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INTRODUCTION 

 

LETTERS 

 
Letters are written or printed symbols which represent a particular sound in a language. Every Letter has 
its specific sound. 
 

Types of Letters: 
Letters are divided into two main types: 
 

Types of Letters According to their shapes. 
 

A) Capital Letters (Upper Case Letters) Example : A,B,C,D. 
B) Small Letters (Lower Case Letters) Example: a,b,c,d. 

 

Types of Letters According to Their Sounds: 
 

A) Vowels  
These are five letters (a,e,i,o,u) and help other letters to make proper sound. These letters are 
pronounced without contact of the tongue, teeth and lips. 

B) Consonants 
Except Vowels, all alphabets are called consonants.  

C) Semi Vowels ( W,Y) 
 

WORD: 
 
The smallest meaningful unit of a language, which is formed by the combination of some letters is called 
word. 
Example:  School, sky, read, swim etc. 
 

SYLLABLE: 
 
The smallest part of a word which can be pronounced with single tongue movement. For example: 
 

a. Book  (1 syllable) 
b. Flower  (2 syllables)  Flo / wer 
c. Telephone (3 syllables)  te/le/phone 
d. Calculator (4 syllables) cal/cu/la/tor 

 

SILENT LETTERS: 
 
There are few letters in English language which are written in the word but not pronounced are called 
silent letters. For example: 
 
K : Knife, Know, Knee. 
B : Thumb, lamb. 
W : Write, Wrist, Wrong. 
H : Hour, Honest, Honour. 
I : Walk, Talk , Half 
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SENTENCE AND ITS TYPES 
 
A group of words that grammatically makes a complete sense is called a sentence. Following are the 
main types of sentences: 
 

1. Declarative Sentence 
2. Interrogative Sentence 
3. Imperative Sentence 
4. Exclamatory Sentence 

 

1. Declarative Sentence 
Any sentence which makes a statement is called “Declarative Sentence”. It ends with full stop. 
Examples: 

a. I go to school daily. 
b. I do not go to bazar. 
c. Teachers are great blessings of Allah. 
d. We are not friends. 
e. Man is a social animal. 

 

2. Interrogative Sentence 
All sentences which ask a question are called interrogative sentences. These types of sentences ends 
with question mark (?). 
Examples: 

a. Where are you going? 
b. What is your name? 
c. Do you play hockey? 
d. Do you like mango? 

 

3. Imperative Sentence 
Imperative sentence is a command or request. It tells or ask someone to do some thing. It also ends with 
full stop. Examples: 
 

a. Shut the door. 
b. Bring some ice. 
c. Please do not shout. 
d. Call your parents. 
e. Please lend me your book. 

 

4. Exclamatory Sentence 
All those sentences which show excitement or strong feelings etc. are known as exclamatory sentences. 
These types of sentences include sign of exclamation (!), within or at the end of sentence. For Example: 
 

a. What a wonderful place it is! 
b. Bravo! You did well. 
c. Wow! What a beautiful watch. 
d. Hurrah! We have won the match. 

 
 

Types of Sentences Based on Structure 
We can categorize our sentences based on structure. So, structure wise we can divide sentences into 
following types: 
 

a. Simple Sentence 
b. Compound Sentence 
c. Complex Sentence 
d. Complex-Compound Sentence 
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Important to know: 
 
Before understanding all types, we should understand few things: 
 

What is Clause:  
A group of words including subject and object , which convey complete sense called a clause. 
 

Independent & Dependent Clauses: 
A sentence may contain more than one clauses, where at least one clause will be main clause (called 
Independent clause). While other clause is called subordinate clause ( called Dependent Clause). 
The main clause may also be used as stand alone sentence because it gives complete meaning, while 
dependent clause do not provide complete meanings, it dependents upon the main clause to give complete 
meanings. 
 
Example: 
 
 I saw a student who was playing. 
 
This sentence has two clauses: 

I saw a student 
Main clause (Independent clause) 
can also be used as stand alone 
sentence. 

Who was playing 

Subordinate Clause (Dependent 
Clause) because it depends upon 
the main clause for complete 
meaning and can not be used as 
stand alone sentence. 

 
Depending on the number of clauses in a sentence, a sentence can have different structures which are 
generally divided into following types: 
 

a. Simple Sentence 
b. Compound Sentence 
c. Complex Sentence 
d. Complex-Compound Sentence 

 

A. Simple Sentence 
A simple has only one clause (main or independent clause) and it gives complete meaning. So, such type 
of sentences are called simple sentences. 
Examples: 

a. I bought a car. 
b. We ate apples. 
c. She goes to school. 
d. They were laughing. 
e. Saad was sleeping. 

 
 

B. Compound Sentence 
 
A compound sentence has at least two main (independent) clauses, connected by a coordinating 
conjunction (a word which combines two sentences) or some Times with semi colon ( ; ). These type of 
sentences do not have dependent clause. In these sentences a comma may or may not be used before the 
coordinating conjunction. 
 
Examples: 

a. I wrote him an email, but he did not reply to me. 
b. I am sorry for I did not help you. 
c. When I needed his help; he helped me. 
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d. The patient took his medicine so he could recover from illness. 
e. I told him about his failure in the exam and he became sad. 

 

C. Complex Sentence 
 
A complex sentence has one main clause (Independent clause) and has at least one subordinate 
(dependent) clause connected by conjunctions (when, because, since, unless, although etc.) or pronouns 
(who, that, which etc.). 
 
Examples: 
In the following examples the main clause is in bold form. 

a. I saw a girl who was wearing a yellow shirt. 
b. The girl bought a doll which sings a song. 
c. She gifted me a book that helped me in preparation of my exam. 
d. We helped a child who was crying. 
e. We saw a joker who was playing the guitar. 

 
Note:  
A complex sentence may start with main or subordinate clause. If sentence starts with subordinate clause 
then a comma ( , ) must be used after the subordinate clause. 
Examples: 

It is quite hot today although it is raining. Although it is raining, it is quite hot today. 

You can not succeed unless you work hard. Unless you work hard, you can not succeed. 

 
 

D. Complex-Compound Sentence 
 
A complex-compound sentence has at least two main or independent clauses and one or more 
subordinate or dependent clauses. 
 
Examples: 
In the following examples sentences have two main clauses and one subordinate clause. The main 
clause in the sentence is in bold form and subordinate clause is in italic form. 
 

a. I like physics, but  my friend likes Biology who want to become a doctor. 
b. I waited for him, but he did not come which disappointed me. 
c. She bought a red shirt, but I bought a white shirt which was cheaper. 
d. We helped a boy, and the boy became happy which made us happy too. 
e. The cat ran after a mouse and the mouse hid under the table which was made of wood. 
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PARTS OF SPEECH 
 
Every word is a part of speech. The term “Part of Speech” refers to the role a word plays in a sentence. 
We can categorize English words into 9 basic types called "parts of speech" or "word classes". 

1) Articles 
2) Noun 
3) Pronoun 
4) Verb 
5) Adverb 
6) Adjective 
7) Preposition 
8) Conjunction 
9) Interjection 

 
 

1) Articles: 
In English, articles are used in sentences as an adjective to modify a noun. The two types of articles are 
called  

 Definite 

 Indefinite 
The three indefinite articles include ‘a’, ‘an’, and ‘some’. ‘The’ is the only definite article. 
 
Examples: 

 The tall man took the cycle to the shop. 
 I gave my brother an apple. 
 He found a book to read. 
 Do you want some milk? 

 

2) Noun: 
 
In simple words , A noun is the name of a person, place, thing, or idea. For example; 
 

Shahid , Kings Law College, Happiness, Chair etc. 
 
Nouns are basically divided into following main types: 
 

 Common Nouns: dog, man, table  

 Proper Nouns:  France, Lahore, Mrs Saad, Tahir  

 Abstract Nouns:  Beauty, charity, courage, fear, joy  

 Collective Nouns:  Crowd, nation, group, army, team 
 
Nouns are often used with an article (the, a, an), but not always. Proper nouns always start with a capital 
letter but common nouns do not. Nouns can be singular or plural, concrete or abstract. Nouns show 
possession by adding 's. Nouns can function in different roles within a sentence. 
 
Examples: 
 

 Ali buys a new car. 
 Pakistan is a beautiful country. 
 His love of music really shows. 

 

3) Pronoun 
 
A pronoun is a word used in place of a noun. A pronoun is usually substituted for a specific noun, which is 
called its antecedent.  Pronouns are further defined by type:  

 Personal pronouns refer to specific persons or things. 

 Possessive pronouns indicate ownership. 
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 Reflexive pronouns are used to emphasize another noun or pronoun. 

 Relative pronouns introduce a subordinate clause. 

 Demonstrative pronouns identify, point to, or refer to nouns. 
Examples: 
 

 She is the smartest kid in class. 
 George took the pen from him. 
 Who is coming to the party tonight? 

 

4) Verb: 
 
The verb in a sentence expresses action or being. There is a main verb and some Times one or more 
helping verbs.  For example : She can sing. (Sing is the main verb) and (can is the helping verb.) A verb 
must agree with its subject in number (both are singular or both are plural). Verbs also take different forms 
to express tense. 
 
Examples: 

 Let's walk to the park. 
 Naeem lives in Lahore. 
 I play cricket. 
 They went to school. 

 

5) Adverb: 
An adverb describes or modifies a verb, an adjective, or another adverb, but never a noun. This modification 
provides information relating to Time, place, manner, cause, degree, or circumstance. It usually answers 
the questions of when, where, how, why, under what conditions, or to what degree. Adverbs often end in 
(ly) for example: happily , slowly , quickly etc. 
 
Types of Adverbs: 

(a) Manner:   bravely, fast, happily, hard, quickly, well  
(b) Place:    by, down, here, near, there, up 
(c) Time:    now, soon, still, then, today, yet  
(d) Frequency:   always, never, occasionally, often, twice  
(e) Sentence:   certainly, definitely, luckily, surely  
(f) Degree:   fairly, hardly, rather, quite, too, very 
(g) Interrogative:  when? where? why?  
(h) Relative:   when, where, why  

 
Examples: 
 

 Bilal ran very quickly to school. 
 In match Ali runs slowly. 
 He returned book honestly. 

 

6) Adjective: 
 
Adjective is a word which describes the noun (or) An adjective is a word used to modify or describe a noun 
or a pronoun. It usually answers the question of which one, what kind, or how many. (Articles [a, an, the] 
are usually classified as adjectives.) 
 
Followings are main types of adjectives. 
 
(a) Demonstrative:   this, that, these, those  
(b) Distributive:   each, every , either, neither  
(c) Quantitative:   some, any,  little/few, many, much , one, twenty  
(d) Interrogative:   which, what, whose 
(e) Possessive:   my, your, his, her, its, our, your, their  
(f) Of Quality:   clever, dry, fat, golden, good, heavy, square  
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Examples: 
 

 I like big shirts. 
 Ali is a tall guy. 
 Salma is a beautify girl. 
 He is an honest person. 

