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FOR TERMINALESG

Teacher’sfullname:

Student’sfullname:

READINGCOMPREHENSION

BRAINSTORMING

TEXT:ALOOKATTHEOFFICE

M.PierreDuvalistheManagingDirectoroftheUndersmithCo.(France)ltd.In
hisbusinesshedealswiththesaleofUndersmithtypewriterstocustomersall
overFrance,Belgium andSwitzerland.Asheis65yearsoldandhasmanaged
thecompanyforover20years,hewantstoretireshortlyandlivewithhiswifein
theirlittlehouseinthecountry.

Hisnephew,JackDewellisexpectedthisafternoon.WhenJackwasborn32
yearsago,hisnamewasJacquesDuval.ButhisparentsemigratedtotheUnited
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Stateswhenhewasaboy,andwhentheybecameAmericansafew years
afterwardstheychangedtheirname.JackhasnotbeenbacktoEuropesince.
ForthelastthreeyearshehasbeenworkingatUndersmith’sheadofficein
Cleveland,USAwherethetypewritersaremanufactured.Nextmonthhewilltake
overtheFrenchagency.

Heretheycome.M.Duval,whowenttotheairporttomeethisnephew,hasjust
broughthim totheoffice.

A-“Well,myboy,letmeshowyouroundtheofficeandintroduceyouto

everybody”.

B-“Ohyes,I’dbegladifyou’ddothat,Uncle.I’lldependonyourstafftoletme

seehowyouworkhere.Itmustberatherdifferentfrom ourorganizationin

Cleveland”.

A-“Naturally,ourshereismuchsmaller”,M.Duvalexplained,“butyoumayfind
muchthatisthesame.YourworkwasmainlyintheSalesDepartment,I
believe”

B-“Yes,Iwastheassistantsalesmanager”

A-“Well,yourexperiencewillbemostusefulhere.Nowthisisthereception
office.

MayIintroduceyoutoMissWhite,ourtelephonist?Besidesansweringthe
telephone,shereceivesthecallersanddoessometyping.Ourjuniorclerk,Pierre
Martin,passesonmessages,ordersofficesuppliesandhelpswiththemailand
thefiling”

B-“Howdoyoudo?”Mr.Dewellshookhandswiththem both.“Ihopeyouboth
speakEnglishbecausemyFrenchisn’tgood”

C-“Ohyes”,MissWhiteanswered,“IneedtoknowEnglishformyjob,andPierre
islearningitateveningclasses”.

A-“Thisdoorleadsintothegeneraloffice”Mr.Duvalledtheway.Heintroduced
Mr.
Dewellinturntohissecretary,MissMiller;Mr.Blackman,whodealtwithorders
andstock;Mr.Taylor,theaccountant,whobesidesbeingresponsibleforthe
bookkeepingalsodealtwithtraffic;andtheirsecretary,MissFrank.Theoffice
wasalargeonewithfivedesksinit.Roundthewalltherewereshelvesand
cabinetsforthefiles,cupboardswhichcontainedstationeryandbooks,anda
safewheremoneyandimportantpaperswerekept.Everybodywasratherbusy,
soMr.Dewellsaidhehopedtospendsometimeworkingwitheachmemberof
thestaffduringthenextweekssothathecouldgettoknowabouttheirvarious
jobsinthecompany.
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FinallyM.Duvaltookhim intohisownprivateoffice

A-“Look,Jack,I’vehadanotherdeskputhereforyou.Wecanworkheretogether
forthenextfewweeks.Ihopeyou’llfinditadequate”

B-“That’sfine,Uncle,thanks.NowI’lldomybesttolearnaboutthebusiness”.

EXPLANATIONOFKEYWORDSFROM THETEXT

Todealwith:totakeactionwithrespecttosomeoneorsomething.

Toretire:tostopworkingafteracertainageofwork

Headoffice:themainadministrativecentreforacompanyororganization.

Stationery:thingsusedforwritinginanoffice,suchaspapers,pens,etc.

Shelves:standsusedtodisplayorshowgoods

Safe:astrongandsecurityboxforkeepingmoneyandvaluabledocuments.

Country:anareathatisfarmedorremainsinarelativelyundevelopedstate,as
distinctfrom citiesandtowns.

A-QUESTIONS

1-Mr.Duvalhasmanagedthecompanyfor65years.TrueorFalse?

2-Thetypewritersweremanufacturedin………………………………..
a-Belgium b-France c-theUnitedStates

3-Whoisresponsibleforthebookkeeping?

4-Inyouropinion,whyhasMr.Duvalchosentospendtherestofhislifeinthe
country?

B-VOCABULARY

B1-Findinthetextthesynonymsofthefollowingwordsandexpressions.Write

thenumberandwhatcorrespondstoit.

1-Appropriate

1-Officesupplies

2-Certainly

3-Happy

4-Occupied
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B2-FindinthetexttheEnglishequivalentsofthefollowingwordsand

expressions.

Writethenumberandwhatcorrespondstoit.

1-Fournituresdebureau

2-Siègesocial

3-Coffre-fort

4-DirecteurGénéral

5-Armoires

A-Simplepresenttense

Weuseittoexpressourhabitsthatis,whatwedoeveryday,whatweare,etc.
Some of its clues are:every,always,never,sometimes,usually,often,
occasionally,onceper…..(day/week/month/year),twicea……,onceinawhile,
onceinbluemoon,etc.

Examples:

1-Myfatherisanaccountant.

2-Heneversteals.

3-Hepraysthreetimesperday.

Practice

Findinthetextfour(4)examplesofsimplepresenttense.

1-

2-

3-

4-

Simplepresenttenseisalsousedinproverbs;general,universalorscientific
truths.

Examples:

1-Wherethereisawill,thereisaway.
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2-ThesunrisesintheEastandsetsintheWest.

3-Waterboilsat100°C(hundreddegreesCelsius).4-TheEarthisround.

B- Presentprogressive(continuous)

It’susedforactionswhicharebeingdoneatthemomentyouarespeakingorfor
afutureaction.
Rule:Subject+am/is/are+Verb+ing

Someofthecluesare:now,atpresent,atthemoment,atthistime,Listen!/look!
/Bequiet!

Notethatverbsofperceptionandemotionsuchastosee,toknow,tohear,to

belong,toseem,tosuppose,toforget,etcdon’thavetheprogressiveaspect.

C- Presentperfecttense

Itisusedtoexpressanactionthatstartedinthepastandthatisstillgoingon
(continuesinthepresent)oritisabouttofinish.

Rule:Subject+Have/Has+PastParticiple

Examples:

1-Hehaslivedhereallhislife.

2-HaveyouseenmyJohnny?

3-Theyhavefinishedtheirhousework.Sotheyarefreenow.

Itisintroducedbythefollowingclues:just,already,never,ever,notyet,recently,
since,for,etc.

Examples:

1-Grandmahassleptforeighthours.2-
Wehavejustmetyourhusbandatthe

bank.3-Daddyhasn’teatenhisbreakfast

yet.
4-Ihavenevertravelledbyplane.

5-Theyhavelivedinthisareasincetheendofthepoliticalturmoil.6-
Theirworkingconditionshaveimprovedrecently.

7-MehezaandIhavealreadypaidourschoolfees.Howaboutyou?

8-HaveyouevershakenhandswithObama?

9-ItisthemostwonderfulweekendIhaveeverspent.

N.B:Iftheactionthatstartedinthepaststillcontinuesatthemomentwe
arespeaking,

thenwecanusepresentperfectcontinuous(progressive)to
expressit.
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Rule:Subject+Have/Has+Been+Verb+ing

Examples:

1) a-AuntyPaulinastartedworkingatCIMTOGOseventeenyearsago
andsheisstillthere.b-AuntyPaulinahasbeenworkingatCIMTOGOfor
seventeenyears.

2) a-Heboughtthiscarsincethebirthofhisfirstchildandheisstill
drivingit.b-Hehasbeendrivingthiscarsincethebirthofhisfirstchild.

Practice

Findinthetextone(1)exampleofpresentperfectandoneexampleofpresent

perfectprogressive.

1-

2-

D-Simplepasttense(Preterit)

Regularverbs

Wehavetoadd«ed»tomostverbs

toadd Added added

towalk Walked walked

towork Worked worked

Weadd«d»toverbsthatendin«e»

tolive Lived lived

tolove Loved loved

WhenaverbhasonesyllableandendsinCVC(consonant-vowel-consonant),we
doublethelastconsonantandweadd«ed».

tostop Stopped stopped

toslip Slipped slipped

toomit Omitted omitted

Note:Whenaone-syllable-verbendsin«w,xory»;wedon’tdoublethelast
consonant.

toborrow Borrowed borrowed

tofax Faxed Faxed

toplay Played Played

Whenaverbendsinaconsonant+«y»,wecancelthe«y»andadd“ied”

tocry Cried Cried

Note:whenaverbendsinavowel+«y»,wekeepthe«y»andadd«ed

toplay Played Played

toannoy Annoyed Annoyed

2-Irregularverbs
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Theydonothavethesamerules,sowehavetolearnthem withtheirsimplepast
andtheirpastparticiple(P.P).

toeat Ate Eaten

togo Went Gone

tobuy Bought Bought

Examples:

1-Hespoketothebossinarudemanner.

2-Daddydidn’tsayIshouldstayathome.

Whenyouwanttobringprecisionontheperiodinthepast,youcanusethe
followingclues:yesterday,last,ago,inthepast,intheoldendays,inthebygone
days,onceuponthetime,before,since,itishightime/itisabouttime,in+
month/year/century,etc.

Examples:

1-Hegottheinformationafewminutesago.

2-Intheoldendays,girlswerenotallowedtogotoschool.

3-GrandpaAkwesiwonthelastFarmersAward.

4-ItistwomonthssinceIateroastedchicken.

5-Iboughtthiscarsincethebirthofmyfirstchild.

6-Thepolice(tocatch)thethievesyesterday.

7-TheDicksons(tolive)herethreeyearsago.

8-They(tocome)backlastMonday.

9-Itishightimeyou(tolearn)atrade.

10-Howold(tobe)yourmotherbeforegettingmarried

E-PastProgressive(Continuous)

ItistheequivalentoftheFrench‘Imparfait’.

Examples:

J’allaisàl’école.=Iwasgoingtoschool.
Nousdormions.=Weweresleeping.

Ilpleuvaitfort.=Itwasrainingheavily./Itwasrainingcatanddogs.

Rule:Subject+Was/Were+Verb+ing

Pastprogressiveisoftenusedwithsimplepast.

Whentwoactionsareinthepast,weusepastprogressivetoexpressthelonger
indurationandsimplepasttoexpresstheshorter.
Howdowerecognizethelongeraction?Theanswerisverysimple.Youwillsee

thefollowingclues:while(pendantque),when,As,etc.Examples:

Let’stranslate,together,thefollowingsentenceseitherintoEnglishorFrench.
1-Quandjevenaisàl’écolecematin,j’airencontrétonpère.
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2-Pendantquetudormais,tonpetitamiaappelé.

3-AsIwasfasting,Irefusedtotouchtheroastedchickenonthediningtable.

4-WhileMummywaswashingDad’strousers,shesawalipstickintheleft
pocket.

