercise

JumaMaxwel,yourelserbrotherhasjustgotanewjobafterworkinginanothercompanyfortwoyears.Inhis

newplaceofworkhewillbereceivingtwicethesalaryheusedtobeofferedinthepreviouscompany.Write

himanotecongratulatinghim.

(c)CondolencesNotes

 Writingacondolencenoteisnotaneasythingtodo.Thisisbecauseweoftendon’tknowwhattosay.

Becauseofthis,wemayevenputthetaskoffuntilthetimetowritehasseeminglypassed.

 Inacondolencenote,wereflectourgenuinethoughtsandfeelings.

 Keepyourmessageshortyetthoughtful.

 Tryasmuchaspossibletomentionafondorfunnymemoryofthedeceasedifyouknewthem.

StepstoWritingCondolenceNote

(i) Introduceyournote.Example,

IwasdeeplysaddenedwhenIlearnedaboutJoan’spassing.

Or

IwasdeeplysaddenedbythenewsofJoan’spassing.

Or

WeareverysaddenedtohearyourrecentlossofJoan.

(ii) Expressyourcondolences,referringtotheperson’sdeathasa“loss”.Forexample,

Pleaseacceptmyheartfeltsympathiesforyourloss.Mythoughtsarewithyouandyourfamilyduring

thisdifficulttime.

(iii) Shareashortstoryormemoryyouhaveaboutthedeceased.Itwillallowthebereavedknowhowmuch

theirlovedonesmeanttoyou.Probablyitwillgivethemareasontoatleastsmileifnottolaugh.If

possible,tellthemthatthedeceasedwillbemissed.Forexample,

Joanwasasourceofinspirationtome.Iwillneverforgether!

Or

Joanspenthertimeservingothers.Iamverygratefulohaveknownher.

Ifyoudon’tknowthepersonwhohaspassed,youmaysay:

Iwillalwaysrememberyourstoriesabout…..

Or

Iwillalwaysrememberhowmuchyouloved….
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(iv) Acknowledgethecauseofdeathespeciallyifitcomesafteralongperiodofsufferingorillness.For

example,

IknowJoanexperiencedagreatdealofsufferingsinceshewasdiognosedwithcancer.Ipraythatyou

findcomfortinknowingthatsheisnolongerinanypain.

(v) Offersomeassistance.Givespecificwaysinwhichyouwouldliketohelp.Forexample,

Inthisstressfulmoment,pleaseletmeknowwhetherIcanhelpinanyway.Iwouldliketo……….

(vi) Sumupyournoteusinganappropriatephrase.Youcanchoosefromthelistbelow:

 Youareinmythoughts

 WithDeepestSympathy

 WithHeartfeltCondolences,

 Thinkingofyou

 Mysinceresympathy

 I’mprayingforyou



Exercise

Yourfriend’ssisterhaspassedonfollowingtheroadaccidentontheeveofthenewyear.Thatsamedayyou

spendmostofthetimewithherbeforeshemeetshertragedy.WriteanotetoAngelaexpressinghowyoufeel

aboutthesuddendeathofMary,hersister.



Novels,UpdatedCPA,CIFA,CICT,CPS,HighSchoolNotes~0714497530isabokemicah@gmail.com Page100

(d)TELEGRAMS

 AtelegramisatextmessagesentbywireusingMorsecode.

 Thecodesaretranscribedintolanguageandprinted.

 Telegramscanbesentallovertheworldwithinacoupleofhours.

1.Wordingtelegrams

 Therightwayofwordingiseconomical,whilethewrongwayiswasteful.

 Avoidunnecessarywords—wordsthatmightbeomittedwithoutimpairingthesenseofthemessage.

2.Writingfigures

 Thesuffixes‘th’,‘rd’,‘nd’appendedtofiguresarecountedaswords.

 Spellthewordsas‘fourth’insteadof‘4th’etc.
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3.Getridofsmallconnectingwordssuchas‘a’,‘the,etc’.

4.Makeuseofsharpsentencesandphrases.

SampleTelegram

KENYANPOSTANDTELEGRAM

TELEGRAM

Sender’sName:_______________________________________________-

Sender’sAddress:_________________________________________________

Receipient’sName:________________________________________________

Receipient’sAddress:______________________________________________

DearAllan,

HEARDYOUWERELITTLEBITUNDERWEATHERATTHEMOMENT

[STOP]JUSTRESTUPANDLETTHEDOCTORSDOTHEIRMAGIC[STOP]

YOUWILLBEUPANDABOUTINNOTIME

Exercise

YoursisterwholivesinChicago,USA,hasdeliveredofababygirl.Writeheratelegramcongratulatingheron

arrivalofthenewbaby.