 

7) Preposition: 
A preposition is a word placed before a noun or pronoun to form a phrase modifying another word in the 
sentence. Therefore a preposition is always part of a prepositional phrase. The prepositional phrase almost 
always functions as an adjective or as an adverb. The following list includes the most common prepositions: 
to, at, after, on, but etc. 
 
Examples: 

 We went to Lahore on Monday. 
 She put the pizza in the oven. 

 The coffee shop is across the street. 
 

8) Conjunction: 
 
A conjunction joins words, phrases, or clauses, and indicates the relationship between the elements 
joined. We can categorize conjunctions into two main types: 

 Coordinating Conjunctions 

 Subordinating Conjunctions 
Coordinating conjunctions connect grammatically equal elements: and, but, or, nor, for, so, 
yet. Subordinating conjunctions connect clauses that are not equal: because, although, while, since, 
etc. There are other types of conjunctions as well. 
 
Examples: 
 

 You'll need to study all night if you want to pass test. 
 Go to the shop and buy some milk. 
 Nasir doesn't have enough experience. Therefore, we will not hire him. 

 
 

9) Interjection: 
An interjection is a word used to express emotion. It is often followed by an exclamation point. For example: 
Oh!... Wow!... Oops! 
 
Examples: 
 

 I spilled the coffee everywhere. Oops! 
 Hi! How are you? 
 Ouch! That hurts! 
 Hurrah! We won the match. 
 Bravo! We made an aircraft. 
 Alas! He did not die. 
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USE OF ARTICLES 
 
Use of a/an 
 

 WHERE TO USE EXAMPLES 

1 The a is used before a word 
beginning with a consonant, or a 
vowel with a consonant sound 

a man, a hat, a university, 
a Pakistani, a one-way street. 
 

2 Before a singular noun which is 
countable 

I need a visa , They live in a 
flat. 

3 With a noun complement. This 
includes names of professions. 

It was an earthquake. She’ll be 
a dancer. He is an actor. 

4 In certain expressions of quantity. a lot of, a couple, a great many, 
a dozen (but one dozen is also 
possible), a great deal of 

5 With certain numbers a hundred , a thousand, one 
and a half kilos. 

6 In expressions of price, speed, 
ratio etc 

Rs.5 a kilo , Rs100 a metre, 
sixty kilometres an hour, 10p a 
dozen , four Times a day 

7 In exclamations before singular, 
countable nouns: 

Such a long queue! , What a 
pretty girl! 

8 a can be placed before 
Mr/Mrs/Miss + surname (UK) or 
Mr./Mrs./Miss. + family name 
(US) 

a Mr Smith means ‘a man 
called Smith’ 

9 The form an is used before words 
beginning with a vowel (a, e, i, o, 
u) or words beginning with a 
mute h: 
 

an apple, an island, an uncle 
an egg, an onion, an hour 
 

10 a/an is the same for all genders: 
 

a man, a woman, an actor, an 
actress , a table etc. 
 

 
 

Use of One: 
 

 WHERE TO USE EXAMPLES 

1 When counting or measuring Time, 
distance, weight etc we can use 
either a/an or one for the singular: 

Rs1 = a/one Rupee,  £1,000,000 
= a/one million pounds 

2 one (adjective/pronoun) used with 
another/others 

One day he wanted his lunch 
early, another day he wanted it 
late 

3 one can be used before 
day/week/month/year/summer/winter 
etc. or before the name of the day or 
month to denote a particular Time 
when something happened: 

One night there was a terrible 
storm.  
One winter the snow fell early. 
One day a telegram arrived. 

4 one day can also be used to mean 
‘at some future date’. 

One day you’II be sorry you 
treated him so badly 

5 one is the pronoun equivalent of 
a/an: 

Did you get a ticket?  Yes, I 
managed to get one. 
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a little/a few and little/few 
 

 WHERE TO USE EXAMPLES 

1 a little/little (adjectives) are used 
before uncountable nouns: 

a little salt/little salt 

2 a few/few (adjectives) are used 
before plural nouns. 

a few people/few people 

3 a little is a small amount, or what the 
speaker considers a small amount, a 
few is a small number, or what the 
speaker considers a small number. 
only placed before a little/a few 
emphasizes that the number or 
amount really is small in the speaker’s 
opinion: 

Only a few of our customers 
have accounts. 

4 little and few denote scarcity or lack 
and have almost the force of a 
negative: 
 

They have too many 
technicians, we have too few. 
Tourists come here but few stay 
overnight. 
There are fewer butterflies every 
year. 

5 a little/little (adverbs) 
(a) with verbs 
(b) with ‘unfavourable’ adjectives 

and adverbs. 
(c) with comparative adjectives 

or adverbs. 

 
It rained a little during the night. 
a little anxious 
a little unwillingly 
Can’t you walk a little faster? 

6 little is used chiefly with better or 
more in fairly formal style’ 

His second suggestion was little 

7 It can also, in formal English, be 
placed before certain verbs, for 
example expect, know, suspect, 
think: 

He little expected to find himself 
in prison.  
He little thought that one day. 

 
Use of The 
 
The is the same for singular and plural and for all genders:  
the boy , the girl, the day ,the boys, the girls ,the days etc. 
 

 WHERE TO USE EXAMPLES 

1 When the object or group of objects 
is unique or considered to be unique. 

the earth, the sea, the sky, the 
equator, the stars 

2 Before a noun which has become 
definite as a result of being 
mentioned a second Time 

His car struck a tree; you can 
still see the mark on the tree 

3 Before a noun made definite by the 
addition of a phrase or clause 

The girl in blue.  
The man with the banner. 
The boy that i met. 

4 Before a noun which by reason of 
locality can represent only one 
particular thing 

Hirn minaar is in the garden. 
Please pass the cold drink. 

5 Before superlatives and first, second 
etc. used as adjectives or pronouns, 
and only 

The first (week)  
The best day  
The only way 

6 The + singular noun can represent a 
class of animals or things. 

The whale is in danger of 
becoming extinct.  
The deep-freeze has made life 
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easier for housewives. 

7 The can be used before a member of 
a certain group of people: 

The small shopkeeper is finding 
life increasingly difficult. 

8 the + adjective represents a class of 
persons 

The old 

9 The is used before certain proper 
names of seas, rivers, groups of 
islands, chains of mountains, plural 
names of countries, deserts, regions 

The Atlantic, The Netherlands , 
The Thames , The Sahara, The 
Azores ,The Crimea, The City, 
The Mall, The Middle East, The 
West 

10 The is used before other proper 
names consisting of adjective + noun 
or noun + of + noun 

the National Gallery  
The Tower of London 

11 The with names of people has a very 
limited use the + plural surname can 
be used to mean ‘the family’ 

The Smiths = Mr and Mrs Smith 
(and children) 

 
 
This/These, That/Those 
 
 

 WHERE TO USE EXAMPLES 

1 Used as adjectives, they agree with 
their nouns in number. 

This exhibition will be open until 
the end of May.  
These people come from that 
hotel over there. 
What does that notice say? 
That exhibition closed a month 
ago.  
He was dismissed on the 13th. 
That night the factory went on 
fire.  
Do you see those birds at the 
top of the tree? 

2 This/These, That/Those used as 
pronouns: 

This is my umbrella. That’s 
yours.  
These are the old classrooms 
Those are the new ones.  
Who’s that (man over there)? 
That’s Tom Jones. 

3 This is possible in introductions This is my brother ali. 
TELEPHONE CALLER: Good 
morning. This is/I am Tom Jones 
. 

4 This/That can represent a previously 
mentioned noun, phrase or clause: 

They’re digging up my road 
They do this every summer. 
He said I wasn’t a good wife 
Wasn’t that a horrible thing to 
say? 

5 When there is some idea of 
comparison or selection, the pronoun 
one/ones is often placed after these 
demonstratives, but it is not essential 
except when this etc is followed by 
an adjective: 

This chair is too low. I’ll sit in 
that (one).  
I like this (one) best. 
I like this blue one/these blue 
ones. 
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DIRECT AND INDIRECT SPEECH (CHANGE OF NARRATION) 
 
In English language, there are two ways for conveying the spoken words from one person to an other 
person. 
 

1. Direct Speech 
2. Indirect Speech 

 
For Example : 
 
You are at your college where your teacher (Named Shahid) says to you “ I want to meet your parents.” 
When you come home, you can say to your parents about Mr. Shahid’s wish to meet them in the following 
two ways: 
 

Shahid said, “I want to meet your parents”. Its example of Direct Speech. 

Shahid said that he wanted to meet my parents. Its example of Indirect Speech. 

 
You can better understand it with an other example: 
Assume you see your friend (Bilal) in a market who says to you. “I have bought a book for you.” 
When you come home , you can say about this to your parents in the following ways: 
 

Bilal Said, “I have bought a book for you.” Direct Speech. 

Bilal said that he had bought a book for me. Indirect Speech. 

 
It can be noted that : 
 

 In direct speech , the actual words spoken by a person are conveyed to an other person. 
 

 In indirect speech, the actual words spoken by a person are changed while conveying them to an 
other person. (For example Verb and Pronouns are changed) 

 

Understanding Difference Between Direct & Indirect Speech: 
 

Direct Speech Indirect Speech 

The exact words of speaker are in 
inverted commas or quotation marks. 
In this Sentence , a comma is also 
added after the word ‘said’ that 
introduces the spoken words. 
 
Example : 
 
He said , “I am going to College.” 

In indirect speech the actual words of 
the speaker are slightly changed. This 
is because the actual words were 
spoken by the speaker in past Time, 
but now you are speaking these words 
in the present Time. Therefore , the 
verb (Tense) of the spoken words is 
changed.  
Same as when the speaker was 
speaking these words, He / She was 
addressing you directly but now you 
are addressing another person. 
Therefore, the pronouns of the 
sentence are also changed. 
 
Example : 
He Said, “ I broke the cup.” 
He said that he had broken the cup. 
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Converting Direct Speech into Indirect Speech: 
 
Before learning rules for conversion of speech, you must learn the following two parts of the sentence. 
 

Reporting Verb: 
 
The verb in the first part of the sentence is called reporting verb. For example ( he said, he says, they say 
etc.) 
 
Examples: 
 
He said, “I need your help”. 
She says, “I won a prize”. 
They said, “We saw a joker”. 
 

Reported Speech: 
 
The second part (actual words of the speaker) , enclosed in inverted commas is called reported speech. 
 
Examples : 
 
He said, “I need your help”. 
She says, “I won a prize”. 
They said, “We saw a joker”. 
 
 

BASIC RULES FOR INDIRECT SPEECH 
 

Rule 1: (Commas are Removed) 
 
The words of the speaker are not enclosed in inverted commas in indirect speech. Therefore, for 
converting direct speech into indirect speech the inverted commas are removed. 
 
Example: 
 

Direct Speech Indirect Speech 

She said, “I won a prize”. She said that she had won a prize. 

  
 

Rule 2 : (Usage of Word that ) 
 
The conjunction “that” is always used between reporting verb and reported speech in indirect speech. 
 
Example: 

Direct Speech Indirect Speech 

He said, “I write a letter”. He said that he wrote a letter. 