Answers:

1-WhenIwascomingtoschoolthismorning,Imetyourfather.

2-Whileyouweresleeping,yourboyfriend/darling/sweetheartcalled.

3-Commejejeûnais,j’airefusédetoucheraupouletbraisésurlatableàmanger.
4-PendantqueMamanlavaitlepantalondePapa,elleatrouvédurougeàlèvres

danslapochegauche.

N.B:Sometimes,thetwoactionsinthepastcanhavethesamelongduration.In
thatcase,weusepastprogressivetoexpressboth(thetwo).

Examples:

1-Whilewewerelearningourlessons,CarowaswatchingNovellaTV.

2-WhiletheAntandherchildrenwereworkinghardtosaveenoughfoodfor
winter,theCicadaandhersweresinginganddancing‘Gweta’.

Practice

Completewiththecorrecttenseoftheverbinbrackets.Justwritethenumber

andtheverb.

1-WhileUncleZicco(toturn)thesoil,hefoundabigpreciousstone.

2-Whenthebosswascheckingtheaccounts,he(tonotice)adysfunction.

3-WhenI(todo)theshoppingthisafternoon,Imetanoldfriend.4-Whilewe
werelaughing,they(tocry).

Homework

TranslateintoEnglishthesentencesbelow.

1-Quandj’allaisàVogan,jevisungrosveauattachéàuncoteauparlelicou.
2-Pendantquevousdépensiezvosrevenusavecdesfillesdansdesbarset

hôtels,nousinvestissionsnoséconomiesdansdesaffairesflorissantes.

F-PastPerfect

Thepastperfecttenseshowsthattheactionoftheverbwasfinishedatatime
inthepast.

Examples:

1-Ithadstoppedraining.

2-Ihadheardtheoldman’sstory.

Rule:Subject+Had+PastParticiple

Pastperfectisoftenusedwithsimplepast.

Whentwoactionsoccurred(happened)inthepast,weusepastperfectto
expressthefirstactionandsimplepasttoexpressthesecond.
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Thecluesare:after,bythetime,before,when,nosooner….than,hardly……when.

Notethat‘before’introducesthesecondaction.
Examples:

a-Heprayedandhewenttobed.b-
Afterhehadprayed,hewenttobed.
b-Beforehewenttobed,hehad
prayed.

a-Shedrovethreeralliesasaco-driver.Thenshestarteddrivingherself.
b-Aftershehaddriventhreeralliesasaco-driver,shestarteddriving
herself.b-Beforeshestarteddrivingherself,shehaddriventhree
ralliesasaco-driver.

N.B:Ifthereisnosubjectafter‘After’or‘Before’,thepastperfecttenseis
replacedbyV+ing.

Example:

Afterhehadprayed,hewenttobed.

Afterpraying,hewenttobed.
b-Before going to bed,he
prayed.

Practice

Completewiththecorrecttenseoftheverbinbrackets.

1-It(tostop)rainingwhenIreachedAgbonou.

2-Bythetimewearrived,they(toeat)everything.

3-Nosoonerthey(toleave)thetentthanthebombexploded.

4-Afterhe(tosell)hisoldcar,heboughtanewone.

5-Hardlyshe(todivorce)whenshegotmarriedagain.

G-FUTURETENSES

SIMPLEFUTURE

Itshowsaneventthatwilltakeplaceatamomentinthefuture.

Rule:Subject+Will/Shall+Verb

Examples:

Don’tworry.Iwilldoitforyou.
Willyoucontinueworkinghereafterallthattheydidtoyou?
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N.B:After‘I’and‘We’,shallisusuallyused,butwillisusedaswell,exceptin
questions.

Examples:

1-Weshallseeyoulater./Wewillseeyoulater.

2-Shallweseeyoulater?

Someofthecluesare:tomorrow,next,indays(weeks/months/years…..)to
come,infuture,again,never,etc.

Practice

Completewiththecorrecttenseoftheverbinbrackets.Justwritethenumber

andtheverb.

1-We(tobuy)thecardstomorrow.

2-I(tocelebrate)myseventeenthbirthdayinthreedays.

3-They(togive)ustheloannextweek.

4-Shenever(toget)marriedtothatmandespitehiswealth.

IMMEDIATEFUTURE

Rule:Subject+am/is/are+goingto+verb

Examples:

1-I’m goingtokillthatdog.
2-Aretheygoingtopayustoday?

FUTURECONTINUOUS

Rule;Subject+shall/will+be+verb+ing

Examples;

1-Atthistimetomorrow,Iwillbesittinginclass.

2-Nextyearbythistime,ourteacherwillbedrivinghisowncar.

FUTUREPERFECT

Rule;Subject+shall/will+have+PP

Example:

Youwillhavedonethework.

Practice

Findinthetextfour(4)examplesofsentencesinsimplepast.
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Example:HisparentsemigratedtotheUnitedStates.

1-

2-

3-

4-

Homework

Identifythetensesinthesongbelow.Writedownthecorrespondingsentences.

IhaveseenthedownfallofSatan.

GlorybetoGod,glorybetoJesus.

IhaveseenthedownfallofSatan.

GlorybetoGod,amen.

HelovesmeIcannotsaywhy.

HelovesmeIcannotsaywhy

OnCalvaryStreetHesufferedforme.
HelovesIcannotsaywhy.
Ihaveseen………..

READINGCOMPREHENSION

Bytheendofthislesson,studentsinbusinessschoolsshouldbeabletoknow
whatabankisandwhatitsmainfunctionsare.Theyshouldalsoknowthe
differencebetweenhigh-streetbanksandtheotherfinancialinstitutions.

Text:INTRODUCTIONTOBANKACCOUNTS
Inprimitivesocieties,peopleusedtoexchangetheirgoodsandservicesthrough
barter.Inthelongrun,thatseemedtobeinefficientforanumberofgoods,
mainlyperishables.Infactbythetimethegreengrocerorthefishermanfound
someonewhoneededtheirproduce,theyhadalreadydecayed.That
uncomfortablesituation,gradually,ledtotheexperienceofmoneyeconomy.
Intheearlyofcolonialism,therewerenobanks,eventhoughtheWhitemanhad
broughtthemonetarysystem.Heinsistedonourgrandparentspayingtheir
taxes,notinkindbutcash.Whenourgrandparentsfinishedsellingtheircocoa,
coffee,maize,yam andotherproduce,theyusedtohidethemoneyindifferent
places.Someusedtokeepitunderthepillowormattress.Othersusedtohideit
intheceilingoftheirhouseorburyitintheirfarms.Unfortunately,theydidnot,
veryoftenfindthemoneyinthestatetheyhadputit.Itwaseithereatenby
termites,cockroaches,ants,etc…ordestroyedbyfireandmoisture.Insome
cases,theydiedbriskly,withouttellingtheirheirswheretheyhadhiddentheir
wealth.
Today,itisadifferentstory.Peoplenolongerhidetheirincomeathome.They
preferkeepingitintheaccountsofcommercialbankswhere,theyaresure,itwill
besafe.Thebankallowsthem toopen,atleast,threeformsofaccount:savings
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account,currentaccountanddepositaccount.Eachaccounthasits
particularities.Forexample,thecurrentaccountdoesnotproduceanyinterests
fortheholder,butthedepositaccountdoes.Inaddition,themoneyinthecurrent
accountisavailableatanytimeforthedepositor,buttheholderofadeposit
accountmustgivenoticebeforeanywithdrawal.Finally,theholderofadeposit
accountusesapassbookforhistransactionswhereastheproprietorofacurrent
accountusesachequebook.
Whentheholderofacurrentaccountwishestodrawonit,ormakepaymenttoa
creditor,hecanissueacheque.Acheque,beitcrossedoropen(bearerand
order),canbebounced,blank,anti-dated,post-dated,etc.dependingonhowand
whenitismadeout.Therearethreepeopleinvolvedinacheque:thedrawer,the
payeeandthedrawee.
Commercialbanksrendertheircustomersahostofservices,includingaccessto
loansandoverdrafts,provisionofnegotiableinstrumentsforinternational
businessmenandwomen,etc.

DonHumbertoAtible

A-QUESTIONS
1-Whywasbarterinadequateforthefishermen?
2-Whywasthemonetarysystem introduced?
3-Giveanothermethodusedbyourgrandparentstosafeguardtheirsavings
whichisnotinthetext.
4-Thetexthasforgottentomentionotherformsofmisfortunethatcouldhappen
tothehiddenmoney.Justgiveone.
5-Givetwodifferencesbetweencurrentaccountanddepositaccount
6-Apartfrom banks,whereelsecanpeoplekeeptheirmoney?
7-Apartfrom money,whatelsecanwekeepinabank?
8-Giveanotherserviceofcommercialbankswhichisnotinthetext?
9-Givetwodifferencesbetweenloanandoverdraft.
10-Answerbytrueorfalse.Justwritetheletterandwhatcorrespondstoit.
a-Miceeatpapermoney
b-Theholderofadepositaccountcangotothebankatanytimetowithdraw
money
C-Puttingone’smoneyinthedepositaccountisaform ofinvestment.
d-Thedepositorofcurrentaccountcanmakepaymenttohisorhercreditors
withacheque.
e-Theholderofadepositaccountmustinform hisorherbankmanagerin
advancebeforeanywithdrawal.
f-Anorderchequeiscrossedcheque
g-Abearerchequeisanopencheque.

B-VOCABULARY
Theteachershouldstudysomekeywordsasvocabularylessontohisstudents
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READINGCOMPREHENSION

BRAINSTORMING

TranslateintoeitherFrenchorEnglishtheseexpressionsusedintelephone
conversation.Writethenumberandwhatcorrespondstoit.

CanIhelpyou?

WhoshallIsayiscalling?
Ilestoccupé.

Gardezl’écoute,s’ilvousplait.
Voulez-vous lui laisser un
message?Ihaveamessagefor
her.

TEXT:MESSAGESANDAPPOINTMENTS

A- “MissWhite,wouldyougetMr.Rainer,ourcommercialtravellerforWest
France,onthephoneplease.Mr.Duvalwantsmetomeethim soon.Trytomake
anappointmenthere,askinghim tocomeonMondayorTuesday,please.You
havehisnumber,Isuppose”.

B- “Yes,Ihaveitinmyindex.Buthemayhavelefthomebynow.Still,Ican
leaveamessageforhim”.

A-‘Thankyou.Hemayneedtostayintownovernight.WouldyoubookhotelC-

accommodationaswell?”

B-“Yes,Mr.Dewell”.MissWhitedialedthenumberofMr.Rainer’shome.“

B-“ThisisUndersmith’shere.MayIspeaktoMr.Rainer,please?”

C-“I’m afraidhe’snotinatthemoment.CanIgivehim amessage?”Mrs.Rainer
asked

B- “Yes,please,Mrs.Rainer.M.Duval’snephew,whowillbetakingoverthe
business,hasarrivedfrom AmericaandwouldliketomeetMr.Rainer.Would
youpleaseaskhim ifitsuitshim tocometoourofficeonMondayorTuesday
next”.

C- “Verywell.Idon’tknowwhatappointmentsmyhusbandhas,butI’llask
him toringyouback.”
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B-“Thankyou,WhendoyouexpectMr.Rainertobein?”
C-“Hesaidhewouldbehomeforlunchtoday,sohewillringyoubackatabout

twoo’clock.Willthatbeallright?”