2.PUBLICWRITING

(a)LettersofApplication

 Alsoknownascoverletter,aletterofapplicationisadocumentsenttogetherwithyourcurriculumvitae

toprovideadditionalinformationonyourskillstoyourprospectiveemployer.

 Detailedinformationonwhyyouarequalifiedforthejobshouldbeprovided.
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 Thisletterwillletyourprospectiveemployerknowwhatpositionyouareapplyingfor.

LetterofApplicationFormat

Inthetablethatfollows,allthatshouldbeincludedinaletterofapplicationarecaptured.

Item Explanation Example

Sender’sAddress  Writethename(yours

oraninstitution’s)

 Postaladdress

follows.

 Writethenameofthe

cityafter.

KIMITINJERI

P.O.BOX777–40400

SUNA-MIGORI

Date Infull 23RDJuly,2016

Receiver’sAddress  Startwiththeposition

oftherecipient.

 Writethenameofthe

institution.

 Addtheboxnumber.

 Lastly,writethetown

orcity.

Salutation Letitbeformal.

Inregardsto(written‘RE’)

FirstParagraph Here:

 Mentionthejobyou

areapplyingfor.

 Mentionwhereyou

foundthelisting.

MiddleParagraphs  Mentionwhyyour

skillsandexperience

areagoodfitforthe

job.



LastParagraph  Saythankyoutoyour

recipientfor

consideringyour

letter.
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 Notehowyouwill

followup.

Closing

Signature  Endyourletterwith

yoursignature.

 Writeyournameafter

it

SampleLetterofApplication

VijanaWerevuHighSchool

P.O.Box888–30200

MACHAKOS

31STJanuary,2016

TheDirector

MakusudiSecondarySchool

P.O.Box434–50000

NAIROBIKENYA

DearSir/Madam:

RE:ENGLISH/LITERATURETEACHER

IamwritingtoexpressmyinterestinthepositionofteachingEnglishandLiteraturethathas

arisenwithyourschoolandthatwaslistedintheWednesdayNationon31stDecember,2015.

IbelieveIamanexcellentfitforthisposition,givenachance.Besidesteachingthetwo,Ialso

teachHistoryandPhysicalEducation.Iama2013,diplomagraduatefromNikufunze

Teachers’TrainingCollege.
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Iamaconscientiouspersonwhoworkshardandpaysattentiontodetails.Iamalsoquickto

learnnewskillsaswellastolearnfromothers.Iamkeentoworkforaschoolwithagreat

reputationlikeMakusudiSecondarySchool.Ihavetheenthusiasmanddeterminationtomake

ensurethatImakesuccessofthepositionwhenofferedit.

Ienjoytrainingstudentsandhelpingthembuildconfidenceintheirabilitytoachieve,both

academicallyandsocially.Inaddition,Ihavecomputerskillsthatwillbeagreatassetwhen

developingclassresources.

Findmycurriculumvitaeattached.

ThankyoufortakingthetimetoconsiderthisapplicationandIlookforwardtohearingfrom

youatyourearliestconvenience.

Yoursfaithfully,

[signhere]

SeenLater

Exercise

Ajobhasjustbeenadvertised.Youhavebeenadoctorforthreeyears.Whenyouseethisadvertyoufeellike

youhavetoapplyforthejob.Writeyourcurriculumvitaeyouwillattachedinyourletterofapplication.

3.STUDYWRITING

(a)SYNOPSIS

 Synopsisanswersthequestion:Whatisthestoryofthenovel,play,etc?

 Justwritewhathappensinthebook.

 Oftennotlong,sotrytocaptureonlypertinentdetails.
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 Gointothedetailaboutthesetting.

TheRiverandtheSourceSynopsis

THERIVERANDTHESOURCE

Thenovelbeginswiththebirthofagirl

child.……….………….……………………………………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………………………………

Exercise

Assumeyouaretheauthorof“CaucasianChalkCircle”.Theplayhasnotbeenpublished.Whenyouaskthe

publisherstopublishit,theytellyoutowritethesynopsisoftheplaybeforetheyconsiderpublishingit.Write

itssynopsis.