 

Rule 3 : (Change in Tense) 
 
The tense of the reported speech is changed for converting direct speech into indirect speech.  
 

Important to Note : 
If the reporting verb (First Part) of the sentence is in the past tense, then the tense of reported speech 
(Second Part) is changed for making it indirect speech. But if the reporting verb (first part ) of the sentence 
is in present or in future tense, then tense is not changed for converting it into indirect speech. 
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Direct Speech Indirect Speech 

Present simple 
(Subject +V1st + Object) 

Past simple 
(Subject +V2 + Object) 

Present continuous 
(Subject +is/am/are+V1 +ing+ Object) 

Past Continuous 
(Subject +was/were+V1 +ing+ Object) 

Present perfect 
(Subject + has/have+V3+Object) 

Past perfect 
(Subject+had+V3+Object) 

Past simple 
(Subject+V2+Object) 

Past perfect 
(Subject+had+V3+Object) 

Past Continuous 
(Subject +was/were+V1 +ing+ Object) 

Past perfect continuous 
(Subject +had been+V1 +ing+ Object) 

Future simple 
(Subject+ will/shall+V1+object) 

Present Conditional 
(Subject+ would+V1+object) 

Future Continuous 
(Subject +will/shall+be+V1 +ing+ Object) 

Conditional Continuous 
(Subject +would+be+V1 +ing+ Object) 

 
 
Examples: 
 
Past Tense: 
 

Direct Speech Indirect Speech 

He said, “Sara is going to school”. He said that sara was going to school 

 
Present Tense: (Tense not changed) 
 

Direct Speech Indirect Speech 

He says, “Sara is going to school”. He said that sara is going to school 

 
 
Future Tense: (Tense not changed) 
 

Direct Speech Indirect Speech 

He will say, “Sara is going to school”. He will say that sara was going to school 

 
 
Direct and Indirect speech exercises for Tenses 
  
Check the Direct and Indirect speech examples for tense using the above table. Changes will always be 
made according to the given table only. 
 
Hina said, “I walk.” 
Hina said that she walked. 
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Rashid said, “I am having tea.” 
Rashid said that he was having tea. 
 
Ayesha said, “Honey has left for school.” 
Ayesha said that Honey had left for school. 
 
Saleem said, “Ananya took pasta.” 
Saleem said that Ananya had taken pasta. 
 
They told, “We were living in Paris.” 
They told that they had been living in Paris. 
 
Farooq said, “I will go to Sri Lanka.” 
Farooq said that he would go to Sri Lanka. 
 
Iram Said, “They will be watering plants.” 
Iram said that they would be watering plants. 
 

Rule 4: (Change in Pronoun) 
 
The pronoun (or subject) of the reported speech is changed according to the pronoun of the reporting 
verb of the sentence. 

 The first person in reported speech changes according to the subject of reporting speech. 

 In Reported Speech change of the second person depends on the object of reporting speech. 

 The third person remains unchanged. 

 The possessive pronouns (e.g; his , her, my , their , your etc.) are also some Times changed 
according to the subject or object of the reporting verb. 
 

Direct Speech Indirect Speech 

I He/she 

You He/she/they 

We They 

They They 

He He 

She She 

It It 

Us Them 

Our Their 

His His 

Her Her 

Its Its 
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Examples: 
 

Direct Speech Indirect Speech 

He said, “I eat an apple”. 
 
She said, “I am reading a book”. 
 
He said to me, “I like your shirt”. 

He said that he ate an apple. 
 
She said that she was reading a book. 
 
He said to me that he liked my shirt. 

 

Rule 5 : (Change in Time and Place) 
 
If Time is mentioned in a sentence, the words for describing the Time will be changed in indirect speech. 
There are specific rules for changing the Time such as that we may change : 
 

Direct Speech Indirect Speech 

Now Then 

Here There 

Today That day 

Tomorrow The next day 

Last week The previous week 

This That 

Tonight That night 

Ago Before 

Thus So 

Hither Thither 

Come Go 

Hence Thence 

Next Following 

 
 
Examples: 

Direct Speech Indirect Speech 

She said, “ I am feeling good today”. 
 
He said, “ I will meet Ali tomorrow”. 
 
He said, “I lost my wallet yesterday”. 
 
She said, “I need your help now”. 

She said that she was feeling good that 
day. 
He said that he would meet Ali the next 
day. 
He said that he had lost his wallet the 
previous day. 
She said that she needed my help then. 
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Rule 6: (Change in Models) 
 
The changes of Direct and Indirect speech depend on some factors like modals. You can check the 
complete information of changes in Direct and Indirect speech. 

  

Direct Speech Indirect Speech 

Can Could 

May Might 

Must Had to/ Would have to 

Should Should 

Might Might 

Could Could 

Would Would 

Ought to Ought to 

 
 
Examples: 
 
Look at the Direct and Indirect Speech examples with answers using modals. 
 
He said, “I can cook food.” 
He said that he could cook food. 
 
They said, “We may go to Canada.” 
They said that they might go to Canada. 
 
She said, “I must finish the work on Time.” 
She said that she had to finish the work on Time. 
  
Modals that remain unchanged are: Should, might, could, would, ought to. 
 
Kanwal said, “I ought to avoid junk food.” 
Kanwal said that she ought to avoid junk food. 
 

Rule 7 : (Universal Truth) 
 
If the direct sentence contains the universal truth, then it remains unchanged in the Indirect Speech. 
 
Examples : 
 
 They said, “The sun rises in the east.” 
 They said that the sun rises in the east. 
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Teacher said, “The moon moves round the earth.” 
Teacher said that the moon moves round the earth. 
 
 Rule 8 : Changes of Interrogative Sentences 
  
Here are certain rules of Direct and Indirect speech for interrogative sentences conversions. 
 

 The reporting verb said/said to is changed in asked, demanded, ordered, enquired as per 
 the nature of the sentence. 

 While a sentence starts with reporting verb then at the conversion Time if /whether is  
used as the joining clause. 

 In case the sentence starts from “Wh” question word, then no extra conjunction is used. 
  
Exercises for Interrogative Sentences 
We are applying the above rules in the given exercise below to make changes in Direct and Indirect 
speech. 
  
Rehan said, “What is Hina doing?” 
Rehan asked me what Hina was doing. 
 
Esha said, “Will she come for lunch?” 
Esha asked if she would come for lunch. 
 
The boy asked, “Where do you stay?” 
The boy inquired where I stayed 
  
  

Rule 9: (Exclamations and Wishes) 
 
In reporting part an Exclamation or Wish in the Indirect Speech, we omit words showing exclamation such 
as alas, hurrah, etc. and sign of exclamation. We change the introductory Verb into wish, claim, pray, 
bless, curse, etc. 
 
Examples: 
 
Direct Speech     Students said, “Hurrah! We have won the series.” 
Indirect Speech   Students exclaimed with joy that they had won the series. 
  
Direct Speech    She said to her, “May you live long!” 
Indirect Speech  She wished that she might live long. 
  
Direct Speech     Raza said to her, “My God bless you!” 
Indirect Speech   Raza prayed that god might bless her. 
 

Rule 10: (Commands and Requests) 
In reporting a Command or a Request in the Indirect Speech, we change the introductory Verb to request, 
order, command, advice or some other word suiting the sense. Here the verb in Reported Speech is put in 
the Infinitive. 
 
Examples: 
Direct Speech - I said to Kashif, ”Please give me your pen.” 
Indirect Speech - I requested Kashif to give me her pen. 
  
Direct Speech - “You must read this article” said the teacher to Rahat. 
Indirect Speech - Teacher advised Rahat to read that article. 
  
Direct Speech - He said to the Principal, “Forgive me.” 
Indirect Speech - He begged the Principal to forgive him. 
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Direct Speech - The teacher said, “Do your best, Raheem.” 
Indirect Speech - The teacher advised Raheem to do her best. 
  
Direct Speech - He said, “Listen to me carefully.” 
Indirect Speech- He urged them to listen to him carefully. 
 
 

Exercise #1: 
1.     He said, “I am fine.” 

He said that he was fine. 

 

2.     He said to me, “I am fine.” 

He told me that he was fine. 

 

3.     He says, “I am fine.” 

He says that he is fine. 

 

4.     He says to me, “I am fine.” 

He tells me that he is fine. 

 

5.     He will say, “I am fine.” 

He will say that he is fine. 

 

6.     He will say to me, “I am fine.” 

He will tell me that he is fine. 

 

7.     He truly said, “No one can live without water.” 

He truly said that No one can live without water.” {Universal Truth} 

 

8.     He said, “Honesty is the best policy.” 

He said that honesty is the best policy.” {Universal Truth} 

 

9.     Rashid said, “I am reading this book.” 

Rashid said that he was reading that book. 

 

10.  Dad said to Pankaj, “I will not give you pocket money.” 

Dad told Pankaj that he would not give him pocket money. 

 

 

11.  My friend said, “I have been to England thrice.” 

My friend said that he had been to English thrice. 

 

12.  He said, “I will be in Mumbai tomorrow.” 

He said that he would be in Mumbai the next/following day. 

 

13.  He said, “I’ll be using the bike next Monday.” 

He said that he would be using the bike next Monday. 

 

14.  He said, “I can run faster than Rashid.” 

He said that he could run faster than Rashid. 
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15.  He said, “I may buy a pen.” 

He said that he might buy a pen. 

 

16.  He said, “Seema must work hard.” 

He said that Seema had to work hard. 

 

17.  He said, “I should meet you in the evening.” 

He said that he should meet me in the evening. 

 

18.  He said to me, “What are you doing?” 

He asked me what I was doing. 

 

19.  He said to me, “What is Shazia doing?” 

He asked me what Shazia was doing. 

 

20.  He said to me, “What am I doing?” 

He asked me what he was doing. 

 

21.  He said to me, “Where do you live?” 

He asked me where I lived. 

 

22.  He said to me, “How much money do you have?” 

He asked me how much money I had. 

 

23.  He said to Rehan, “When will you come?” 

He asked Rehan when he would come. 

 

24.  He said to us, “Will you come for the meeting?” 

He asked us if/whether we would come for the meeting. 

 

25.  The teacher said to Rehman, “Stand up right now.” 

The teacher ordered/instructed Rehman to stand up right then. 

 

26.  Doctor said to the patient, “Change your food habits”. 

Doctor suggested/advised the patient to change his food habits. 

 

27.  She said to her husband, “Please speak the truth.” 

She requested her husband to speak the truth. 

 

28.  She said to Boby, “Please give me a glass of water.” 

She requested Boby to give her a glass of water. 

 

29.  Boss said, “Follow me”. 

Boss ordered/instructed to follow him. 

 

30.  Aneela said to her boss, “Please grant me leave for a day.” 

Aneela requested her boss to grant her leave for a day. 

 

31.  She said to her friends, “Please do not tell a lie.” 

She requested her friends not to tell a lie. 
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32.  The Principal said to us, “Don’t make a noise.” 

The Principal instructed/ordered us not to make a noise. 