B-“That’sfine.Thankyou.Good-bye.MrsRainer”

C-“Good-bye”

Mr.Rainerranguptheofficeattwoo’clockpromptlyandarrangedtocometo
Reimson
Mondayafternoon,planningtostayuntilTuesday.NowMissWhitetriedtofind
him ahotelroom-noeasytaskatthistimeoftheyear.Firstshelookedupthe
numberoftheQueen’sHotelinthedirectory,dialledit,butthelinewasengaged.
SoshephonedtheCityHotel.

B-“Hallo,thisisUndersmith’sLtd.Haveyouasingleroom withbathforMonday,

8th

February,please?”

D-“Holdthelineplease,I’llhavealook.No,I’m afraidwe’refullybookedupfor

Mondaynight,”thereceptionistanswered.

B-“I’lltryelsewherethen,thankyou.Good-bye”

SherepeatedherrequestattheQueen’sHotelwherethenumberwasfreenow.
Fortunatelytheyhadasuitableroom available.MissWhiteaskedwhatthe

chargewasandmadethereservation.Shealwaysmadeanoteinwritingof

messagesthathadtobepassedontosomeone.Undersmith’shadspecial

formsforthispurposeandnowMissWhitefilledonein.

EXPLANATIONOFKEYWORDSANDEXPRESSIONSFROM THETEXT.

Appointment:engagementforameetingorarendez-vous

Index:alistorcatalogueforsidingreferences/aprintedworkthatgivesthe
pagesonwhichvariousnames,places,arementioned.

Overnight:forthewholenight

Tobook:toarrangeinadvance/tomakeareservation.

Totakeover:totakecontrolormanagementof.

Tosuit:tobeconvenientorappropriatefor.Tocorrespondsto.
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Promptly:exactly/ontime

A-QUESTIONS

1-AccommodationisavailableattheCityHotel.TrueorFalse?

2-WhendidMr.Rainersayhewouldbehome?3-WhatisMr.

Rainer’sprofession?
4-Inyouropinion,whywasitnoteasytofindahotelroom atthattimeofthe
year?

B-VOCABULARY

B1-Matchthenumberedwordswiththeirlettereddefinitions.Writethenumber

andtheletter.Example:86-d

1-Nephew 2-Accommodation 3-Task 4-Receptionist 5-

Directorya-Anemployeewhogreetsvisitorsandcustomersand

answersthetelephone.b-Apieceofworkthatsomebodyisassigned

todo,usuallyshortinduration.c-Abookthatlistspersonsand

organizationswiththeirphonenumbers.d-Thesonofone’sbrotheror

sister.

e-Aroom orbuildingtolivein.

B2-Findinthetexttheantonymsofthefollowingwords.Writethenumberand

theletter.

1-unluckily

2-complex

3-never

4-emptied

5-East
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BRAINSTORMING

Itisagrammaticalstructureusedtosaythingsotherwise(differently).Lookat

thenexttwosentences.a-Marysweepstheclassroom.(Activevoice)b-The

classroom issweptbyMary.(Passivevoice)

Inthepassivesentence,Maryisnolongerdoingtheaction.Shebecomesthe

Intheactivesentence,Maryisthesubjectbecausesheistheonedoingthe
action(by+subject)
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Howdoweproceed?

Tochangeanactivesentenceintoapassiveone,youneedthreeelements:

1-Subject(Mary);

2-Verb(sweeps);

3-Object(theclassroom).

Theobjectoftheactivesentencebecomesthesubjectofthepassivesentence.
Then,puttheverbToBeintothetenseoftheactivesentence,followedbythe
pastparticipleoftheactiveverbandtheagent.

N.B:Ifthesubjectoftheactivesentenceisindefinite(personalpronouns,people,
someone,noone,everybody,nobody,etc),itshouldnotappearinthepassive
sentenceasagent.

Examples

1)a-Rukiaalwayscooksthedinner.

b-ThedinnerisalwayscookedbyRukia.

2) a-People grow yams in
Togo.b-Yams are grown in
Togo.

Howdowerecognizeapassivesentenceevenifthereisnoagent?

Justseeifthesubjectofthesentenceisdoingorundergoingtheaction.

Example:

3-Theboyispunished.

Isthesubject(theboy)doingtheactionorundergoingtheaction?Inthis
specificcontext,theboyundergoestheaction.Inthatcase,wecansayitisa
passivesentence.

Practice

Distinguisheachofthefollowingsentences.Use‘A’foractivesentencesand‘P’
for

passiveones.Justwritethenumberandtheletter.Example:86-MissWhite

dialledthenumber.Answer:86-A

1-Itwasmadehere.

2-Thehotelaccommodationwasbooked.

3-Mr.Rainerranguptheoffice.

4-Thechequeisbeingwrittenbythemanager.

5-WhendoyouexpectMr.Rainer?

6-Heisgivenanewcomputer.
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Homework

Changeintopassivevoicethefollowingsentences.Writethenumberandthe

passivesentence.

1-Farmersraisecattle.

2-Themillprocessescottonintodressingmaterials.

3-Theykeepthegoodsinthewarehouse.

4-Mawusiwrotetheletters.

5-Papasronwillbringyouthecheque.

6-Zubeyaisputtingthevegetablesintotherefrigerator.

7-Theyarepayingtheworkers.

8-PeopleeatalotofriceinSokode.

9-Hecuthisfingerinthekitchen.

10-Someonehasbeatenyourmother.

11-Mr.Seydouisgoingtoteachthiscourse.
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LETTERWRITING

Therearethreetypesofletters:informal,semi-formalandformalletters.Each
onehasaspecificapproach.

INFORMALLETTERWRITING

Itisaletterwewritetoourparents(DadsandMums),brothersandsisters,
friends,classmates,peoplewhoareclosetous,forshort.

Itcanbealetterofcongratulation,condolences,invitation,advice,gratitude,
apology,complaint,etc.

I-LAYOUT

Itisthewaythedifferentpartsoftheletterarearranged.

A-Address

Onlythesender’saddressisusedinaninformalletter.Donotwritethesender’s
nameintheaddress.

B-Date

Itisthedateofthedayonwhichtheletteriswritten.Donotwriteday(Monday,
Tuesday,Thursday………..).

Example:

December21,2020/21stDecember,2020

C-GreetingorSalutation

Thesendergreetstheaddressee(thepersontowhom theletteriswritten)by
hisorherfirstname.Inanevaluation,useonlythefirstnamegiveninthetopic.
Examples:

DearTom,

MyDearZenabu,
HiKofa,

N.B:Evenifinthetopictheygiveboththeaddressee’sfirstnameandlastname
(Surname),useonlythefirstname.

D-EndingorComplimentaryclose

There is a ready-made expression for that:Yours
sincerely,Youcanalsouse:



20

Yours,

Yourfriend,/sister,/cousin,/nephew,/……..

E-Signature

Thesendersignstheletterbyhisorherfirstname.

Therearetwomainformsoflayout:blocformatandindentedformat.

Blocformat

Sender’saddress

Date

Greeting

Body

Ending

Sender’sfirst
name

BP.8530
Lomé
Togo

November12,202O

DearSuzy,

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

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

…………………………………………
………………………………………………………………
………………………………………………………………
…………………………………………………………..

Yourssincerely,
Mustafa
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Indentedformat

21stDecember,
2020

DearGraciella,
………………………………………………………

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

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

………………………………………………………
………………………………………………………………
………………………………………………………………
…..

Yourssincerely,
Mustafa

II-CONTENTOFTHELETTER

Introduction

Thefirstparagraphisgenerallytheintroduction.Itisveryoftenonesentence,
notmorethantwo.Thesendercanstarttheletterbymakingallusiontothe
sourceofinformation.

Examples:

Iheardthatyouhadlostyourgrandfather.

Inyourlastletter,youtoldmethatyouwerepregnantandyouwantedtoabort.

BP.8530

Lome

Togo
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Ireceivedthemoney/iPhone/laptopthatyouhadsenttome.

Youinvitedmetoyourtwentiethbirthdayparty,butIcouldn’tcome.
Iwas informed thatyou had succeeded brilliantly in yourbaccalaureate
examination.Etc.

Purpose

Itisthemainreasonwhythesenderwritestheletter.

Examples:

Iwritethislettertosympathizewithyou./… toexpresstoyoumysincere
condolences.

Iwritethislettertoadviseyounottodothat.

Iwritethislettertothankyouforyourgift.

IwritethislettertotellyouthatIam verysorryfornothavingbeenpresentat
yourparty.
Iwritethislettertocongratulateyouforyoursuccess.

Etc.

Afterthat,thesendercanaddthreeorfoursentencestoanswerexplicitor
implicitquestionsinthetopic.Beasbriefaspossible.Avoidlonganduseless
sentences.

Conclusion
Itisgenerallyonesentenceanditdependsonthetypeofletteryouwrite.

Examples:

Ihopetoseeyousoon.

Hopingtoseeyousoon.

Ihopetohearfrom yousoon.

Ilookforwardtoseeingyousoon.

Icountonyouunderstanding.(forapologyorcomplaint)

Seeapracticalexampleonthenextpage.
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BP.8530
Lomé
Togo

21stDecember,2020

DearGraciella,

IreceivedthesevenmillionFrancsCFAthatyouhad
senttomeaftermysuccessintheBaccalaureate
examination.

Iwritethislettertothankyouforyourgift.Itisthebest
giftIhaveeverreceivedfrom acousin.Ipromiseto
usethismoneywisely.Firstofall,Iwillputitinabank
becausetherearearmedrobberseverywhereinthe
citynowadays.Afterthat,Iwillfindawell-locatedshop
atDjagbléorZanguéra.AsIdidcommerceandmy
brotherelectricalengineering,Iwillinvestfivemillion
Francsinthesaleofallsortsofelectricalequipment.I
willleavetheremainingtwomillionFrancsinthebank,
whereitwillproduceinterestsforme.Bythegraceof
God,Iwillbecomeagreatbusinesswomaninafew
yearsandIwillnotneedtobeacivilorpublicservant.

Ihopetohearfrom yousoon.

Yourssincerely,
Mariama

SEMI-FORMALLETTER

Semi-formallettersarethosewrittentoadultfriends(perhapsafriendofyour
parents)andadultswhoareeitherpersonallyknown(formerheadmaster)or
unknowntoyou(astranger).

II-LAYOUT

Thedifferencebetweenthelayoutofasemi-formalletterandthatofaninformal
letterisatthreelevels.

Salutation

DearMr.Charles,

DearMrs.Catherine,
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DearCaptainGbagbo,

DearprofessorTobias,
DearUncleGézéré,

ComplimentarycloseorEnding

Only‘Yourssincerely,’isusedhere.

Signature
Thesendersignstheletterwithbothhis/herfirstnameandlastname(surname).

Exampleoflayout:

B.P:1313
Lomé
Togo

February21,2021

DearMrs.Armah,

DearUncleGuézéré,

……………………………………………………………………………………………
…………………………………………………..

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

……………………………………………………………………………………………
……………………………………………………………………………………………
…..

……………………………………………………………………………………………
……………………………………………………..