(b)REPORTS

 Areportisasystematic,wellorganizeddocumentwhichdefinesaproblem,andanalysesit.

 Reportsarewrittenfollowingresearchorstudyonacurrentlytrendingtopic.

 Thereareshortandlongreports.

 Areporthassections,andsubsections
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 Thereareelementsfoundinboththeshortandthelongreports.Theyinclude:

 Heading

 Introduction.Hereweincludethingssuchas:

(i) Date

(ii) Officertowhomthereportispresented

(iii) Committeemembers(ifdoneasagroup)

(iv) Termsofreference.Thisiswherewewritetheobjectiveofthestudy.

 Methodsofdatacollection.Howtheinformationwasgatheredisdiscussedhere.Thedifferent

methodsofcollectingdataareuseof:

(i) Questionnaires

(ii) Observation

(iii) Interviews

 Findings.Statewhatyoulearned.

 Conclusions

 Recommendations.Statehowthefindingscanhelpimprovethesituation.

 Reportsarealways:

 Accurate;

 Concise;

 Clear;and

 Wellstructured.

SampleReport

REPORTONWHYMOSTGIRLSATNAIVASHACHRISTIANSCHOOLDROPOUTOFSCHOOL

Introduction

Theprincipalaskedagroupofstudentstofindoutthereasonswhythereishighdropout

amonggirlsatNaivashaSchool.Thecommitteeincluded:

1.NjagiCool

2.KimothoMacha
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3.JaneKilonzo

Thestudystartedon3rdFebruaryandendedon10thofthesamemonth.

Procedure

Thegroupuseddifferentmethodstogathertheinformation.Thefollowingarethemethods

usedcollectdata:

(a)Questionnaire

Aboutfivestudents,amongthemthreegirlswereissuedwithquestionnairesthattheyfilled

withease.Atfirsttheywerenotreadytodosobutwhentheywereassuredatoken,theywere

morewillingtorespond.Theytookapproximatelytenminuteseachtoprovideresponsetothe

questionsandprompts.

(b)Interviews

Oneofthecommitteemembers,KimothoMacha,wasappointedtoleadininterviewingtwo

students.Thetwostudentsgaveseveralreasonsforthehighdropout.Oneofthemeven

wantedtohavebeenincludedinthecommittee.Theinterviewswereconductedattheschool

quadrangle.

(c)Observation

Oneweekwasenoughforthecommitteememberstostudytheotherstudents.Itwasnoted,in

thewaytheytalkinsmallgroups,whytheydropout.Infactoneofthefemalestudentsleftthe

schoolbeforetheactualdayofsubmittingthisreport.

Findings

Itwasfoundoutthat:

(a)Sincemostgirlsareidleduringtheweekends,theyyieldtopressurefromthefellow

studentswhopushthemintoleavingtheschool.Whileathome,majorityfailtoget

admissioninotherschools.

(b)Someofthestudentsarenotsatisfiedwiththequalityofthemealscooked.Theyfeel

theydon’tmatchtheamountofmoneytheypay.

(c)Addothertwo

Conclusions
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Thecommitteeconcludedthat:

(a)Someofthegirlsdonotknowhowtomakeuseoftheirfreetime.

(b)Someofthestudentsvaluefoodmorethaneducationservicesofferedattheschool.

Recommendations

(a)Thestudentsshouldbeguidedonhowtobenefitfromtheirfreetime.

(b)Thequalityofmealsshouldbeimprovedoratleastprovidealternativediettothosenot

satisfied.

Reportcompiledby:AmosNgotho

Signature:

Position:FORM2STUDENT

Exercise

IthasbeennotedthatstudentsatKinyaHighabusedrugs.Thedeputyprincipalcallsyouonedayandasks

youtoformacommitteetoinvestigatethecausesofdrugabuseatyourschool.Writethereporttocontain:

(i) Introduction

(ii) Threemethodsofdatacollection

(iii) Fourfindings

(iv) Fourconclusions

(v) Fourrecommendations.

(c)ARGUMENTATIVEESSAYS

 Theargumentativeessayisagenreofwritingthatrequiresthestudenttoinvestigateatopic;collect,
generate,andevaluateevidence;andestablishapositiononthetopicinaconcisemanner.

 Thestructureoftheargumentativeessayisheldtogetherbythefollowing.