 

33.  Ayesha said, “Fantastic! We have won the match.” 

Ayesha exclaimed with joy that they had won the match. 

 

34.  My uncle said, “Well done! You have done a good job.” 

My uncle exclaimed with applause that I had done a good job. 

 

35.  She said, “Oh! I lost my pen.” 

She exclaimed with sorrow that she had lost her pen. 

 

36.  Areeba said, “Sorry for being late!” 

Areeba exclaimed with regret that she was late. 

 

37.  He said, “I can’t believe this!” 

He exclaimed with wonder/surprise that he couldn’t believe that. 

 

38.  Areeba said, “He is unbelievably a great player.” 

Areeba exclaimed with wonder/surprise that he was unbelievably a great player. 

 

39.  She said to me, “Wow! What a pleasant weather it is!” 

She exclaimed with joy that it was a very pleasant weather. 

 

40.  Neha said, “Alas! I have lost my mobile.” 

Neha exclaimed with sorrow that she had lost her mobile. 

 

41.  She said to me, “How could you be so foolish!” 

She exclaimed with surprise/wonder how I could be so foolish. 

 

42.  Areeba said, “Unbelievable!” 

Areeba exclaimed with wonder/surprise that it was unbelievable. 

 

43.  He said, “Good morning, Mom!” 

He wished his Mom good morning. 

 

44.  Areeba said to her dad, “Good night!” 

Areeba bade her dad good night. 

 

45.  He said, “Would that I were a girl!” 

He wished that he had been a girl. 

 

46.  Aman said, “I wish my friends were here!” 

Aman wished that his friends had been there. 

 

47.  He said to Marrium, “May you succeed in life!” 

He prayed that Marrium might succeed in life. 

 

48.  Aman said, “Good bye, friends!” 

Aman bade his friends good bye. 
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49.  Sachin said to me, “Good evening, Sir!” 

Sachin wished me good evening. 

 

50.  She said to me, “Would that you were here at that Time!” 

She wished that I had been there at that Time. 

 

 

Exercise # 2: 
1.     He said to Rashid, “I need to go home with you.” 

He told Rashid that he needed to go home with him. 

 

2.     He said to me, “Does he go to school daily?” 

He asked me if he went to school daily. 

 

3.     He said to me, “I am your best friend.” 

He told me that he was my best friend. 

 

4.     He said, “Robina had a car.” 

He said that Robina had a car. 

 

5.     He said, “Who are you?” 

He asked who I was. 

 

6.     He said to Sahir, “Who are you to me?” 

He asked Sahir who she was to him. 

 

7.     My boss said to me, “Don’t go there.” 

My boss ordered me not to go there. 

 

8.     He said, “Would that I were a girl!” 

He wished that he had been a girl. 

 

9.     He said, “May you succeed in life!” 

He prayed that I might succeed in life. 

 

10.  He said, “Oh no! I missed it.” 

He exclaimed with sorrow that he had missed it. 

 

 

11.  She said to Marrium, “Whom will you meet today?” 

She asked Marrium whom he would meet that day. 

 

12.  He said, “Rashid met me yesterday.” 

He said that Rashid had met him the previous day. 

 

13.  He said, “Am I at home?” 

He asked if he was at home. (or) He asked whether he was at home. 

 

14.  She said, “Would that she were at home!” 

She wished that she had been at home. 
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15.  He said to Shabnam, “May you live long!” 

He prayed that Shabnam might live long. 

 

16.  He said, “How many people are here?” 

He asked how many people there were. 

 

17.  He said, “You can’t talk about me.” 

He said that I couldn’t talk about him. 

 

18.  He said to Meena, “I must consult a doctor.” 

He told Meena that he had to consult a doctor. 

 

19.  He said to me, “Please keep the door ajar.” 

He requested me to keep the door ajar. 

 

20.  He said, “May you earn lots of money!” 

He prayed that I might earn lots of money. 

 

21.  He said, “Rehan is so handsome!” 

He exclaimed with wonder that Rehan was so handsome. 

 

22.  He said, “Oh! I missed the chance.” 

He exclaimed with sorrow that he had missed the chance. 

 

23.  He said, “How tragic the situation is!” 

He exclaimed with sorrow that the situation was so tragic. 

 

24.  He said, “Who are we?” 

He asked who they were. 

 

25.  He said to Sahir, “May you pass the interview today!” 

He prayed that Sahir might pass the interview that day. 

 

26.  My boss said to me, “Don’t come inside the room.” 

My boss ordered me not to come inside the room. 

 

27.  He said, “Would that she were a teacher!” 

He wished that she had been a teacher. 

 

28.  He said, “May you score 99 percent in CAT!” 

He prayed that I might score 99 percent in CAT. 

 

29.  My friend said, “What a rapper Emiway is!” 

My friend exclaimed with wonder that Emiway was a great rapper. 

 

30.  She said to Marrium, “Good bye!” 

She bade Marrium good bye. (or) She bade good bye to Marrium. 

 

31.  She said to her dad, “Good morning, dad!” 

She wished her dad good morning. 
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32.  She said, “Would that Robina were here!” 

She wished that Robina had been there. 

 

33.  He said to me, “May you live long!” 

He prayed that I might live long. 

 

34.  Doctor said to the patient, “Stop drinking.” 

Doctor advised the patient to stop drinking. 

 

35.  He said, “Sorry for being rude to you!” 

He exclaimed with regret that he was rude to me. 

 

36.  He said to Sahir, “Please speak the truth.” 

He requested Sahir to speak the truth. 

 

37.  He said to me, “Please keep the windows open.” 

He requested me to keep the windows open. 

 

 

TESTS 
 
Test # 1: 
 

1. The girl said, ‘It gives me great pleasure to be here this evening.’ 

2. The man said, ‘I must go as soon as possible.’ 

3. She said, ‘I don’t want to see any of you; go away.’ 

4. The teacher says, ‘If you work hard, you will pass.’ 

5. He said, ‘I have won.’ 

6. He said, ‘Let’s wait for her return.’ 

7. Alice said, ‘How clever I am!’ 

8. ‘Which way did she go?’ asked the young man. 

9. He said to me, ‘Where are you going?’ 

10. ‘Please wait here till I return,’ she told him. 

 

 

Test # 2: 
1. The stranger said to me, ‘Could you help me?’ 

2. The clerk said to the officer, ‘Can I go?’ 

3. The officer said to the clerk, ‘Do it immediately.’ 

4. The doctor said to the patient, ‘Come in, please.’ 

5. The master said to the boy, ‘Post this letter at once.’ 

6. The teacher said to the boys, ‘Do not make a noise.’ 

7. The teacher said to the boys, ‘Work hard if you want to pass the exam.’ 

8. I said to the child, ‘Do not look down into the well.’ 
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Test # 3: 
 

1.    John said, ‘I am very busy now.’ 

2.    He said, ‘The horse has been fed.’ 

3.    ‘I know her name and address,’ said John. 

4.    ‘German is easy to learn,’ she said. 

5.    He said, ‘I am writing letters.’ 

6.    ‘It is too late to go out,’ Alice said. 

7.    He said to me, ‘I don’t believe you.’ 

8.    He says, ‘I am glad to be here this evening.’ 

9.    He said to me, ‘What are you doing?’ 

10.    ‘Where is the post office?’ asked the stranger. 

 

Test # 4: 
 

1. He said, ‘Will you listen to me?’ 

2. John said to Peter, ‘Go away.’ 

3. She said to me, ‘Please wait here till I return.’ 

4. ‘Call the witness,’ said the judge. 

5. The speaker said, ‘Be quiet and listen to my words.’ 

6. Raj said, “Alas! My pet died.” 

7. Ruchi said, “I may go there.” 

8. Bucky said to Steve, “Do you hear me?” 

9. The boy said, “Let me come in.” 

10. Granny said to me, “May God bless you.” 

 
 

Test # 5: 
 

1. Rehan said to me, “When are you leaving?” 

2. “Where do you live?” the stranger asked Aladdin. 

3. The teacher said to Shelly, “Why are you laughing?” 

4. Dhronacharya said to Arjun, “Shoot the fish’s eye.” 

5. “Call the first convict,” said the jury. 

6. “Call the ambulance,” said the man. 

7. Bruce said to me, “I shall do the work.” 

8. My mother said to me, “You were wrong.” 

9. Mr Rashid said to me, “Please wait here till I return.” 

10. The captain said to me, “Bravo! You have played well.” 
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Test # 6: 
 
Turn into reported speech. 

 

1. “It’s hot” Tom said that ______________________________________________________________. 

2. “I have done my homework.” Tom said that ______________________________________________. 

3. “I will give you a book” Tom said that  __________________________________________________. 

4. “Do you smoke?” Tom asked me if  ____________________________________________________. 

5. “Where does Bob live?” Tom asked me where  ___________________________________________. 

6. “Jane has not arrived yet” Tom told us that_______________________________________________. 

7. “I’m so worried,” Tom, told us that______________________________________________________. 

8. “I want to go away”. Tom told us that ___________________________________________________. 

9. “You should eat less.” The doctor advised me that _______________________________________. 

10. “Don’t shout” The teacher told me____________________________________________________. 

 

Test # 7: 
 
Turn into direct speech. 

 

1. Mary said she was very tired. Mary said, “_______________________________________________.” 

2. The teacher told the boys to open their books.  

The teacher said to the boys, “__________________________________________________________.” 

3. Tom’s mother told him not to eat any ice cream. 

Tom’s mother said to Tom: “____________________________________________________________.” 

4. My friend said that he was going skiing at the weekend. 

My friend said: “__________________________________________________at the weekend.” 

5. Bob’s mates told the teacher that Bob was ill that day. 

Bob’s mates said: “Teacher,_______________________________________________________ today.” 

6. Mary told Jane she would help her. 

Mary said to Jane,”____________________________________________________.” 

7. I said I would have bought a new car if I had had the money. 

I said,”_____________________________________________________________________________.” 

8. My father told me to look for a job if I wanted more money. 

My father said:”_____________________________________________________________.” 

9. Tahir wrote to his brother that their cat had died that day. 

Tahir wrote to his brother: 

“______________________________________________________________.” 

10. The teacher informed the students that the break lasted ten minutes. 

The teacher said to the students,”_______________________________________________________.” 
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Test # 8: 
 
Turn the following questions into reported speech. 

 

1. “Where do you live?” 

Mary asked Tom, “______________________________________________.” 

2. “How are you going to travel to Italy?” 

Mary asked Tom__________________________________________________. 

3. “Why did you buy that book?” 

Mary asked Tom___________________________________________________. 

 

4. “What’s the Time?” 

Mary asked Tom__________________________________________________. 

5. “Who helped you with your work?” 

Mary asked Tom______________________________________________. 

Choose the right option 

6. I (said/told) her not to disturb me. 

7. My friend never (told/said) me about his plans. 

8. The teacher (that/said) that we had to study harder. 

9. Don’t (tell/say) me what I have to do. 

10. He did not (say/tell) why he was late. 

 

Test # 9: 
 
The following sentences use quoted speech. Change the following sentences from quoted speech to 

reported speech. 

 

1.) James said, “I am watching TV.” 