Yourssincerely,

AngelaDoto

II-CONTENTOFTHELETTER

ItisthesameasinInformalletters.

FORMALLETTER

Formallettersarewrittentoindividuals,governmentaldepartments,businesses,
organizations,etc.Formallanguageshouldbeusedinwritingtheseletters.

Bepolite,courteousandforthrightinyourwriting.
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I-LAYOUT

A-Addresses
Boththesender’sandaddressee’s(recipient)addressesareusedhere.

B-Date
Itisthesameasininformalandsemi-formalletters.

C-Greetingorsalutation

DearSir,

DearMadam,

Dear Sirs,
Sirs,

D-Headingortitle

Itservesasthesummaryofthesubjectline.Itisputimmediatelyafterthe
salutationandinthemiddleofthepaper.Itmustbeincapitalletters.Examples:

APPLICATIONFORTHEPOSTOF…………

APOLOGY

E-Endingorcomplimentaryclose

Usethefollowing:

Yoursfaithfully,

Yourstruly,

F-Signatureandname

Thesendersignstheletterwithhis/herfirstnameandlastname.He/Shecan
alsousehis/herposition/titleinthecompanyororganization.
Examples:

CharlesAgbo

CatherinAssih

TheManagingDirector

TheHumanResourcesManager

N.B:Ontheprofessionalfield,he/shemustsignbetweentheendingandthe
name.

However,attheexamination,thecandidatemustnotsign.He/Shemustwrite

signature at that
place.



26

Example:

BP.1010

Lomé

Togo

15thSeptember2021

(To)

TheManagingDirector

ELOM &SonsCo

BP:10089

Lome-Togo

DearSir,

INQUIRY

…………………………………………………………………………………………………………………………………..

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

YoursFaithfully,

(Signature)

AmihKuawu

II-CONTENTOFTHELETTER

A-Introduction

Areference(allusion)ismadetothesourceofinformation.

Examples:

IsawonTVT/Whatsap/Internetthat…………………..I
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readin‘TOGO-PRESSE’that……………………….Iheard

onRFIthat…………………………………
Ireceivedyourinvitationtotheinaugurationof……….ButIcouldn’tcome.
Etc.

B-Purpose
Itisthesameasininformalandsemi-formalletters.

Examples:

Iwritethislettertoinquireaboutyourgoodsandconditions.

Iwritethislettertoapplyforthatpost.Iwritethislettertothankyoufor
havinggrantedmeaninternshipinyourcompany.
IwritethislettertotellyouthatIam verysorryfor………………….
Etc.

N.B:Itispossibletocombinethereferenceandthepurpose.Example:

Withreferencetoyourletter,ref.N°FB11/Bof28thSeptember2004,Iwrite
to………

C-Conclusion

Concludetheletterwiththefollowingpoliteready-madeexpressions:

Itwouldbeverymuchappreciatedifyoucouldarrangetohavemeinterviewed

onanotherdatethatisconvenienttoyou.

Thankyouforyourattentionandconsideration.

Ilookforwardtohavingafavorablereply(answer)from you.

Icountonyourunderstanding.(apologyandcomplaint)

Ihopethisincidentwillnotaffectourbusinessrelationship.(apologyand
complaint)
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ESSAYWRITIN G

Thereare three(3)types/kinds/sorts/formsofessay:narrativeessay,
descriptiveessayandargumentativeessay.

Inthisform ofessay,theyaskyoutorelate/say/narratewhatyoudo….;what
yousaw…..;whatyoudid…;howyouwillspend……….;howthetraditionalfeastof
yourregioniscelebrated;etc.

A-PRESENTATION

Likeeveryform ofessay,anarrativeessaymusthavethree(3)distinct/
separateparts:

Introduction

Body

Conclusion.

.........................................................................................................................................

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

……………………………………………………………………………………………
……………………………………………………………………………………………
…………………………………………………………………………………
……………………………………………………………………………………………
………………………………………………………………………….

……………………………………………………………………………………………
…………………………………………………………………………………..

B-CONTENT

1-Introduction

Thefirstparagraphistheintroduction.Itisgenerallyonesentence.Donotgive
morethantwo(2)sentences.
Example:

-Inthisessay,Iam goingtosaywhatIdoeverySunday.

-Inthisessay,Iam goingtosayhowIcelebratedmylastbirthday.

-Inthisessay,Iam goingtosayhowIwillspendnexttheweekend.-Etc.

2-Body

Inthisparagraph,youanswerthequestionraisedinthetopic.Inafewsentences,
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saywhatthetopicasksyou.Donotforgettousesentencelinkers.Someofthem
are:firstofall,secondly,afterthat,inaddition,moreover,however,finally,etc.

3-Conclusion

Thelastparagraphofyouressayshouldbeitsconclusion.Itisgenerallyone
sentence.Avoidrepeatingtheotherparagraphs.

Examples:

-ThisisbrieflywhatIdoeverymorningbeforecomingtoschool.

-Thisisbrieflyhowthetraditionalfeastinmyvillageiscelebrated.

-Tosum up,Icansaythatmylastsummerholidayswithmy
grandfatherwereverywonderful.-Etc.

Example:

Topic:Inashortessay,saywhatyoudoeverySunday.

Inthisessay,Iam goingtosaywhatIdoeverySunday.

EverySunday,Iwakeupat6a.m.Aftersweepingmyfather’sroom,Itakea
showerandgotochurch.WhenIcomeback,Ihelpmymothercookthelunch.In
addition,Ipolishmyfather’sshoesfortheweek.Intheafternoon,Ivisitmy
friendsoraunts.Intheevening,IlearnmylessonsandwatchT.V.Around10
p.m,Iprayandgotobed.

ThisisbrieflywhatIdoeverySunday.

Practice

Topic:Inashortessay,sayhowyoucelebratedyourlastbirthday.

Herearesomequestionstoguideyou.Whichbirthdaydidyou
celebrate?Sixteenth,Twentieth,Twenty-first?Wherewasthe
venue(place)?Yourhouse,ahotel,,………..?
Weretheremanyguests?

Whatdidyoueatanddrink?

Didpeopledance?

Whendidthepartyend?

-Whatisyourgeneralimpressionaboutit?

N.B:Inanevaluation,theymayormaynotgiveyoutheseguidingquestions.

Homework

Inashortessay,saywhatyourfatherormotherdoestomotivateyoutowork
hardatschool.
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ARGUMENTATIVEESSAY

Inthisform ofessay,theycanaskyoutojustifyachoiceofyours;toprovean
assertion(declaration)made,etc.

Examples:

Lifeinthecityisbetterthanlifeinthevillage.Doyouagreewiththat?

Sendinggirlstoschooliswasteoftimeandmoney.Whatdothinkabout
that?

Isitgoodtogoonstrike?

Doescoronavirusreallyexist?
Etc.

Inthebody,thecandidateshouldnormallygivethepros(argumentsfor)andthe
cons(argumentsagainst).Heorshecanalsochoosetodevelopeitherthepros
orcons,notthetwo.

N.B:Theuseofsentencelinkersisveryimportanthere.

Example:

Topic:Isitgoodtogoonstrike?

Workersgoonstrikewhentheyarenotsatisfiedwiththeirconditions.Inthis
essay,Iam goingtosayifitisgoodtogoonstrike.

Whatevertheform ittakes,strikeaffectsthelifeofworkersaswellasthatofthe
employer.Asfarasworkersareconcerned,theydonotreceiveanysalariesor
wages.Secondly,someofthem couldbedismissed.Incaseofdemonstration,
thebrutalinterventionoftheriotpolicecouldleadtotheinjury,mutilationor
deathofsomeunfortunateworkers.Arelevantillustrationiswhathappenedon
August16,2012inMarikana,SouthAfrica.Onthatday,thirty-four(34)platinum
workerswerekilledandseventy-eight(78)wereinjured.Moreover,strikesaffect
considerablytheeconomicdevelopmentofacountry.

Inthelightofallthatissaidabove,Icansaythatgoingonstrikeisnotgoodfor
both employerand employees.The bestsolution is sincere and fruitful
negotiations.

N.B:Anothercandidatecandeveloptheadvantagesworkersgainwhentheygo
onstrike:improvementoftheirworkingconditions;payincrease;respectfrom
theemployer;awarenessofthepopulationandtheinternationalcommunity
abouttheirconditions,etc
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A-InterrogativeForm

1-Sheisaretailer.2-Hebuys
largequantitiesoftea.

Thesetwosentencesareinaffirmativeform.Theverbinthefirstsentenceis‘is’,
whichisanauxiliary.Inthesecondsentence,theverb‘buys’isalexical/normal
verb.

Ifyouwanttochangeanaffirmativesentenceintoaninterrogativeone,proceed
asfollows:

Beginyourinterrogativesentencewithanauxiliary(is,was,were,have,has,had,
do,does,did)oramodalverb(can,could,may,might,,must,will,shall,would,
should);Putthesubject,followedbytheverborv+ingorpastparticiple.Donot
forgettoputthequestionmark(?)attheend.

Foractionverbs,startthésentencewithdo,doesordid

Examples:

1)a-Sheisaretailer.
b-Isshearetailer?

2)a-Hebuyslargequantitiesof
tea. b- Does he buy large
quantitiesoftea?

3)a-WeareworkingfortheLord.
b-AreweworkingfortheLord?

4)a-Essowecanrideabicycle.
b-CanEssowerideabicycle?
5)a-Theyhavefinishedthe
work.b-Havetheyfinishedthe
work?

6)a-BillwenttoiAccra
b-didBillgotoAccra?

Practice

Findthree(3)interrogativesentencesinthetext.Writethenumberandwhat
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correspondstoit.

1-

2-

3-

B-Negativeform

Itisverysimple.Afterthesubjectoftheaffirmativesentence,puttheauxiliaryor
modalverbfollowedbynotandtheverborv+ingorpastparticiple.N.B:You
canalsousethecontractedform.

Examples:

a-Tom isateacher.b-Tom isnota

teacher./Tom isn’tateacher.a-We

mustleavenowb-Wemustnotleave

now./Wemustn’tleavenow.

a-Itmayraintonight.b-Itmaynotrain

tonight./Itmayn’traintonight.
2-Hebuyslargequantitiesofteafrom growersinIndiaorCeylon.

NB:withactionverbsputdon't,doesn'tordidn't+thegivenverb

Practice

Changethefollowingsentencesintonegativeform.Writethenumberandwhat
correspondstoit.

1-Heisaretailer.

2-Hebuyslargequantitiesofteafrom growersinIndiaorCeylon.

3-Aichacanswim.

4-Manaviwenttothemarket.

5-Thesecretariesarewritingletters.

6-Grandfatherhaskilledthetroublesomelion.

C-Interro-negativeform

TheonlythingtodohereistoputthenegativesentencesinpartBinto
interrogativeform.Justputtheauxiliaryormodalverbbeforethesubject.You
canalsobeginwiththecontractedform (Doesn’t,Didn’t,Can’t,Aren’t……)

Examples:a-He sings in
theschoolchoir.

b-Doeshenotsingintheschoolchoir?/Doesn’thesingintheschoolchoir?

a-Hecouldacceptyouroffer.b-Couldhenotacceptyour
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offer?Couldn’theacceptyouroffer?