 Aclear,concise,anddefinedthesisstatementthatoccursinthefirstparagraphoftheessay.

Inthefirstparagraphofanargumentessay,studentsshouldsetthecontextbyreviewingthetopicinageneral
way.

 Clearandlogicaltransitionsbetweentheintroduction,body,andconclusion.
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Withoutlogicalprogressionofthought,thereaderisunabletofollowtheessay’sargument,andthestructure
willcollapse.Transitionsshouldwrapuptheideafromtheprevioussectionandintroducetheideathatisto
followinthenextsection.

 Bodyparagraphsthatincludeevidentialsupport.

Eachparagraphshouldbelimitedtothediscussionofonegeneralidea.

 Evidentialsupport(whetherfactual,logical,statistical,oranecdotal).

Theargumentativeessayrequireswell-researched,accurate,detailed,andcurrentinformationtosupportthe
thesisstatementandconsiderotherpointsofview.

 Aconclusionthatdoesnotsimplyrestatethethesis,butreaddressesitinlightoftheevidenceprovided.

Donotintroduceanynewinformationintotheconclusion;rather,synthesizetheinformationpresentedinthe
bodyoftheessay.Restatewhythetopicisimportant,reviewthemainpoints,andreviewyourthesis.Youmay
alsowanttoincludeashortdiscussionofmoreresearchthatshouldbecompletedinlightofyourwork.

4.INSTITUTIONALWRITING

(a)NOTIFICATIONSOFMEETINGS

 Anoticeofmeetingissenttomembersofaparticulargrouptoinformthemofthe:

(i) Timeofthemeeting

(ii) Dateofthemeeting

(iii) Locationofthemeeting

(iv) Informationtobediscussed.Thisiswheretheagendacome.

WritingaNoticeofMeeting

Towriteagoodnoticeofmeeting,followthestepsthatfollow:

 Writethenameoftheorganization/institutionatthetopofthepage.
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 Write“NoticeofMeeting”afewlinesdown.Write“NoticeofPublicMeeting”ifyourmeetingwillbeopento

thepublic.

 Belowwritethenameofthegroup.

 Inthebodyofthenotice,includesuchthingslike:

(i) Timeofthemeeting

(ii) Dateofthemeeting

(iii) Locationofthemeeting

(iv) Agendaofthemeeting

(v) Anypertinentinformation

 Signoff

SampleNoticeofMeeting

USHIKWAPOSHIKAMANAMIXEDDAYSECONDARYSCHOOL

NOTICEOFMEETING

DRAMACLUB

ToAllDramaClubMembers:

RE:DRAMACLUBMEETING

Thisistoinformallmembersthattheclubwillholdameetingon2ndFebruary,2016from4.20

p.m.attheschoolchapel.

Thefollowingbusinesswillbetransactedduringthismeeting:

 Preliminaries;

 Confirmationofpreviousminutes;

 Mattersarising;

 Rehearsalsfordramafestival;

 Welcomingthetrainer;

 Raisingmoneytobuycostumes;
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 Anyotherbusiness;and

 Adjournment.

Youarerequestedtobepunctualforthemeetingandtocomewithwritingmaterials.

Refreshmentswillbeserved.

YoursSincerely

[signhere]

KijikoKirefu

CLUBSECRETARY

Exercise

Youaretheschoolheadprefect.Youwanttocallfortheurgentprefects’meeting.Notifythemofthemeeting.
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(b)AGENDA

 Anagendaisthelistofactivitiesinameetingandtheorderinwhichtheyshouldbetakenup.

 Anyorganizedmeetingrequiresawellwrittenagenda.

 Iftheagendaisnotclearlywritten,theresultwillbethatthemeetingwillbecomeover-long,inefficient,or

evenslog.

 Agendaiswrittenandhandedtothemembersparticipatinginameetingpriortothemeeting.

 Mostsecretariespreferincludingtheagendainthenoticeofmeetings.

StepstoWritinganAgenda

(i) Writethenameoftheinstitution.Ifpossible,haveatheinstitutionletterhead.

(ii) Giveyouragendaatitle.Write“AGENDA”,“MEETING”andthenameofthegrouptoholdthemeeting.

(iii) Includethedate,time,andvenueofthemeeting.

(iv) Introduceyouragenda.