2.) Professor Jones said, “I worked all day!” 

3.) The president said, “I will be visiting Italy in December.” 

4.) The weatherman announced, “It may rain today.” 

5.) My father screamed, “I have to go to the airport, now!” 

6.) Then my mother said, “I must take your father.” 

7.) The psychologist said, “You should calm down.” 

8.) I responded, “I ought to leave the office.” 

9.) Mark said, “I love visiting China and Korea.” 

10.) Martin said, “I can be a great president!” 

11.) Sung-He said, “Close the windows” 

12.) Bobby will say, “I have already done direct and indirect speech exercises.” 
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ANSWERS 
 

Test. # 1 
 
1. The girl said that it gave her great pleasure to be there that evening. 
2. The man said that he must go as soon as possible. 
3. She said that she did not want to see any of them and asked them to go away. 
4. The teacher says that if you work hard you will pass. 
5. He said that he had won. 
6. He proposed that they should wait for her return. 
7. Alice exclaimed how clever she was. 
8. The young man asked which way she had gone. 
9. He asked me where I was going. 
10. She requested him to wait there till she returned. 

 

Test #2 
 
1. The stranger asked me if I could help him. 
2. The clerk asked the officer if he could go. 
3. The officer ordered the clerk to do it immediately. 
4. The doctor politely allowed the patient to come in.  
OR The doctor politely asked the patient to come in. 
5. The master ordered the boy to post that letter at once. 
6. The teacher forbade the boys from making a noise. 
7. The teacher advised the boys to work hard if they wanted to pass the exam. 
8. I warned the child not to look down into the well. 
 

Test # 3 
 
1.    John said that he was very busy then. 
2.    He said that the horse had been fed. 
3.    John said that he knew/knows her name and address. (Note that the tenses may not change if the 
statement is still relevant or if it is a universal truth.) 
4.    She said that German is/was easy to learn. 
5.    He said that he was writing letters. 
6.    Alice said that it was too late to go out. 
7.    He told me that he didn’t believe me. OR He said he didn’t believe me. 
8.    He says that he is glad to be here this evening. (When the reporting verb is in the present tense, 
adverbs of Time and place do not normally change in indirect speech.) 
9.    He asked me what I was doing. 
10.    The stranger asked where the post office is/was. 
 

Test #4 
 

1. He asked me if I would listen to him. 
2. John ordered Peter to go away. 
3. She asked me to wait there till she returned. 
4. The judge commanded them to call the first witness. 
5. He urged them to be quiet and listen to them. 
6. Raj exclaimed sadly that his pet died. 
7. Ruchi said that she might go there. 
8. Bucky asked Steve if he heard him. 
9. The boy asked to let him come in. 
10. Granny prayed that God might bless me. 
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Test # 5 
 

1. Rehan asked me when I was leaving. 
2. The stranger asked Aladdin where he lived. 
3. The teacher asked Shelly why he was laughing. 
4. Dhronacharya ordered Arjun to shoot the fish’s eye. 
5. The jury ordered to call the first convict. 
6. The man urged to call the ambulance. 
7. Bruce said to me he would do the work. 
8. My mother told me that I was wrong. 
9. Mr Rashid requested me to wait there till he returned. 
10. The captain applauded me, saying that I had played well. 

 
Test # 6. 
 

1. Tom said that it was hot. 
2. Tom said that he had done his homework. 
3. Tom said that he would give me a book. 
4. Tom asked me if I smoked. 
5. Tom asked me where Bob lived. 
6. Tom told us that Jane had not arrived yet. 
7. Tom told us that he was so worried. 
8. Tom told us that he wanted to go away. 
9. The doctor advised me that I should eat less. 
10. The teacher told me not to shout. 

 
 

Test # 7. 
 

1. Mary said, “I am very tired.” 
2. The teacher said to the boys, “open your books.” 
3. Tom’s mother said to Tom: “Don’t eat any ice cream.” 
4. My friend said:” I am going skiing on the weekend. 
5. Bob’s mates said: “Teacher, Bob is ill today.” 
6. Mary said to Jane, “I will help you.” 
7. I said, “I will have bought a new car if I had had the money.” 
8. My father said: “look for a job if I want more money.” 
9. Tom wrote to his brother:” Our cat died today.” 
10. The teacher said to the student, “the break lasts ten minutes.” 

 

Test # 8. 
 

1. Mary asked Tom, “Where he lived.” 
2. Mary asked Tom how he was going to travel to Italy. 
3. Mary asked Tom why he bought that book. 
4. Mary asked Tom what was the Time. 
5. Mary asked Tom who helped him with his work. 
6. I told her not to disturb me. 
7. My friend never told me about his plans. 
8. The teacher said that we had to study harder. 
9. Do not tell me what I have to do. 
10. He did not say why he was late. 
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Test # 9. 
 

1. James said that he was watching TV. 
2. Professor Jones said that he had worked all day. 
3. The president said that he would be visiting Italy in December. 
4. The weatherman announced that it might rain that day. 
5. My father screamed that he had to go to the airport, then. 
6. Then my mother said that she had to take my father. 
7. The psychologist said that I should calm down. 
8. I responded I ought to leave the office. 
9. Mark said that he loved visiting China and Korea. 
10. Martin said that he could be a great president. 
11. Sung-He ordered to close the windows. 
12. Bobby will say that he has already done Direct and Indirect Exercises. 
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ACTIVE AND PASSIVE VOICE 
 
In English, the sentences can be written in both active and passive voice. Active voice is a direct form and 
passive voice is an indirect form. 
 
The verb represents that subject, whether an object or a person, of a sentence, has done something or 
something is done by the subject called the voice. A sentence that starts with the subject or the item to 
decide if the sentence was classified as dynamic or detached voice sentences. 
 

What is the Voice of Verb? 
 
The voice of a verb communicates whether the subject in the sentence has performed the activity. There 
are two types of voices in English grammar: 
 

1. Active Voice 
2. Passive Voice 

 

1. Active Voice:  
When an activity performed by the subject is communicated by the action word, it is an active voice. 
Dynamic voice is utilized when more clear connection and clarity are needed between the subject and the 
action word. 
 

2. Passive Voice: 
When the activity communicated by the action word is gotten by the subject, it is a passive voice. Passive 
voice is utilized when the practitioner of the activity is not known and the central point of the sentence is on 
the activity and not the subject. 
 
 

Active and Passive Voice Examples 
 

Active Voice Examples Passive Voice Examples 

Mohsin sings a song A song is sung by Mohsin 

Ali reads a book A book is read by Ali 

He writes a letter A letter is written by him 

She plays cricket Cricket is played by her 

He sells book Books are sold by him 

I have made some tea Tea has been made by me 

 

Active Voice and Passive Voice Rules Chart 
 
The rules for an active and passive voice for different types of tenses are given here, such as: 
 

 Present Simple Tense 

 Present Continuous Tense 

 Present Perfect Tense 

 Past Simple Tense 

 Past Continuous Tense 

 Past Perfect Tense 

 Future Simple Tense 

 Future Perfect Tense 
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But there are no passive voice formation for these tenses: 

 Present Perfect Continuous Tense 

 Past Perfect Continuous Tense 

 Future Perfect Continuous Tense 

 Future Continuous Tense 
 

Present Simple Tense 
 

Active Voice 
Passive Voice 

(Auxiliary Verb – is/am/are) 

Subject + V1+s/es+ object Object+ is/am/are+ V3+ by + subject 

Subject + Do/does+ not + V1 + Object Object + is/am/are+ not + V3+ by Subject 

Does+ Subject+ V1+Object ? Is/am/are + Object+ V3+ by subject ? 

 
Examples: 
Active:  He reads a novel. 
Passive:  A novel is read. 
  
Active:  He does not cook food. 
Passive:  Food is not cooked by him. 
  
Active:  Does he purchase books? 
Passive:  Are books purchased by him? 
  
Active:  They grow plants. 
Passive:  Plants are grown by them. 
  
Active:  She teaches me. 
Passive:  I am taught by her. 
 

 
Present Continuous Tense 
 

Active Voice 
Passive Voice 

(Auxiliary Verb- is/am/are + being) 

Subject + is/am/are+ v1+ ing + object Object+ is/am/are+ being+ V3+ by + subject 

Subject + is/am/are+ not+ v1+ ing+ object 
Object + is/am/are+ not + being+V3+ by 
Subject 

Is/am/are+ subject+v1+ing + object ? Is/am/are + Object+ V3+ by subject ? 

 
Examples: 
 
Active:  Esha is singing a song. 
Passive:  A song is being sung by Esha. 
  
Active:  Kamran is not chopping vegetables. 
Passive:  Vegetables are not being chopped by Kamran. 
  
Active:  Is Rida buying a table? 
Passive:  Is a table being bought by Rida? 
  
Active:  They are serving poor people. 
Passive:  Poor people are being served by them. 
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Active:  She is disturbing Dinesh. 
Passive:  Dinesh is being disturbed by her. 

Present Perfect Tense 
 

Active Voice 
Passive Voice  

(Auxiliary Verb- has/have +been) 

Subject + has/have+ v3+ object Object+ has/have+ been+ V3+ by + subject 

Subject + has/have+ not+ v3+ object Object + has/have+ not + been+V3+ by Subject 

Has/have+ subject+ v3 + object ? Has/Have + Object+ been+V3+ by subject ? 

 
 
Examples: 
 
Active:  Nasir has challenged her. 
Passive:  She has been challenged by Nasir. 
  
Active:  Rimsha has not written an article. 
Passive:  An article has not been written by Rimsha. 
  
Active:  Have they left the apartment? 
Passive:  Has apartment been left by them? 
  
Active:  She has created this masterpiece. 
Passive:  This masterpiece has been created by her. 
  
Active:  I have read the newspaper. 
Passive:  The newspaper has been read by me. 
 

Past Simple Tense 
 

Active Voice 
Passive Voice  

(Auxiliary Verb- was/were) 

Subject + V2+ object Object+ was/were V3+ by + subject 

Subject +did+ not+v1+ object Object + was/were+ not +V3+ by Subject 

Did+ subject+V1+ object? Was/were + Object+ V3+ by subject ? 

 
Examples: 
 
Active:   Raheem cleaned the floor. 
Passive:  The floor was cleaned by Raheem. 
  
Active:  Aisha bought a bicycle. 
Passive:  A bicycle was bought by Aisha. 
  
Active:  Noman called my friends. 
Passive:  My friends were called by Noman. 
  
Active:  I saved him. 
Passive:  He was saved by me. 
  
Active:  Maryum paid the bills. 
Passive:  The bills were paid by Maryum. 
 
 
 
 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              33 | 
P a g e   

 
 

Past Continuous Tense 
 

Active Voice 
Passive Voice 

(Auxiliary Verb- was/were + being) 

Subject + was/were + v1+ing+ object. 
Object+ was/were +being+V3+ by + 
subject 

Subject +was/were+ not+v1+ing + object 
Object + was/were+ not +being+V3+ by 
Subject 

Was/were+ Subject + V1+ing + object? 
Was/were + Object+ being+v3+ by+ 
subject? 