Practice

Changethefollowingsentencesintointerro-negativeform.Writethenumber

andwhatcorrespondstoit.

1-Heisaretailer.

2-Hebuyslargequantitiesofteafrom growersinIndiaorCeylon.

3-Aichacanswim.

4-Manaviwenttothemarket.

5-Thesecretariesarewritingletters.

6-Grandfatherhaskilledthetroublesomelion.

Changeintotheindicatedform.Justwritethenumberandwhatcorresponds

toit.Example:37-HewenttotheClublastnight.(Interrogative)Answer:37-

DidhegototheClublastnight?

1-Shemadealotofprofitsinmarketgardening.(Negative)

2-Ourteacherdoeshisbesttoshowusthewaytosuccess.(Interrogative)

3-Can’tyoudowhatyourfatherissaying?(Affirmative)
4-YouwillwaitformeuntilIcomeback.(Interro-negative)

5-TheydidtheirlastChristmasshoppinginDubai.(Negative)

6-Peoplearelookingatyou.(Interro-negative)

7-Yourstudentsmustdotheirhomework.(Negative)

8-Aichacanswim.(Interrogative)

9-Manaviwenttothemarket.(Interrogative)

10-Grandfatherhaskilledthetroublesomelion.(Interro-negative)
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Aquestiontagisaphrasethatyouaddtotheendofastatementinordertoturn
itintoaquestionorcheckthatthestatementiscorrectornot.Inotherwords,
weuseitattheendofstatementstoaskforconfirmationsorrefutations.
Howdoweproceed?

Youneedonlytwo(2)things:

-AuxiliaryorModal;

-Personalpronouncorrespondingtothesubjectofthestatement.

N.B:Ifthestatementisaffirmative(positive),thequestiontagisnegative.Ifitis
negative,thequestiontagisaffirmative(positive)

AuxiliariesansmodaslarerepetedbutforlexicalverbsWEusethedifferent
formsof"todo"

Examples:

1-Youruncleisapoliceman,isn’the?

2-Yoursisterwasn’tatschoolyesterday,wasshe?

3-Thiscarisexpensive,isn’tit?

4-Kodjocandriveaplane,can’the?5-Shelikesmangoes,doesn’tshe?

6-Thebutcherputthemeatonthetable,didn’the?

7-Johnhasgonetothepark,hasn’the?

8-Hajomusttypetheletterstoday,mustn’tshe?9-Grandmahasanewwrapper,

doesn’tshe?

Thecaseofindefinitesubjects

Thereare:someone,somebody,everybody,everyone,noone,nobody,none,etc.
Theonlytagpronountouseis‘they’.Althoughtheverbinthestatementis
singular,itmustbecomepluralinthequestiontag.

Examples:

1-Everybodymakesmistakes,don’tthey?

2-Nooneisreadynow,arethey?

3-Someoneismakingnoisethere,aren’tthey?

4-NobodycanstopReggae,canthey?

Thecaseofstatementswithnegativewordssuchas:nothing,never,hardly,
scarcely,scarce,barely,seldom,little,rarely,etc.Theyarealreadynegative.So,
thequestiontagmustbepositive.

Examples:

1-ItscarcelyrainsinFebruaryhere,does
it?2-Nothingiseasy,isit?
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Thecaseofimperativestatements

Imperative sentences,whetherpositive ornegative,take simple future as
questiontag.

Justusewillyou?orshallwe?

N.B:Weuse‘shallwe?’Whentheperson,whoisspeaking,isincluded(involved
/implicated)intheaction.

Examples:

1-Openthedoor,willyou?

2-Don’topenthedoor,willyou?
3-Letthem talk,willyou?

4-Let’sfinishthework,shallwe?
5-Let’snotbelate,shallwe?
5-Let’ssingtotheLord,shallwe?

Practice

MatchthestatementsinColumnAwiththeirtagsinColumnB.Justwritethe

numberandtheletter.Example:96-d

ColumnA ColumnB

1-Agbodrafoisaniceplacetolivein, a-mayn’the?

2-Manyofyoudidn’tvoteformyparty, b-am I?

3-Muslim studentsgotoschoolonSundays, c-can’tthey?

4-You’vecalledthesingers, d-isn’tit?

5-Yourparentsarecomingbackthisevening, e-shan’twe?

6-Thisisnotgoingtobeeasy, f-haveyou

7-Youhaven’tfinishedpayingfortheplotoflandyet, g-mustn’tshe?

8-Wedon’tneedyourvotebeforewinningtheelections, h-aren’tthey?

9-Somebodytoreintopiecesyourlandtitle, i-haven’tyou?

10-Don’turinatealongthewalloftheFirstLady, j-didyou?

11-ItscarcelysnowsinJune, k-don’tthey?

12-Nobodybeatthem, l-doesit?

13-Let’srespectourpeople’swill, m-didn’tthey?

14-PaWillymayneedyoutonight, n-shallwe?

15-Nobodyknowstomorrow, o-aren’tI?

16-Iam handsome, p-isit?

17-Iam notyoursize, q-dowe?

18-Everybodycandothat, r-didthey?

19-Soniamustgetmarried, s-dothey?

20-Weshallleaveatdawn, t-willyou?

Answer:
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1- 6- 11- 16
-

2- 7- 12 17
-

3- 8- 13 18
-

4- 9- 14- 19
-

5- 10- 15- 20
-

Homework

Addtheappropriatequestiontagtothefollowingstatements.Justwritethe

numberandthequestiontag.

1-Mystudentsarenotgoingtoyourparty,……………………?

2-Don’tinsultyourfriends,…………………………………….?3-Mybrotherwon’t

bethere,……………………..……………?4-Boladidn’ttakethebus,

…………………….……………….?

5-Thereisnooneintheclassroom,………….…………………?6-

Everybodyhasgotacomputerinourschool………..……….?

7-Somebodystolemymoneyyesterday,………….…………..?8-

Let’snotfollowthem,…………………………………….…?
9-Iam yourfather’sfriend,……………………………….……?
10-Letthechildrencometome,……………………….………?
11-Akofararelygreetspeople,……………………….………..?
12-Iam nothappywithyou,……………………………………?
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(can,could,may,might,must,oughtto,shall,should,willandwould)

Theyhaveonlyoneform.Theyhaveno–INGform or–EDformsanddonotadd
–Stothethirdpersonsingularform.Theyarefollowedbytheinfinitiveof
anotherverbwithout‘to’.Theexceptionisoughtto.

Example:

1-Tutuvicanspeakthreelanguages.

2-Shewillcometomorrow.

3-Youmustfindajob

4-Childrenoughttotakecareoftheirparents.

Notethatsomeofthem haveequivalents.

*Can-----------------------------Tobeableto+VerborTobecapableof+Verb+ing

*Must---------------------------Tohaveto+Verb

*May-----------------------------Tobeallowedto+VerborTobepermittedto+Verb
*Oughtto-----------------------Tobeobligedto+Verb

Examples:

1-Icanswim =Iam abletoswim./Iam capableofswimming.

2-Studentsmustdotheirhomework.=Studentshavetodotheirhomework.

3-Youmaynotenter.=Youarenotallowedtoenter./Youarenotpermittedto
enter.4-Yououghttopayyourcontribution.=Youareobligedtopayyour
contribution.

Thus,ifyouhaveanyofthesemodalverbsinasentenceandyouwantto
changethatsentenceintoatense,youjustusetheequivalent.

Example:

1a-Shecanpayyoucash.(presentperfect)b-Shehasbeen

abletopayyou./Shehasbeencapableofpayingyou.

2a-Thebankoughttolendmethemoney.(simple

past)b-Thebankwasobligedtolendmethemoney.
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Homework

Changeintotheindicatedtense.Justwritethenumberandthesentenceinthe

indicatedtense.Example:57-Tom canswim.(Simplepast)Answer:57-Tom

wasabletoswim.

1-Hemustpayhisschoolfees.(Simplepast)

2-Youmayenter.(Presentperfect)

3-Wecansavethecountry.(Simplefuture)

4-Can’ttheyunderstandwhatpeoplearesaying?(presentperfect)
5-Musteverybodyrespecttheconstitution?(presentconditional)

6-Everycitizenoughttovote.(conditionalperfect)

7-Youmusttakethestairs.(simplefuture)

8-Youmaystayaslongasyouwant.(presentperfect)

9-CanIhelpyou?(simplepast)

10-Shecancometotheexcursionwithus.(conditionalperfect)

11-Shecanpayyoucash.(simplefuture)

12-Theymaylistentous.(pastperfect)
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(who-whom-whose-which-that)

1- Who(qui)

Itisusedforpersonsatthesubjectposition.Italwayscomesafteranounandit
isfollowedbyaverb.

Examples:

1-That’sthegirlwhostolemypurseyesterday.
2-Themanwhoiscomingisourheadmaster.

3-Thewomanwhoistalkingoverthereisabankmanager.

4-Themanwhogaveyoualifttothehabouryesterdayistheprimeminister.

2-Whom (Que)

Itisusedforpeopleattheobjectposition.Itcomesafteranounanditis
followedbyanothernounorpronoun.

Examples:

1-That’stheboywhom Imetatthetradefairlasttime.
2-Studentswhom theteacherpunishedarelate.

3-Thegirl,whom hesaysheloves,isnotseriousatall.

4-Themanwhom youinsultedatCocoBeachlastSundayisthearmychief
commander.

3-Whose(Dont)

Itisalso used forpersons.Thisrelativepronoun showspossession ora
relationshipbetweentwonouns.

Examples:

1-Iwanttotalktothemanwhosesonbroughtthelettertomyhouse.

2-Imetthewomanwhosehusbandisdead.

3--Ilovegirlswhosefathersareverywicked.

4-Thelady,whosecaryouknockedthismorning,isactuallyyouraunt.

4-Which/That(qui/que)

Weuse“which”or“that”foranimalsandobjects(things).Youcanputverbs,
nounsor

pronounsafterthesetwowords.Thismeansthattheycanbeusedassubject
aswellasobject.
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Examples:

1-Thisis the hotelwhich caughtfire last
month.2-How didyoufindthebookthatI
lenttoyou?

3-Thedogwhichyoustoleandatehadrabies.

4-Thecatthatyousawonourroofbelongstoourneighbor

N.Bsometimes,arelativeclausethatstartswith“that”;”which”or“whom”can
beintroducedwithouttheserelativepronouns.Inotherwords,theycanbe
omittedandtheclauseswillstillbemeaningful.Theclausesarethenknownas
contactclauses.Notethatthecontactclauseusuallystartswithanounora
pronoun.

Examples

1-That’sthemanwhom Imetyesterday./ThatthemanImetyesterday.
2-Thepolicemanwhom thedogbitisstillinhospital./Thepolicemanthedogbit

is…
3-Thebookthatyoulenttomeisveryinteresting./Thebookyoulenttomeis

very….

4-Themealyourgirlfriendcookedistasteless.

5-OfWhichandWhich(of)

Ofwhich(dont)

Itisusedforanimalsandthings.Itshowspossessionorarelationshipbetween
twonouns.

Examples:

1-Thehouse,thepaintofwhichisred,ismyuncle’s.

2-Thecar,thescreenglassofwhichyoubroke,belongstoGeneralDeffalo.