(v) Listtheitemstobediscussed.Startwithpreliminaries,thenreadingandconfirmationofprevious

minutes,followedbymattersarising(somepeoplewrite:unfinishedbusiness),thenlistalltheother

itemstobediscussed.Fromthereadd“anyotherbusiness”andlastly,“adjournment”.

SampleAgendaNotetoGroupMembers

NIPENIKUPEMUSLIMBOYS’HIGHSHOOL

AGENDAOFTHEMEETINGOFSCOUTSCLUB

DATE:24THJANUARY,2016

TIME:9.00AM

VENUE:SCHOOLREFECTORY

Therewillbethesecondmeetingoftheyearwiththefollowingitemstobediscussed:

 Preliminaries

 Readingandconfirmationofpreviousminutes

 Mattersarising

 Campingtrip
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 Plantingflowers

 Anyotherbusiness

 Adjournment

Sign

DenisBenjam

CLUBSECRETARY

(c)MINUTEWRITING

 Minutesofwhatisdiscussediswrittensoonafterthemeeting.

 Duringthemeeting,thesecretaryonlytakesnotes.

 Minutesaretheofficialrecordsofagroupinanorganization.

 Itiscrucialthattheybeaccurateastheyarelegalrecordoftheproceedingsofthatgroup.

MinutesFormat

ELEMENT EXPLANATION

Heading Theheadingcomprise:

 Nameofthegroup;

 Dateofthemeeting;

 Timeofthemeeting;and

 Placewherethemeetingwasheld.

Present Wewritethenamesofallthememberspresenthere.

NotPresent  Memberswhofailtoattendthemeeting.

 Attimestheyareclassifiedfirst,asAbsentwithApology,

then,asAbsent.

 Inotherorganizations,secretariesonlywrite“Members

Absent”.Theywriteinbrackets“Pre-Arranged”forthose
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whosendtheirregrets.

 Eitherwaysseemacceptable.

InAttendance Name(s)ofpeoplewhoattendthemeetingbutarenonmembers

ofthegrouparewrittenunderthis.

Preliminaries  Itistheintroductoryremarkmadebeforethemeeting.

 Includedareprayers,welcomingmembersbythechair,

andcongratulatingmembersonbeingpunctual.

ConfirmationofPrevious

Minutes

Weinclude:

 Readingoftheminutes;

 Confirmationoftheminutesbyamember,andseconding

byanother;

 Approvaloftheminutes.

MattersArising  Problemsorquestionsarisingfromthepreviousmeeting

arediscussedhere.

 Itisalsoreferredtoas“unfinishedbusiness”.

NewBusiness Keytobecapturedare:

 Theissuediscussedasaproblem.

 Thesolutionreached.

AnyotherBusiness Subjectsthatmembersmentionafterthemainsubjectshave

beendiscussed.Notdiscussedexhaustivelyasthemainones.

Adjournment Whenmeetingends.Dateandtimeofthenextmeetingisusually

announced.

ApprovalofMinutes  Theminutesofonemeetingarenormallyapprovedatthe

nextmeeting.

 Onceapprovedboththesecretaryandthechairappend

theirsignatures.

SampleMinutes

WILDLIFECLUBMEETINGHELDINTHESCHOOLREFECORYON13TH

FEBRUARY,2016,AT4.00PM
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MEMBERSPRESENT

1.NoisemakerAwuor–Chair

2.BeakerLaboraory–Secretary

3.CatherineNjagi–Treasurer

4.SukumaWiki–Member

5.KijikoPovu

6.JemimahAkinyi

7.JeremyKanyari

MEMBERSNOTPRESENT

1.AlotManumu

2.KinyAbiro

INATTENDANCE

KibakiAkello–ClubPatron

MIN1/2/2016:Preliminaries

Meetingwascalledtoorderat4.01pmbytheclubchair.Shewelcomedallmembersand

congratulatedeveryoneonkeepingtime.

MIN2/2/2016:ConfirmationofthePreviousMinutes

Minutesfromthemeetingon12thJanuary,2016wasread.Itwasconfirmedasthetrue

recordsofwhatwastransactedbyAnnabelandsecondedbyFelixKimutai.Itwastherefore

approvedwithoutmodification.

MIN3/2/2016:MattersArising

1.Amemberwantedthedateforcommencingtreesplantingbeannounced.

2.Amemberaskedthatdrinksshouldbeservedwheneverameetingisheld.