 
Examples: 
 
Active:  Hamad was painting the wall. 
Passive:  The wall was being painted by Hamad. 
  
Active:  Sulman was repairing the car. 
Passive:  The car was being repaired by Sulman. 
  
Active:  Were you reciting the poem? 
Passive:  Was the poem being recited? 
  
Active:  She was baking the cake. 
Passive:  The cake was being baked by her. 
  
Active:  She was watching me. 
Passive:  I was being watched by her. 
  
 

Past Perfect Tense 
 

Active Voice 
Passive Voice 

(Auxiliary Verb- had +been) 

Subject + had + v3+ object. Object+ had+been +V3+ by + subject 

Subject +had+ not+v3+ object Object + had+ not +been+V3+ by Subject 

Had+ Subject + V3+ object ? Had + Object+ been+v3+ by+ subject ? 

 
Examples: 
 
Active:  Iqra had cleaned the floor. 
Passive:  The floor had been cleaned by Iqra. 
  
Active:  Amir had not received the parcel. 
Passive:  The parcel had not been received by Amir. 
  
Active:  Zohaib had solved the doubt. 
Passive:  The doubt had been solved by Zohaib. 
  
Active:  Had they caught the thief? 
Passive:  Had the thief been caught by them? 
  
Active:  I had paid fifty thousand. 
Passive:  Fifty thousand had been paid by me. 
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Future Simple Tense 
 

Active Voice 
Passive Voice  

(Auxiliary Verb- will+ be) 

Subject + will+ v1+ object Object+ will+ be +V3+ by + subject 

Subject +will + not+ V1+object Object + will+ not +be+V3+ by Subject 

Will+ Subject + V1+ object Will + Object+ be +v3+ by+ subject 

 
Examples: 
 
Active:  Horain will sew the bag. 
Passive:  The bag will be sewed by Horain. 
  
Active:  Sadia will not arrange the things. 
Passive:  The things will not be arranged by Sadia. 
  
Active:  Will you mop the floor? 
Passive:  Will the floor be mopped by you? 
  
Active:  They will post the letter. 
Passive:  The letter will be posted by them. 
  
Active:  Laiba will save money. 
Passive:  Money will be saved by Laiba. 
 
 

Future Perfect Tense 
 

Active Voice Passive Voice 

Subject + will+ have +v3+ object. 
Object+ will+ have+ been +V3+ by + 
subject 

Subject + will+ have +not+v3+ 
object. 

Object + will+ have +not+been+v3+ 
subject 

Will+ Subject+have+v3+ object? 
Will + object+have+been+v3+by 
+subject? 

 
Examples: 
 
Active:  They will have brought the toy. 
Passive:  The toy will have been brought by them. 
  
Active:  Saim will not have changed the table cover. 
Passive:  The table cover will not have been changed by Saim. 
  
Active:  Will she have written the notes. 
Passive:  Will the notes have been written by her? 
  
Active:  They will have won the match. 
Passive:  The match will have been won by them. 
  
Active:  Faiz will have washed a shirt. 
Passive:  A shirt will have been washed by Faiz. 
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Noun and Pronoun for Active and Passive 
See how the pronoun in active voice has to be converted into pronoun in passive voice with the help of 
this table. 

Active Voice Pronoun Passive Voice Pronoun 

I Me 

We Us 

He Him 

She Her 

They Them 

You You 

It It 

 
 

Pronoun Number And 
Person Table 

Person I II III 

Number       

Singular I -> am you -> are  
He, She, it  -> is 
Ali, Sara -> is 

Plural  we -> are  you -> are They -> are 

 
 

Active and Passive Voice Exercises 
 
In order to test yourself, try the following active and passive voice exercises. Change the voice of the 
following sentences: 
 

Exercise # 1: 
 

1. I will never forget this experience. 
2. Mother made a cake yesterday. 
3. The girl was teased by the boy. 
4. The deer was being chased by the tiger. 
5. The police have caught the thief. 
6. Was her duty done by her? 
7. She has learned her lessons. 
8. A novel has been written by her. 
9. Have you finished the report? 
10. Scientists have discovered traces of ice on the surface. 

 
 
Solutions 

1. This experience will never be forgotten by me. 
2. A cake was made by my mother yesterday. 
3. The boy teased the girl. 
4. The tiger was chasing the deer. 
5. The thief has been caught by the police. 
6. Did she do her duty? 
7. Her lessons have been learned by her. 
8. She has written a novel. 
9. Has the report been finished by you? 
10. Traces of ice have been discovered on the surface of Mars (by scientists) 
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Exercise # 2: 
 

1. The dog chased the cat. 
2. The dog bit the boy. 
3. The peon rang the bell. 
4. Hassan played hockey. 
5. Miss Aleeha teaches us English. 
6. Awais caught the ball. 
7. Children like sweets. 
8. Hamza will take a photograph. 
9. Who taught you this poem? 
10. The police arrested the smuggler. 

 
 
Solutions 
 

1. The cat was chased by the dog. 
2. The boy was bitten by the dog. 
3. The bell was rung by the peon. 
4. Hockey was played by Hassan. 
5. English is taught to us by Miss Aleeha. 
6. The ball was caught by Awais. 
7. Sweets are liked by children. 
8. A photograph will be taken by Hamza. 
9. By whom were you taught this poem? 
10. The smuggler was arrested by the police. 

 

Exercise # 3: 
 

1. Danial was flying a kite. 
2. The hunter shot the deer. 
3. The lion attacked the zebra. 
4. Humair threw the ball. 
5. Everyone loves Fiza. 
6. My sister has drawn this portrait. 
7. The people were helping the wounded woman. 
8. Saim had taken the medicines. 
9. The player is taking extra Time. 
10. The cat ate the fish. 

 
 

Solutions 
 

1. A kite was being flown by Danial. 
2. The deer was shot by the hunter. 
3. The zebra was attacked by the lion. 
4. The ball was thrown by Humair. 
5. Fiza is loved by everyone. 
6. This portrait has been drawn by my sister. 
7. The wounded woman was being helped by the people. 
8. The medicines had been taken by Saim. 
9. Extra Time is being taken by the player. 
10. The fish was eaten by the cat. 

 
 
 
 
 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              37 | 
P a g e   

PUNCTUATION MARKS & RULES 
 
“A punctuation mark is a mark (sign) used in writing to divide texts into phrases and sentences”. 
 
When we speak, we can pause or emphasize certain words and phrases to help people understand what 
we are saying. In our writing, we use punctuation to show pauses and emphasis. Punctuation marks help 
the reader understand what we mean. A punctuation mark is a mark, or sign, used in writing to divide texts 
into phrases and sentences and make the meaning clear. In this lesson, we will look at some common 
punctuation marks and mistakes. You will see examples of what happens if you omit or misuse some 
common punctuation marks. 
 
Some common punctuation marks are: 
 

 period (full stop) ( . ) 

 comma ( , ) 

 question mark ( ? ) 

 exclamation mark ( ! ) 

 colon ( : ) 

 semicolon ( ; ) 

 single quotation marks ( ' ' ) 

 double quotation marks ( " " ) 

 parentheses ( ), brackets [ ] and braces { } 

 hyphen ( ‐ ) 

 en dash (–)  

 em dash ( — ) 

 ellipsis (. . . ) 

 apostrophe ( ' ) 

 slash ( / ) 

 
Some additional punctuation marks are (Optional): 
 

o ampersand ( & ) 
o asterisk ( * ) 
o at sign ( @ ) 
o bullet ( • ) 
o degree symbol ( ° )  
o number sign ( # ) 
o percent sign ( % ) 
o underscore symbol ( _ ) 
o copyright symbol ( © ) 
o registered trademark symbol ( ® )  
o trademark symbol ( ™ ) 
o dollar sign ( $ ) 

 

English Punctuation Rules 
To better understand punctuation rules, we will divide punctuations into following catagories: 
 

To end a sentence 
 
period (full stop) ( . ) 
question mark ( ? ) 
exclamation mark ( ! ) 
ellipsis (. . .) 
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To separate phrases or items 
 
comma ( , ) 
semicolon ( ; ) 
 

To begin a list 
colon ( : ) 
 

To quote or indicate a title 
single quotation marks ( ' ' ) 
double quotation marks ( " " ) 
 

To indicate extra information 
parentheses ( ), brackets [ ] and braces { } 
em dash ( — ) 
 

To show alternatives 
slash ( / ) 
 
Now we will explain all punctuation marks with examples one by one. 
 

Period (full stop) ( . ) 
 
Rule 1.  
Use a period at the end of a complete sentence that is a statement. 
Example: I know him well. 
 
Rule 2.  
A single full stop may also be used to indicate the abbreviation of commonly used words as in the following 
examples: 
Telephone Number = Tel. No. 
September = Sept. 
 
Important :If the last item in the sentence is an abbreviation that ends in a period, do not follow it with 
another period. 
 
Incorrect:  This is Alice Smith, M.D.. 
Correct:  This is Alice Smith, M.D. 
Correct:  Please shop, cook, etc. We will do the laundry. 
 
Rule 3.  
Question marks and exclamation points replace and eliminate periods at the end of a sentence. 
 

Comma ( , ) 
 
Commas and periods are the most frequently used punctuation marks. Commas customarily indicate a 
brief pause; they're not as final as periods. 
 

Rule 1.  
Use commas to separate words and word groups in a simple series of three or more items. 
 
Example: My estate goes to my husband, son, daughter-in-law, and nephew. 
Note: When the last comma in a series comes before and (or) or (after daughter-in-law in the above 
example), it is known as the Oxford Comma. Most newspapers and magazines drop the Oxford comma in 
a simple series, apparently feeling it's unnecessary. However, omission of the Oxford comma can 
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someTimes lead to misunderstandings. 
 
Example: We had coffee, cheese and crackers and grapes. 
Adding a comma after crackers makes it clear that cheese and crackers represents one dish. In cases like 
this, clarity demands the Oxford comma. 
We had coffee, cheese and crackers, and grapes. 
 

 

Rule 2.  
Use a comma to separate two adjectives when the order of the adjectives is interchangeable. 
Example: He is a strong, healthy man. 
We could also say healthy, strong man. 
Example: We stayed at an expensive summer resort. 
We would not say summer expensive resort, so no comma. 
Another way to determine if a comma is needed to mentally put and between the two adjectives. If the result 
still makes sense, add the comma. In the examples above, a strong and healthy man makes sense, but an 
expensive and summer resort does not. 
 

 

Rule 3a.  
Many inexperienced writers run two independent clauses together by using a comma instead of a period. 
This results in the dreaded run-on sentence or, more technically, a comma splice. 
 
Incorrect: He walked all the way home, he shut the door. 
 
There are several simple remedies: 
Correct:  He walked all the way home. He shut the door. 
Correct:  After he walked all the way home, he shut the door. 
Correct:  He walked all the way home, and he shut the door. 

 

 

Rule 3b.  
In sentences where two independent clauses are joined by connectors such as and, or, but, etc., put a 
comma at the end of the first clause. 
 