3-Acountry,thepoliticalenvironmentofwhichisstable,attractsmanyinvestors.

Whichof

‘Which’isexceptionallyusedforhumanbeings(persons)toidentifyoneormore
ofalargergroup.

Examples:

1-WhichofthesegirlsiscalledSuzy?

2-Whichareyourchildrenamongthese?

3-Ofthesetwins,whichisthemorebeautiful?

Practice

TranslateintoFrench
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1-Thedogwhichislyingunderthetableiscalled‘Vadis’.

2-ThePrimeMinisteristheleaderofthepartywhichhaswontheelections
3-Thehandthatgivesistheonethatcommands.

4-Theperson,whoappointsthePrimeMinister,couldalsodismiss

him.5-The girl,whose fatherisa police inspector,isTom’s

sweetheart.

6-Whichofyouhasnotdonethehomework?

Answer1-Lechienquiestcouchésouslatable

s’appelleVadis.
2-Lepremierministreestlechefdupartiquiagagnélesélections.

3-Lamainquidonneestcellequicommande.

4-Lapersonne,quinommele1erministre,pourraitaussilelimoger(lerenvoyer
/ledémettredesesfonctions).

5-Lafilledontlepèreestinspecteurdepolice,estlapetiteamiedeTom.6-Qui

parmivousn’apasfaitledevoirdemaison?

Homework

TranslateintoEnglishthefollowingsentences.Justwritethenumberandwhat

correspondstoit.

1-Legars,àquijeparlais,esttrèsgentil.

2-Lecomptequej’aiouvertestuncomptecourant

3-L’élève,dontlepèrevientdeperdresonemploi,esttriste

4-Quidecesdeuxdameslà-basaéténomméepremierministrelasemaine
passée?

4-Voicilafemmepourquij’aitravaillépendanthuitmoisetquiarefusédeme
payer.



42

BRAINSTORMING

TranslateintoEnglish.

1-Où

2-Quand

3-Pourqui

4-Comment

5-Qui

6-Quoi

7-Lequel/Laquelle/Lesquel(les)8-Pourquitravaillez-vous?

9-Oùas-tudormihiernuit?

10-Pourquisontcesserpentsquisifflotentsurnostêtes?

Theyarequestionsthatbegin(start)byoneofthefollowingquestionwords:
where,who,why,when,how,whose,which,etc.

Examples:

1-Wheredidyousleepyesterdaynight?

2-Whatwillyoueatatdinner?

3-Howoldwereyoubeforegettingmarried?
4-Whycan’tyoudothat?
5-Whotoldyouthat?

6-Whenareweleaving?

Rules

- WH+Auxiliary(am/is/are/was/were)+Subject?

- WH+Auxiliary(am/is/are/was/were)+Subject+Verb+ing?

- WH+Auxiliary(do/does/did)+Subject+Verb?

- WH+Auxiliary(have/has/had)+Subject+PastParticiple?

- WH+ModalVerb+Subject+Verb?

Practice

Askquestionsbasedontheunderlinedwordsorexpressions.Justwritethe
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numberandwhatcorrespondstoit.

N.B:Allthewordsinthesentencewillappearinthequestion,exceptthe
underlinedones.

1-Akwesididn’tcometochurchyesterdaybecausehisdressesweredirty.

2-Lamais20km from Kara.

3-RosemaryalwaysdoeshershoppingatKingsway.

4-Mr.BegoodspenttheweekendinKpalimewith‘MissFrance’.

5-Sheeatstwiceaday.

6-Sam smokesalot.

7-Soniacutherfingerwhenshewastryingthenewblender.

8-Angelahasbeendisappointedfourtimesbymen.

9-TheD.M.DwillvisitSwitzerlandduringhisleave.

10-AdjaTotoacanliftabagofcementwithonehand.

11-Thiscomputercostmeahugeamountofmoney.

12-Theyhavelivedashusbandandwifefortwentygoodyears.

Answers

1-Whydidn’tAkwesicometochurchyesterday?
2-HowfarisLamafrom Kara?

3-WheredoesRosemaryalwaysdohershopping?

4-Whom didMrBegoodspendtheweekendinKpalimewith?/Withwhom
didMr.BeggodspendtheweekendinKpalime?

5-Howoftendoessheeatperday?

6-Whosmokesalot?

7-WhosefingerdidSoniacutwhenshewastryingthenewblender?

8-HowmanytimeshasSoniabeendisappointedbymen?

9-WherewilltheD.M.Dvisitduringhisleave?

10-WhatcanAdjaTotoaliftwithonehand?

11-Howmuchdidthiscomputercostme?

12-Howlonghavetheylivedtogetherashusbandandwife?

Homework
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Completewiththemissingquestionwordorphrase.Justwritethenumberand

whatcorrespondstoit.

1-……………………timesdidthetelephoneringbeforehepickedit?
2-……………………can’ttheygrantwhatteachersareasking?
3-…………………….shalltheykillourprophetswhilewestandasideandlook?

4-…………………….kilometersseparateCinkassefrom Djankasse?

5-…………………….areyougoingtomeetatthehotel?

6-…………………….countrywonthelastworldcup?

7-…………………….haveyougoneintheimplementationofthenew project?8-
…………………….doesthissuitcost?

9-…………………….doyouthinkyouare?

10-…………………….womenministerswilltherebeinthenextgovernment?11
-…………………….doesthissuitcost?

12-…………………….doyouthinkyouare?

13-…………………….womenministerswilltherebeinthenextgovernment.

BRAINSTORMING

Thegerundisanounintheform ofthepresentparticipleofaverb(thatisending

inING).Toform thegerund,weonlyadd“ING”tothebasicverb.Wehaveasa

resultanounandnotaverb.

e.g:Toeat+ING===================eating

Towrite+ING==================writing

Asnoun,thegerundcanbeasubjectoranobject.Itcanalsobeusedaftersome
prepositions,someverbs,somenouncompoundsorsomeexpressions.

1-Gerundusedasasubject

Veryoften,whenagerundisusedasasubject,itbeginsthe

sentence.e.g:-Drinkingtoomuchalcoholisdangerous-

Smokingisdangerousforourhealth

2-Gerundusedasanobject

Whenitisusedasanobject,ittendstooccupythelastpositioninthe

sentence.e.g:-Singingiseasierthandancing

3-Gerundusedaftersomeverbse.g:-helikeseatingfufu

-Heenjoyshimselftakingdrugs
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N.B:Someverbscallingforthegerundare:(To)Avoid;like;dislike;enjoy;finish;

hate;appreciate;start;begin;stop;avoid;deny;delay;detest;understand;forgive;

postpone;practice…

4-Gerundaftersomeverbs+prepositionse.g:-Heinsistsoncomingtomyplace

-Heisaccusedofstealingthepurse

Note:Someverbs+prepositionscallingforgerundare:(To)insiston;objectto;be

goodat;bebadat;befondof;accuseof;bechargedwith;befinedfor;beusedto;

preferto;befor;beagainst;beatoolfor;thinkof;besorryfo;carefo;keepon;

lookforwardto;putoff;seeabout;taketo…

5-Gerundusedaftersomeprepositions

e.g:-Onhearingthenews,shefallsdown

-Beforedying,shewhisperedafewwords

Note:Someprepositionscallingforgerundare:Without;after;before;of;about;by;
on;in…

6-Gerundusedaftersomeexpressions

e.g:Wouldyoumindshowingmethewaytohospital?

Note:Someexpressionscallingforgerundare:I’m fedup;it’snouse;it’snogood;
it’sworth;it’snotworth;wouldyoumind…

PRACTICE

Rephrase these sentences using the
gerund1a)Theguyrepeatedlywantedto
buymeadrink

b)Theguyinsistedon…buyingmeadrink
2a)MayIopenthedoor?

b)Wouldyoumind…my(me)openingthedoor?
3a)Don’tsitaroundcomplaining.Whydon’tyoudosomethingaboutit?

b)Insteadof…complaining,whydon’tyoudosomethingaboutit?
4a)Youneednotcopythefirstsentence

b)It’snouse…copyingthefirstsentence

5a)Jamesisinterestedinplayingthepiano

b)Jamesenjoys…playingthepiano
6a)Theysaidthathehadsetthehouseafire

b)Theyaccused…him ofhavingsetthehouseafire
7a)Itisnotgoodtotalkinclass

b)Youmustavoid…talkinginclass.
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IFCLAUSES -UNLESS

Aconditionalsentenceconsistsofamainclauseandan«if»clause.Conditional
sentencesareofthreetypes.Theactioninthemainclausewillonlytakeplaceon
theconditionthattheactionofthesubordinateclauseoccursfirst.If-clauses
stateaconditionandtheyareadjunctsofthemainclause.

I-FirstorRealConditional(If-clauseType1)

Thisshowsaconditionthatisverylikelytohappen.ItmeansthatifXhappens,Y
shoulddefinitelyhappen.

STRUCTURE:IF+SIMPLEPRESENT+SIMPLEFUTURE
e.g:-IfImeethim,Ishallgivehim anicepresent

-Ifyoulearnhard,youwillpassyourexam

-Ifitrains,theywon’tbeabletogoswimming

II-SecondConditional(If-clauseType2)

Thisshowsaconditionthatisimprobableorunlikelytohappen.Youimaginethat
ifXhappenednow,Ywouldprobablyhappen.

STRUCTURE:IF+SIMPLEPAST+PRESENTCONDITIONAL(would+verb)e.g:

-IfKpatchawererich,hewouldmarryAyélé
-HajowouldbeatKoboyoifshewerestrong

-IfKpakpatrouhadmoney,hewouldhelppoorchildren
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III-ThirdConditional(If-clauseType3)

Thisshowsaconditionthatisimpossibletohappenorunfulfilled.Itmeansyou
imaginethatifXhadhappened(butitdidn’t),Ywouldhavehappened.

STRUCTURE:IF+PASTPERFECT(Had+P.P)+PASTCONDITIONAL(Would
+have
+P.P)
e.g:-IfNakahadworkedhard,shewouldhavepassedher
exam -IfAbidehasgonetoKumasi,shewouldhave
visitedKNUST.

Note:

- Inconditionalsentencesweuse“were”insteadof«was»forallthepersons
because

«were»isasubjunctive(theform ofverbthatexpressesawishorpossibility).

- Aconditionalsentencemayalsobeexpressedwithout“if”,inthiscasewe
haveaninversionofthesubject,itmeansthatthesubjectfollowstheverb.

e.g:-wereIsick,Iwouldgotohospital.

- HadIworkedhard,Iwouldhavepassedmyexam.

- Didyoucome,Iwouldintroduceyoutoforeigners.

- Sometimesthemainclausecanbeanimperativetoshowadvice.

e.g:-Don’tswitchonthefanifyoufeelcold

-Ifyoudon’tknowhowtodoit,asksomeoneforhelp.

- The«if»clauseisseparatedfrom themainclausebyacommawhenit
comesinfront.

e.g:-IfIam sick,Iwillgotohospital=========IwillgotohospitalifIam sick.
Conditionalsentencesmaygowithwordslike:unless,when,assoonas,provided
that,supposingthat,whenever….

IV-theuseof«unless»(if…not).