MIN4/2/2016:RegistrationofNewMembers
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Itwasdiscussedthatnewmemberswastoberegistered.Thiswasaresultofmanystudents

whohadcompletedschoollastyear.Registrationwastostartinaweek’stime.Eachnew

memberwastopaysumofsh.250beforebeingregistered.

MIN5/2/2016:TriptoMauForest

MembersdiscussedthetriptoMauForestscheduledfor1stMarch.Eachregisteredmember

wasrequestedtoremittheirSh.300contributionthroughtheclubpatronbeforetheendof

February.Amemberrequestedthattheschoolmanagementbeaskedtoassistinmakingthe

tripasuccess.

Otherthingstocarryincluded:

 Toiletries

 Snacks

 Enoughclothing

MIN6/2/2016:AnyOtherBusiness

1.AmemberaskedwhethernewmemberswereeligibletovisittheMauForest.

2.Amemberwantedtoknowwhentherabbitsownedbytheclubcouldbesoldinorderto

supplementtheirbudgetforthetrip.

MIN9/2/2016:Adjournment

12thMarch,20165.00pmandschoolrefectorywerefixedasthedate,timeandplaceforthe

nextmeeting.Therebeingnootherbusiness,themeetingwasadjournedat6.13pm.

MINUTESAPPROVEDBY:

SECRETARY CHAIRPERSON

NAME …………………………………………………………………….………………………………………………………………

SIGN …………………………………………………………………….……………………………………………………………..

DATE ……………………………………………………………………..………………………………………………………………
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(d)MEMORANDA

 Amemorandumisabriefwrittenmessagesentfromonepersonordepartment,toanotherpersonora

groupinanorganization.

 Amemohastwofoldpurpose:

 Itbringsattentiontoaproblem;and

 Itsolvesthatproblem.

 Theyinformthereaderaboutnewinformationsuchaspriceincreases,orbypersuadingthemtotakean

action.

MemoFormat

FORMAT EXPLANATION EXAMPLE

Institution/Organization’s

Name

Ifpossibleaddtheletterhead. HABANAHABAMIXED

SECONDARYSCHOOL

Heading  Statethatthisisamemorandum.

 Thewords“internalmemo”are

usuallywrittenthenunderlined.

InternalMemo
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Reference Writtendifferentlydependingonthe

organization.

Ref3/2015

“To”field  Writethejobtitleoftheperson

youaresendingthememo.

TO:AllTeachers

“Cc”field  Indicatewhowillreceivea

“CourtesyCopy”ofthememo.

 Itisdirectedtoapersonwho

shouldremaininformed.

CC:Principal

“From”field Writeyourjobtitle. FROM:TheDeputyPrincipal

Date Writethecompletedate,spellingout

themonth

DATE:11thJanuary,2016or

DATE:January11th,2016

“Subject”field  Itisalinethatgivesthereaderan

ideaofwhatthememoisabout.

 Bespecificbutconcise.

SUBJECT:SUBMISSIONOFEND

TERMEXAMSRESULTS

Body  Twoissuesarediscussed:the

problemandthesolution.

 Introducetheprobleminthefirst

paragraph.

 Givethesolutiontotheproblemin

thesecondparagraph.Suggest

theactionsthatshouldbetaken.

 Thethirdparagraph(normallythe

last)closethememowitha

positiveandwarmsummary.

Asof3rdAugust,2015,onlytwo

teachershadsubmittedtheend

oftermtwoexaminationresults.

Theresultsweresupposedto

haveenteredintothecomputer

by3rd.

Youarerequestedtoincrease

yourspeedinmarkingthe

remainingpapers.Before7thof

thismonth,ensureyouhave

enteredthemarks.

Wewillbegladtoseeallthat

donebythenewlysetdeadline.

Wewishallthebestasyouwork

towardsmeetingthatdeadline.

Signingoff  Sign

 Writeyourname

YoursSincerely,

[signature]

Mr.MambogaJapheth
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Meanwhile,

Contact0714497530for;

Otherwelldesignedhighschoolmaterials

UpdatedCPA,CIFA,CICT,CPS...Kasneb

materials

Severalnovelcollections

Motivationalbooks

Inspirationalbooks

Setbooksandguides

Teachingschemes

KCSEandMockpastpapers

Revisionmaterials
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KRAservices

HELBservices

WebsiteDesign

CONTACT

0714497530(MRISABOKE)

(isabokemicah@gmail.com)

Regards