Incorrect:  He walked all the way home and he shut the door. 
Correct:  He walked all the way home, and he shut the door. 
 
Incorrect:  Did he walk all the way home or did he take a bus? 
Correct:  Did he walk all the way home, or did he take a bus? 
 
Some writers omit the comma if the clauses are both quite short: 
Example: I paint and he writes. 

 

 
 

Rule 3c.  
If the subject does not appear in front of the second verb, a comma is generally unnecessary. 
Example: Marry thought quickly but still did not answer correctly. 
But some Times a comma in this situation is necessary to avoid confusion. 
 
Confusing: I saw that she was busy and prepared to leave. 
Clearer with comma: I saw that she was busy, and prepared to leave. 
Without a comma, the reader is liable to think that "she" was the one who was prepared to leave. 
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Rule 3d.  
A comma is placed before the word because only if needed for clarity. 
 
Example:  The twins attended Tulane because their parents went there. 
This sentence clearly conveys that the main reason the twins went to Tulane was because their parents 
attended Tulane. 
 
The twins didn’t attend Tulane because their parents went there. 
 
This sentence is ambiguous. We’re not sure whether they didn’t go to Tulane because they wanted to go 
somewhere other than where their parents went to college, or whether the twins did go to Tulane but for 
reasons other than that their parents went there. 
 
The twins didn’t attend Tulane, because their parents went there. 
With the comma before because, the sentence more clearly conveys that the twins desired a college 
other than the one their parents attended. 
 

 

Rule 4a.  
When starting a sentence with a dependent clause, use a comma after it. 
Example: If you are not sure about this, let me know now. 
 
Follow the same policy with introductory phrases. 
Example: Having finally arrived in town, we went shopping. 
 
However, if the introductory phrase is clear and brief (three or four words), the comma is optional. 
Example: When in town we go shopping. 
 
But always add a comma if it would avoid confusion. 
Example: Last Sunday, evening classes were canceled. (The comma prevents a misreading.) 
 
When an introductory phrase begins with a preposition, a comma may not be necessary even if the 
phrase contains more than three or four words. 
Example: Into the sparkling crystal ball he gazed. 
 
If such a phrase contains more than one preposition, a comma may be used unless a verb immediately 
follows the phrase. 
Examples: 
Between your house on Main Street and my house on Grand Avenue, the mayor's mansion stands 
proudly. 
Between your house on Main Street and my house on Grand Avenue is the mayor's mansion. 
 

 

Rule 4b.  
But often a comma is unnecessary when the sentence starts with an independent clause followed by a 
dependent clause. 
Example: Let me know now if you are not sure about this. 

 

 

Rule 5a.  
Use commas to set off nonessential words, clauses, and phrases. 
Incorrect:  Jill who is my sister shut the door. 
Correct:  Jill, who is my sister, shut the door. 
 
Incorrect:  The actor knowing it was late hurried home. 
Correct:  The actor, knowing it was late, hurried home. 
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In the preceding examples, note the comma after sister and late. Nonessential words, clauses, and phrases 
that occur midsentence must be enclosed by commas. The closing comma is called an appositive comma. 
Many writers forget to add this important comma. Following are two instances of the need for an appositive 
comma with one or more nouns. 
 
Incorrect:  My best friend, Ali arrived. 
Correct:  My best friend, Ali, arrived. 
 
Incorrect:  The three items, a book, a pen, and paper were on the table. 
Correct:  The three items, a book, a pen, and paper, were on the table. 

 

 

Rule 5b.  
If something or someone is sufficiently identified, the description that follows is considered nonessential 
and should be surrounded by commas. 
 
Examples: 
Freddy, who has a limp, was in an auto accident. 
If we already know which Freddy is meant, the description is not essential. 
 
The boy who has a limp was in an auto accident. 
We do not know which boy is meant without further description; therefore, no commas are used. 
 
This leads to a persistent problem. Look at the following sentence: 
 
Example: My brother Bill is here. 
 
Now, see how adding two commas changes that sentence's meaning: 
Example: My brother, Bill, is here. 
 
Careful writers and readers understand that the first sentence means I have more than one brother. The 
commas in the second sentence mean that Bill is my only brother. 
Why? In the first sentence, Bill is essential information: it identifies which of my two (or more) brothers I'm 
speaking of. This is why no commas enclose Bill. 
 
In the second sentence, Bill is nonessential information—whom else but Bill could I mean?—hence the 
commas. 
Comma misuse is nothing to take lightly. It can lead to a train wreck like this: 
 
Example: Mark Twain's book, Tom Sawyer, is a delight. 
 
Because of the commas, that sentence states that Twain wrote only one book. In fact, he wrote more than 
two dozen of them. 
 

 

Rule 6a.  
Use a comma after certain words that introduce a sentence, such as well, yes, why, hello, hey, etc. 
 
Examples: 
Why, I can't believe this! 
No, you can't have a dollar. 
 

 

Rule 6b.  
Use commas to set off expressions that interrupt the sentence flow (nevertheless, after all, by the way, on 
the other hand, however, etc.). 
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Example: I am, by the way, very nervous about this. 
 

 
 

Rule 6c.  
In general, use commas to set off the word too midsentence. However, it is usually not necessary to 
precede too with a comma at the end of a sentence. 
 
Examples: 
My sister, too, loves artichokes. 
My sister loves artichokes too. 
 

 

Rule 7.  
Use commas to set off the name, nickname, term of endearment, or title of a person directly addressed. 
 
Examples: 
Will you, Aisha, do that assignment for me? 
Yes, old friend, I will. 
Good day, Captain. 
 

 

Rule 8.  
Use a comma to separate the day of the month from the year, and—what most people forget!—always put 
one after the year, also. 
 
Example: It was in the Sun's June 5, 2019, edition. 
 
No comma is necessary for just the month and year. 
 
Example: It was in a June 2019 article. 
 
A comma may be advisable with other incomplete dates. 
 
Examples: 
Our planning meetings will take place on Friday, November 13 and Thursday, December 10. 
Our planning meetings will take place on November 13 and December 10. 
 

 

Rule 9.  
Use a comma to separate a city from its state, and remember to put one after the state, also. 
 
Example: I'm from the Lahore, Punjab, area. 

 

Rule 10.  
Traditionally, if a person's name is followed by Sr. or Jr., a comma follows the last name: Martin Luther 
King, Jr. This comma is no longer considered mandatory. However, if a comma does 
precede Sr. or Jr., another comma must follow the entire name when it appears midsentence. 
Correct:  Al Mooney Sr. is here. 
Correct:  Al Mooney, Sr., is here. 
Incorrect:  Al Mooney, Sr. is here. 
 

 

Rule 11.  
Similarly, use commas to enclose degrees or titles used with names. 
Example: Al Sadiq, M.D., is here. 
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Rule 12a.  
Use commas to introduce or interrupt direct quotations of dialogue or text. 
 
Examples: 
 
He said, "I don't care." 
 
"Why," I asked, "don't you care?" 
Shahid Naeem wrote, "If there's a book that you want to read, but it hasn't been written yet, then you must 
write it." 
 
This rule is optional with one-word quotations. 
 
Example: He said "Stop." 
 
If a quotation is preceded by introductory words such as that, whether, if, a comma is normally not 
needed. 
Example: Was it Farooq Sadiq who wrote that "nothing can be changed until it is faced"? 
 
A comma is not necessary to introduce titles of articles, chapters, songs, etc.  
Example: I recently read an interesting article titled "A Poor Woman’s Journey." 

 

 

Rule 12b.  
If the quotation comes before he said, she wrote, they reported, Saad insisted, or a similar attribution, end 
the quoted material with a comma, even if it is only one word. 
 
Examples: 
"I don't care," he said. 
"Stop," he said. 
 

 

Rule 12c.  
If a quotation functions as a subject or object in a sentence, it might not need a comma. 
 
Examples: 
Is "I don't care" all you can say to me? 
Saying "Stop the car" was a mistake. 
 

 

Rule 12d. 
If a quoted question ends in midsentence, the question mark replaces a comma. 
 
Example: "Will you still be my friend?" Zaeem asked. 
 

 

Rule 13.  
Use a comma to separate a statement from a question. 
 
Example: I can go, can't I? 

 

Rule 14.  
Use a comma to separate contrasting parts of a sentence. 
 
Example: That is my money, not yours. 
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Rule 15a.  
Use a comma before and after certain introductory words or terms, such as namely, that is, i.e., e.g., 
including, and for instance, when they are followed by a series of items. 
 
Example: You may be required to bring many items, e.g., sleeping bags, pans, and warm clothing. 
 

 

Rule 15b.  
Commas should precede the term etc. and enclose it if it is placed midsentence. 
 
Example: Sleeping bags, pans, warm clothing, etc., are in the tent. 

 

 

Question Mark ( ? ) 
 
1. Use a question mark when you are trying to get information. This type of sentence is called 
an interrogative sentence. Many interrogative sentences start with question words such as who, what, 
when, where, why or how and end with a question mark. 
 
Examples: 
 

i. Where is the gas station? 
ii. Who is your teacher? 
iii. Why did you stop here? 
iv. How did you do that? 
v. What color is the shirt? 
vi. When will you arrive? 

 
2. Use a question mark at the end of a sentence when you turn a statement into a question to get a specific 
answer. This type of question is used when the speaker is hoping for a certain answer. 
 
Examples:    
 

i. You promise to call me every day? 
ii. See you there at 8:00 tonight? 

 
3. Use a question mark at the end of a tag question. A tag is a word or phrase that is added to a sentence. 
A tag question is a statement followed by a short question. Tag questions are very common in English and 
are used to ask if you agree with the statement. 
 
Examples:    
 

i. You speak English, don't you? 
ii. The dog is brown, right? 
iii. You paid the bill, didn't you? 
iv. Ayesha is not here, is she? 

 
4. Use questions marks after each question in a series, even if the question is not a complete sentence. 
 
Example: 
 

o Do you want to eat pizza? chicken? burgers? 
 
Note that you do not capitalize each choice because they are all a part of the same sentence. This 
sentence could also be asked as one complete question using only one question mark at the end: 
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o Do you want to eat pizza, chicken or hamburgers? 

 
5. Use a question mark after a rhetorical question. A rhetorical question is a type of question to which no 
answer is required. 
 
Examples:    
 

i. Who cares? 
ii. Isn't it a beautiful day? 
iii. Are you kidding me? 

 

Important: 
 
1)DO NOT use a question mark after an indirect question. An indirect question is question found in a 
declarative sentence. A declarative sentence is a sentence in the form of a statement. It is not a command 
or question. It simply states an idea. 
 
Incorrect:  I asked her to pay the bill? 
Correct:  I asked her to pay the bill. 
 
Incorrect:  The teacher asked for their homework? 
Correct:  The teacher asked for their homework. 
 
2) DO NOT put a space before a question mark. 
Incorrect:  What color is the ball  ? 
Correct:  What color is the ball? 
 
 

Exclamation Mark ( ! ) 
The exclamation mark is a simple vertical line above a period. In English it is only used at the end of a 
sentence. It looks like this: ! 
An exclamation mark is used to give emphasis to a statement. This means the writer wants the reader to 
understand there is strong feeling or urgency to the statement.  
 