Itisusedtotallkaboutasituationthatcouldbetrueinthefuture.«Unless»is
alwaysfollowedbyapositive(affirmative)verbgroup.

STRUCTURE:UNLESS+Affirmativeverb+themainclause
e.g:1a)ifIam sick,Iwillgotothehospital

b)UnlessIam sick,Iwon’tgotothehospital

2a)ifIworkhard,Iwon’tfail

b)UnlessIworkhard,Iwillfail

3a)ifIwerenotlaborious,Iwouldn’tfindajob

b)UnlessIwerelaborious,Iwouldn’tfindajob

N.B: 1)if+affirmative+affirmative=========unless+affirmative+negative
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2)If+negative+negative=============unless+affirmative+negative

3)If+negative+affirmative===========unless+affirmative+
affirmative

4)If+affirmative+negative===========unless+affirmative+
affirmative

BRAINSTROMING

EXCLAMATION

Inanexclamativesentence,weuse:

1

A)what…a+singular

E.g:-Whata nice film wehave
seen!-Whatabeautifulgirl!

-Whatastupidboy!

Rule:Whata+adjective(consonant)+noun(singular)
B)What…an+singular

E.g:-Whataninterestingmatch!

-Whatan evening we
had!-Whatan awful
noise!

Rule:Whatan+adjective(vowel)+noun(singular)

C)What…+plural

E.g:-Whatuglyboys!

-Whattroubleswehad!

Rule:what+adjective+noun(plural)

2

A)How…

e.g:-Howhandsomethisboyis!

-Howdelicioustheseorangesare!

Rule:how+adjective+noun+verb

B)How…
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e.g:-How

handsome!-How

delicious!Rule:How

+adjectiveRemark:

Wecanalsouse“such(a;an;…)”toexpressanexclamativesentence

e.g:-Wehadsuchatrouble!

-Iatesuchaninterestingorange!

-Wereadsuchromanticnovels!

Rule:…such(a;an;…)+adjective+noun

How/soforadverbsandadjectives

e.g:-Howwonderfulthiscaris!(How+Adjective)

-Howslowlyhewrites!(How+adverb)

-Itissowonderfulacar!(So+adjective)

-Hewritessoslowly!(So+adverb)

ATTENTION
Howdifficultisit?(Interrogative)

Howdifficultitis!(Exclamative)

(HOMEWORK)
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Tensesinreportedspeech

I-Whenthereportingverbisinsimplepresent,presentperfectandsimplefuture,

theverbdoesn’tchange.

“Wearegoingtosing,”thestudentssay.Thestudentssaythattheyaregoingtosing.

II–Whenthereportingverbisinsimplepast,thetensechanges.

Thestudentssaidthattheyweregoingtosing.

1-Tensevariationsfrom directspeechtoindirectspeech

DIRECTSPEECH INDIRECTSPEECH

Simplepresent
Presentcontinuous
Presentperfect
Presentperfectcontinuous
Simplepast
Pastcontinuous
Pastperfect
Future
Futureperfect
Can
May
Must

Simplepast
Pastcontinuous
Pastperfect
Pastperfectcontinuous
Pastperfect
Pastperfectcontinuous
Pastperfect
Conditionalpresent
Conditionalperfect
Could
Might
Hadto

Changesofpronouns

PersonalObjective Possessive Possessive Reflexive

Pronoun Case adjective pronoun pronoun

I Me My Mine Myself

You You Your Yours Yourself

He Him His His Himself

She Her Her Hers Herself

It It Its Its Itself

We Us Our Ours Ourselves

You You Your Yours Yourselves

They Them Their Theirs Themselves

Changesofadverbsoftimeanddemonstratives
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Exercise:

Findtheequivalentofthesepronounsinindirectspeech

Directspeech Indirectspeech

Thus ……………………………………………. so/inthatcase
Here ……………………………………………. There
Now …………………………………………… Then

Yesterday…………………………………………thedaybefore/thepreviousday

Ago …………………………………….……...before/theprevious
Las …………………………………………….before/theprevious

Tomorrow………………………………………….. thefollowingday
Next …………………………………………. thefollowing

This/These …………………………………………that/those.

Today ..................................................... Thatday

Tonight ................................................. Thatnight

REPORTEDSPEECHOFQUESTIONS

Interrogativeform becomesaffirmativeform inreportedspeech.

a)Yes/Noquestions

“Areyougoingwithus?”Koffiasked.

Koffiaskedif/whethertheyweregoingwiththem./Koffiwantedto know
whether……..

“Doyouhaveanybooks?”Johnaskedme
JohnaskedmeifIhadsomebooks.

b)WHquestions

“Whereareyougoing?”Heaskedme
HeaskedmewhereIwasgoing.
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REPORTEDSPEECHOFCOMMANDS

Whenitisanaffirmativecommandororder,itbecomesaffirmativeinfinitive
(to+verb)

“Goout,’’theteachertoldthestudent
Theteachertoldthestudenttogoout.

When itis a negative command ororder,itbecomes negative infinitive
(not+to+verb)

“Don’ttelllies’’Thepastortoldhim.
Thepastortoldhim nottotelllies.

“Sitdown”,heorderedme

Heorderedmetositdown
“Don’tgoout”,theteacher
said
Theteacherorderednottogoout.

REPORTEDSPEECHOFGENERALTRUTHSANDPROVERBS.

Thereisnochange.

“Theearthisround,’’saidtheteacher
Theteachersaidthattheearthisround.

“Waterboilsat100°C’’,theteachersaid

Theteachersaidthatwaterboilsat100°C

INTERJECTIONS

Findthecorrespondingverb.

eg:‘’hello’’Hetoldme
Hegreetedme.“Congratulations”,theman

saidtohisdaughter.

Themancongratulatedhisdaughter.

N.B:Ifthedirectspeechcontains‘’always’’and‘’never’’wedon’tchangethe
second

verb.

“Ialwaysgotoschoolontime’’,Paulsaid
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Paulsaidthathealwaysgoestoschoolontime.

’Ineversleepoutdoors’’,Munirasaid

Munirasaid(that)sheneversleepsoutdoors.

EXERCISE

Putintoreportedspeech

1)‘’Ilikeplayingwithmyfriends’’,hesays
2)‘’Ihaveseenhim sinceMonday’’,hehassaid3)‘’Itistoolateto

makecake’’,mybrotherwillsay
4)‘’Wemustbringthepapers’’,Thestudentssaid
5)‘’IwasgoingtothestorewhenIsawyourmother’’,ItoldKossi.
6)“Wearehunters”,theysaid
7)“IwenttoLondonlastweek”,Koffisaid
8)“GohomeIdon’twanttoseeyouhereagain”,shetoldthegirls
9)“Wehavetheseexercisestodotoday”,Koffisaid
10)“Howareyoutoday?”Theyaskedme
11)“Don’tletyourparentswastethemoneyfornothing»,shetoldthepupils
12)“Iboughtthesebooksfivedaysago”,shesaid

13)“Hurray!”Allthemenshouted

Putintodirectspeech

1)Theboyssaidthattheyweregoingtothemarket.

2)AfisaidthatshewouldtraveltoKarathefollowingday.

3)Iaskedtheboywhetherhismotherhadboughtthebook.

4)Thepupilscomplainedthattheyhadnotunderstoodthelessonthattheteacher
hadtaughtthem thepreviousday.
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I–Regularadjectives

1-Onesyllableadjectives(theyareshortadjectives)

Example;big,tall,short,fast,fat,etc…

2-Twosyllablesadjectives(theyareshortadjectives)
Theyendin;y,e,w,er.

Example:silly,ugly,simple,clever,narrow

3-Moresyllablesadjectives(Theyarelongadjectives.)

Example:Careful,Beautiful,wonderful,etc…

A–COMPARATIVE

SHORTADJECTIVES

LONGADJECTIVES

Superiority
(plusque)

Shortadj+er+than

Eg:Biggerthan

More+longadj+than

Eg:Moreexpensivethan

Equality
(aussi…….que)

As+adjective+As

Eg:asbigas,asexpensiveas,astallas

Inferiority
(moins……..que)

Notas/Notso+adj+as

Eg:Notas/sobigas;Notasexpensiveas
Less+longadj+than

Eg:Lessexpensivethan,lessdangerousthan

B–SUPERLATIVE

SHORTADJECTIVES LONGADJECTIVES

Superiority
(leplus….)

The+shortadj+est
Eg Thefattest:

The+most+longadj
Eg Themostdangerous:

Inferiority
lemoins….)(

The+least+longadj
Eg:Theleastdangerous

II–IRREGULARADJECTIVES

Adjectives Comparative Superlative
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Good Betterthan Thebest

Bad Worsethan Theworst

Many

Much

Morethan Themost

Little Lessthan Theleast

Far

Furtherthan

Fartherthan

Thefurthest

Thefarthest

Old

Olderthan

(The/my)
Elder

Theoldest

Theeldest

III–DOUBLECOMPARATIVE

Themoreyoueat,thegreedieryouwillbecome
Plusonmange,plusondeviendragourmand

Thenearerthepolicegets,thefasterthethievesrun.

IV–PARALLELCOMPARATIVE

Youbecomemoreandmoretalkative
Youbecomegreedierandgreedier.

BRAINSTORMING

«WISH »/«IFONLY»

Weuse“wishorifonly“whenwewantsomethingtohappenortobetrueeven
thoughitisunlikelyorimpossible.Therearethreeformsof«wish/ifonly»

*Rules:

a)Affirmativesentence~negativesentence

b)Simplepresent~simplepast

c)simplepast~pastperfect

d)simplefuture~conditionalpresent
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1)“wish”(ifonly)+simplepasttense

Thisform of«wish»isusedtoexpressregrets-thatwewouldlikethingstobe
different,itmeanswhenwewishasituationwhichdoesnotexist,didexistorthat
asituationwhichdoesexist,didnotexist.Thesimplepastisusedafter«wish»or
«ifonly»toexpressanunrealsituationinthepresent.
e.g:-IwishIwererich(Iam notrich)

-IwishIspokeEnglish(Idon’tspeakEnglish)
-ifonlytheydidn’ttravel(theytravel)

Note:thesubjunctive«were»isnormallyusedinsteadof«was»withsingular
wordsinthissituation.

e.g:shewishesshewerebeautiful(sheisugly/sheisnotbeautiful)

2)“wish”(ifonly)+pastperfect(had+p.p)

Weuseapastperfecttensetotalkaboutthepastandwhenwewishthat
something hadhappenedwhich did nothappenorthatsomethinghadnot
happenedwhichdidhappen.Itisusedwhentheactionregrettedisinthepast.

e.g:-Iwishithadnotrainedheavilyyesterday(i.e:Iam sorryitrainedheavily
yesterday)

-Ifonlyhehadmarriedher.(i.e:it’sapityhedidn’tmarryher)

Remark:«wish»canbeputintothepasttense,inthiscase,theruleremainsthe
same.e.g:Koffiwishedshehadnotstolenhispurse(i.e:it’sapityshestolehis
purse).

3)“Wish“(ifonly)+presentconditional(would+verb)

Itisusedwhenwewishthatsomethingnotyethappeningwouldhappenor
somethinghappeningnowwouldchangeorstop.Itexpressessomethingthatyou
wouldliketohappeninthefutureorevenimmediately.

e.g:-Iwishyouwouldn’tmakenoiseintheclassroom.(i.e:I’m sorryyouare

making
noiseintheclassroom.

-Ifonlyshewouldpassherexam.(i.e:itisapityshewillfailher
exam)N.B:

 wecanuse«wish»+infinitivetomean«want»

e.g:-Iwishtotalktoyou================Iwanttotalktoyou

-IwishtotellyouthatIloveyou========IwanttotellyouthatIloveyou

 «Ifonly»meansthesameas«wish».Weusethesametensesafter«if
only»asafter«wish».

e.g: -IfonlyIknewyourfather=IwishIknewyour
fatherWedonotuse«wish»inprogressive
tenses.Ifonly#onlyif
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PRACTICE

Rephrasethefollowing
sentences1a)I’m sorrytheoffice
isclosed.b1)Iwishtheoffice
weren’tclosed.b2)Iwishthe
officewereopened.2a)It’sapity
Ididn’tgowithhim.

b)IfonlyIhadgonewithhim.

3a)It’sapityyoudon’tknowwhereyourfatherworks.
b)Iwishweknewwhereyourfatherworks.

4a)Iam sorryIforgotyourbirthday,darling.
b1)IwishIhadn’tforgottenyourbirthday,darling.
b2)IfonlyIhadrememberedyourbirthday,darling.

5a)it’sapityshecouldn’tsingwell.

b)Iwishshehadbeenabletosingwell.
6a)Iam sorryshewillleaveyou.

b)Iwishshewouldn’tleaveyou.
7a)It’sapityyouaremakingbadsentences.

b1)Iwishyouwouldn’tmakebadsentences.
b2)Iwishyouwouldstopmakingbad
sentences.

8a)Iwishshehadn’tlovedme.
b)Iam sorryshelovedme.

9a)It’sapityshehastravelled.
b)Ifonlyshehadn’ttravelled.

10a)Johnnevercomestothemeetingontime.

b)IwishJohncametothemeetingontime.
11a)Iam sorryhewillclimbthemountain.

b)Ifonlyhewouldn’tclimbthemountain.
12a)Whatapitywedidn’tmeetthem lastweek.

b)Iwishwehadmetthem lastweek.
13a)Iam sorryyoucanplaythepiano.

b)Ifonlyyoucouldplaythepiano.

14a)It’sapityHajodeceivedherhusband.
b)IfonlyHajohadnotdeceivedherhusband.

15a)it’stimetogooutforbreakfast.
b)Iwishitweren’ttimetogoforbreakfast.
16a)Iam sorryIcan’tdoanythingaboutyourcase.

b)IwishIcoulddosomethingaboutyourcase.
17a)Whatapityyouwillgotothepicnicatnight.

b)Iwishyouwouldnotgotothepicnicatnight.
18a)Shefellpregnant,whichisashame.

a)Ifonlyshehadnotfallenpregnant.

QUIZ

Rephrasethefollowing
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sentences1a)Wearesorryhe
drivessofastb)Wewish…
2a)Itisapityyoudidn’tgetyour“A”Level
b)Ifonly…
3a)Iam sorryIcan’tdoanythingaboutyour
misfortuneb)Iwish…
4a)Whatapityyouwillgotothepicnicatnight.

b)Iwish…
5a)Thetape-recordermadealotofnoise.Itwas
bad.b)Ifonly…
6a)Wecamelatetothedinnerandcouldn’tfindanythingto
eat.b)Wewish…
7a)SheissorrytodayisnotSunday.b)

Ifonly…8a)Ifonlythatgirlhadn’t

fallenpregnant.b)itisapity…
9a)Iwish my fatherwere
aliveb)Iregret…
10a)Itisapityshedidn’tlistentoher
parentsb)Ifonly…
11a)Hehasn’tleftanychildofhis,itis
bad.b)Ifonly…
12a)Itisisapityyouarejokingwithyourlife.

b)Iwish…



READINGCOMPREHENSION

TEXT:PACKINGANDTRANSPORT

Insendinggoodtoanotheraddress,andespeciallywhenshippingthem abroad,
packingisanimportantconsideration.Thefinalpriceofgoodsisinfluencedby
carriageandfreightcharges,andthesearebasedontheweightorvolumeofthe
consignment.In anycase goods mustarrive attheirdestination in good
condition,andinconsiderationofthisfactthepackingus
servestoprotectthem againstdamageintransit.Forthispurposepacking
materialsshouldbestrongandlight,andsometimeswatertight.

Consumergoodsshouldlookattractivetocustomersintheshop,butthisbranch
ofpackingisusuallyreferredtoas“packaging”.

Therearemanytypesofcontainers,andsomemorewhicharespeciallymade
forthearticlestheycontain.(e.g:largemachines).

Roadandrailcarriagearethemostfrequentlyusedformsofinlandtransport.
Goodsareusuallyhandledlesswhenconveyedbyroad,astheyareloadedatthe
factoryorwarehouseandunloadedonarrivalattheirdestination.Railtransport
bygoodstrainisgenerallycheaper,butgoodsoftenhavetobereloadedfrom
onewagontoanotherandmaybedelayedforseveraldaysawaitingconnections.
Merchandisedispatchedbypassengertrainwillbedeliveredmorequickly,but
thesizeoftheconsignmentislimited.

Thecheapestandoldestform oftransport,byinlandwaterways(riverandcanal),
playsanimportantpartinthetransportofheavycargoes.Itiseconomicalfor
fuelandheavybuildingmaterialsforinstance,ifthequestionoftimeisnotso
important.

Airfreightontheotherhand,isusedwhenwewishtosavetime.Althoughfaster,
itis expensive and therefore mainlyworthwhile formore valuable goods,
perishablesorarticlesthatarelightinweight.

Overseasshipmentsaresometimescomplicatedandsoforwardingagentsare
generallyemployedtodealwiththese.Besidesexportandimportformalities
andcustomsclearance,sailingsmustbeselected,shippingspacebooked,the
goodsinsured,collectedfrom consignerandloadedonboard.
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WORDSANDEXPRESSIONS

Topack:tofold/toroll/towrap/ortocombineintobundle

Apack:apackingmaterialinwhichsomethingispackedtoconveygoods

shipment:conveyance/dispatch

Freight:Goodsorcargocarriedbyacommercialmeansoftransport.Themoney

paidforthetransportofgoods

Custom clearance:actofdeclaringgoodsinfrontofthecustom agent

Watertight:Soclosethatwatercannotpenetrate.

A-QUESTIONS

1-Airtransportisfrequentlyusedininlandtransport.TrueorFalse?

2-Whichofthefollowingisnotinfluencethefinalpriceoftheproduct?

a-waste b-weight c-volume d-carriage

3-Giveonedisadvantageoftheuseofpassengertrainsforthecarriage.

4-Giveoneadvantageoftheuseofgoodstrainforthecarriage.

B-VOCABULARY

B1-Matchthenumberedwordsandexpressionswiththeirlettereddefinitions.

Writethenumberandtheletter.Example:86-d

1-Consigner 2-Consignment 3-Weight 4-Perishables

a-Theheavinessofthingsdeterminedbytheirmassorquantityofmatter.

b-Fooditemsthatarelikelytodecay(rot)quickly.

c-Thepersonororganizationthatsendsgoodstoanother.d-A quantityor

packageofgoodsdeliveredortobedelivered.

B2-Findinthetexttheantonymsofthefollowingwords.Writethenumberand

whatcorrespondstoit.

1-Consignee



2-Light(adjective)

3-Moreexpensive

4-Simple

5-Loaded

PARAGRAPHWRITING

A/Howtowriteparagraphs

 Findoutappropriatestructuresaccordingtotheideas

 Foreachidea,takeintoaccounttheverbalstructures:

-Thetenses

-Linkingwords

Starteachparagraphwiththekeysentencethatyouwilldevelopnext.

B/Somepiecesofadvice

Usethevocabularyandthestructuresthatyoumaster

 Don’ttrytomakecomplexsentencesinFrenchway

 Developasingleaspectofthetopicineachparagraph

 Writedownmanyparagraphstopointoutyourdemonstrationin

structuralandlogicalway

Exemple:

HowfardoyouconsiderthederegulationofEurope’sskiesasbeneficialtoboth

thecustomersandtheairlines?



VERBAL

STRUCTURES

TENSES CONNECTORS KEYSENTENCES

-leadto

-enablesomeoneto

dosomething

-benefitfrom

-forceto

-resultin

Conditional(hypothesis

inthefuture)

-firstofall

-thanksto

-asaresult

-furthermore

-havingsaid

this

-owingto

-thus

Forthe

passengers

deregulation

presentsmore

advantagesthan

disadvantages

Asampleofparagraphwriting

INTRODUCTION

-Reformulatethequestiontoshowthatyouunderstandthetopic

-Situatethequestioninitscontext(historical,geographical,temporal….)

-Don’tmentionthescheme.Itisnotadissertation

-Beshort,convincingandpertinent.

-Don’tstarttodevelopyourargumentsintheintroduction

Example:

TheliberalizationofEuropeanairtravelisverymuchinthenewsatthemoment.

Itwillbeenableanyairlinetoflyanywhereandtochargeanypriceitwants.

CurrentlyinEuropethemarketisstillregulated,althoughthemonopolyofstate-

ownedairlinesisslowlybeingerodedtodisappearcompletelyin1997.1997will

seetheintroductionoffreecompetitionbetweenEuropeanairlines.



CONCLUSIONWRITING

-Neverrepeatwhatyouhavealreadysaid

-Answerthequestionsinthelightofyourargumentstakingapersonaldecisionif

youareaskedtoorbeobjective

-Youcanwidenthescopeofthetoughsconsideringsomeperspectivesinthe

form ofquestionsorsuggestions.

THESPEECHWRITING

Thespeech(orTalk,orAddressEssay)isawritingmessagedeliveredonspecial

occasions.There is a formalspeech (Officialevents like inaugurations,

independance Day,conferences,...)and an informalspeech (birthdayparty,

baptism,...)

Thedifferentparts.

1.Salutationorgreetings

Itcanbe:

a) Your Excellency Mr President,your Excellency Mr Prime Minister,

ExcellenciesTheMinisters,HonourableMPs,DistinguishedGuests,Ladiesand

Gentlemen.

b)Headmaster,DevotedTeachers,Fellow Students,LadiesandGentlemen.

c)DistinguishedGuests,DearFriendsandRelatives,LadiesandGentlemen.

2.Introduction

ItCanbe:

a)Ihavethehonourofaddressingthenobleassemblytotalkabout....

b)Onbehalfofmyschoolmates,Iwouldliketo....



c)Iam honouredwithyourpresenceatmybirthdayparty.Ihopethat....

3.Body:Itthemainspeech.

4.Conclusion:

Ex:Thankyouforcoming/listening/havingpaidattention.

Topic:AtyourschoolculturalweekOpening day,you haveto addressthe

audienceonbehalfofyourschoolmatesaboutthestudentsactivitiesforthe

wholeevent.Writethespeech.

NB:A title and the name ofthe speakerare needed,when the speech is

presentedinawrittenform byacandidate,orwhenitisreportedtothepublicin

newspapers,...

-
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