1. A Warning 
In a story, the main character tells his daughter: "Watch out!"  
 
The exclamation mark tells us that the man is scared and is calling out to his daughter.  
Without the exclamation mark, the statement is not as urgent: "Watch out." 
 

2. A Direct Order 
If you read a sign on a door that says "Do Not Enter!" the exclamation mark helps catch your attention. 
  
You are more likely to notice "Do Not Enter!" than if it says "Do Not Enter." 
The exclamation mark tells you that it might be dangerous to go through that door.   
 

 
3. Expressing Strong Feelings 
When we speak, we often use our voices and body movements (also known as "body language") to show 
feelings. 
 
In writing, other ways must be used. One way is to use an exclamation mark. 
 
The exclamation mark can be used to show surprise, fear, happiness, etc. 

 

For example: 
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Fear:   "That dog is going to bite me!" 
Anger:  "Shut up!" 
Surprise:  "The bus is early today!" 
Happiness:  "It is good to see you again!" 
 

 
Note: 
Exclamation marks should not be "overused." That means, don’t use them too much. 
 
Here is an example of a sentence where too many exclamation marks were used: 
"It was raining! I took my umbrella to school! The wind blew it away! I arrived at school all wet!" 
 
A better way to write this would be:  
"It was raining. I took my umbrella to school. The wind blew it away. I arrived at school all wet!" 
 
 

Colon ( : ) 
 
Colon punctuation is used to introduce. Colons can introduce a word or words, a phrase, a list or a quotation. 
A colon is made of two equal dots (or periods). One dot sits on top of the other with a small space between 
( : ).  
 
Examples: 
 

 I like many healthy foods: carrots, apples, spinach and oranges. 

 In writing, colon punctuation is used for one thing: to introduce. 

 Mary has only one thing on her mind: work. 

 My mom always told me to follow the Golden Rule: "Treat others as you want to be treated." 

 I have lived in a few cities: Lahore, Karachi, Multan and Gujranwala. 
 
A colon gives emphasis to whatever you are introducing because the reader must come to a full stop at the 
colon, which causes them to pay attention to what comes next. 
 
Example: 
 

 Naeem was the best person for the job because he had experience in one key area: teaching. 
 
This sentence introduces why Naeem was the best person for the job and makes the reader focus 
on that reason: teaching. 
 

 He was the best person for the job because he had experience in teaching. 
 
This sentence does not focus on the reason he is best for the job. It does get the point across, but 
it does not place any emphasis on the word teaching. 

 
Colon punctuation can also be used after the salutation (greeting) of a formal letter or a business letter. 
 
Examples: 

 

 Dear Sir or Madam: 

 To Whom It May Concern: 

 Gentlemen: 

 Superintendent of Schools: 

 Dear Selection Committee: 
 
 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              47 | 
P a g e   

Common misuses of the colon 
 
1. Do not use a colon to separate a preposition from its object. 
 A preposition is a word that is used before a noun to show its connection to another word in the 
sentence. Here are a few common prepositions: 
 
 

 with 

 by 

 for 

 from 

 in 

 to 
 
Incorrect: He was responsible for: cooking dinner, washing dishes and taking out the trash. 
 
Correct without a colon:  
He was responsible for cooking dinner, washing dishes and taking out the trash. 
 
Correct with a colon:  
He had a few responsibilities: cooking dinner, washing dishes and taking out the trash. 
 
Incorrect:    She went to the concert with: Amy, Lisa, Nick and Rashid. 
Correct without a colon:  She went to the concert with Amy, Lisa, Nick and Rashid. 
Correct with a colon:  She went to the concert with her friends: Amy, Lisa, Nick and Rashid. 
 
 
2. Do not use a colon after a verb in a sentence. 
 

Incorrect: Her favorite activities in the summer are: biking, swimming and playing baseball. 
 
Correct without a colon: 
 Her favorite activities in the summer are biking, swimming and playing baseball. 
 
Correct with a colon:  
She enjoys many activities during the summer: biking, swimming and playing baseball. 
 
Incorrect:    I like to eat: pizza, chicken and chocolate pie. 
Correct without a colon:  I like to eat pizza, chicken and chocolate pie. 
Correct with a colon:  I have a few favorite foods: pizza, chicken and chocolate pie. 
 
3. Do not use a colon after "such as." 
 
Incorrect:  
I need to buy a few items before school such as: pencils, paper, glue and pointer. 
Correct without a colon:  
I need to buy a few items before school such as pencils, paper, glue and pointer. 
Correct with a colon:  
I need to buy a few items before school: pencils, paper, glue and pointer. 
 

Semicolon ( ; ) 
 
There are three uses of the semicolon. 

1. Use a semicolon to connect (put together) two related, or similar, sentences. We connect 
the sentences with a semicolon to eliminate the pause between them. 
Example without a semicolon: 
My shirt is green. My brother's shirt is blue. 
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When we say these two sentences aloud, we say, "My shirt is green. (pause) My brother's shirt is blue." 
 
Example with a semicolon: 
My shirt is green; my brother's is blue. 
When we say this sentence aloud, we do not pause after green. 
We can put these two sentences together with a semicolon because they are similar. They are both about 
the colors of the shirts. 
 
Here are some more examples. 
 
Example without a semicolon: 
 I have my own bed. The cat sleeps on the pillow. 
 
Example with a semicolon: 
I have my own bed; the cat sleeps on the pillow. 
We can put these two sentences together with a semicolon because they are similar. They are both about 
my bed. 
 
Incorrect: 
Ali likes cats; Nasir went to the park. 
 
These two sentences should not be put together with a semicolon because they are not similar. They are 
about two different subjects. 
 
2. Use a semicolon to join two related, or similar, sentences when using a conjunctive adverb. 
 
A conjunctive adverb is a connecting word such as: 
 

 also 

 besides 

 finally 

 similarly 

 likewise 

 furthermore 

 however 

 next 

 then 

 therefore 

 meanwhile 
 
Examples: 
We will drive to school; then we will go to the museum. 

 I ate all of my vegetables; therefore, I should get dessert. 
 
3. Use a semicolon to connect items in a list if there are already commas in the sentence. Use this 
when listing dates, locations, names and descriptions. 
 
Example with names and descriptions: 
Correct: 
My favorite teachers are Mrs. White, my math teacher; Mrs. Smith, my reading teacher; and Mr. Junaid, 
my music teacher. 
Incorrect: 
My favorite teachers are Mrs. White, my math teacher, Mrs. Smith, my reading teacher, and Mr. Junaid, 
my music teacher. 
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Example with dates: 
Correct: 
Our birthdays are July 11, 2000; February 12, 2007; and April 9, 2007. 
Incorrect: 
Our birthdays are July 11, 2000, February 12, 2007, and April 9, 2007. 
 
Example with locations: 
Correct: 
I have lived in Paris, France; London, England; and Los Angeles, California. 
 
 
Incorrect: 
I have lived in Paris, France, London, England, and Los Angeles, California. 
 

Important Note: 
 
1) Do not capitalize the word following the semicolon, unless it is a proper noun. 
 
Correct: 
This summer my father traveled to Columbus, Ohio; Miami, Florida; and Atlanta, Georgia. 
We capitalize the "M" on Miami because it is a proper noun. We do not capitalize the "a" on and because 
it is not a proper noun. 
 
Incorrect: 
Some people like apple pie; Cherry pie is my favorite. 
We should not capitalize the "c" on cherry because it is not a proper noun. 
 
2) Do not use a semicolon with conjunctions. 
 
Incorrect: 
My favorite color is red; but my bike is green. 
Correct: 
My favorite color is red, but my bike is green. 
Incorrect: 
My sister was sleeping; so I turned off the lights. 
Correct: 
My sister was sleeping, so I turned off the lights. 
 

Single Quotation Marks ( ' ' ) 
 
In American English, we usually use double quotation marks ( " " ) first and single quotation marks ( ' ' )  
second. 
 
Examples: 
 
My mother said, "The baby started talking today. The baby said, 'Mama.' " 
The teacher asked us, "How many of you have read the story 'The Brown Horse' in your textbook?" 
In British English, we usually reverse the order of single and double quotation marks. 
British English usually uses single quotation marks first and then double quotation marks. 
 
Examples: 
 
My mother said, 'The baby started talking today. The baby said, "Mama".' 
The teacher asked us, 'How many of you have read the story "The Brown Horse" in your textbook?' 
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Uses of single quotation marks in English 
 
1. Use single quotation marks for a quotation or title (article, story, or poem) within a quotation. 
 
Examples: 
 
A) American English: 
The author read a passage from her new book, "The night was cold and dark. 'I feel scared,' said Hira, as 
they headed into the haunted house." 
 

 " 'The Red Balloon' is my favorite story," my father said. 
 
 
B) British English: 
The author read a passage from her new book, 'The night was cold and dark. "I feel scared", said Hira, as 
they headed into the haunted house.' 
 

 ' "The Red Balloon" is my favorite story', my father said. 
 
2. Use quotation marks to highlight words or phrases that are not being used for their exact 
meaning. 
These are also called scare quotes because these words and phrases are ironic, or being used in an 
unusual way. 
 
Examples: 
A) In American English, we usually use double quotation marks for scare quotes. 
 

 The kids stayed "completely silent" through the entire concert. 
(= The writer is saying that the kids were not quiet.) 

 

 My brother shared his "wisdom" with me. 
(= The writer does not think his brother's advice is wise.) 

 
B) In British English, we usually use single quotation marks for scare quotes. 

 The kids stayed 'completely silent' through the entire concert. 

 My brother shared his 'wisdom' with me. 
 
3. We use quotation marks to show that a letter is being used as a letter or a word is used as a 
word. 
 
Examples: 
A) In American English, we use double quotation marks for this. 
What is the definition of "quotations"? 
Capitalize the "A" in her name. 
 
B) In British English, we use single quotation marks for this. 
What is the definition of 'quotations'? 
Capitalize the 'A' in her name. 
 
Use a space between single quotation marks and double quotation marks. 
In both American English and British English, most people use a space between the double and single 
quotation marks to avoid confusion. 
 
 
American English Example: 
Correct: " 'The Red Balloon' is my favorite story," my father said. 
Incorrect: "'The Red Balloon' is my favorite story," my father said. 
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British English Example: 
 
Correct: ' "The Red Balloon" is my favorite story', my father said. 
Incorrect: '"The Red Balloon" is my favorite story', my father said. 
 

How to place punctuation marks with quotation marks 
 
A) In American English, periods and commas are always placed inside quotation marks even if it 
does not make sense.  
 
Exclamation points and question marks with quotation marks follow logic in American English. 

 The boy said, "My mom told me, 'Do not forget to eat your vegetables.' " 
(The period is placed inside all quotation marks.) 

 

 " 'The Zoo Animals' is my favorite poem to read," mom said. 
(The comma is placed inside the quotation marks.) 

 

 "Have you read the poem 'The Yellow Cat'?" the teacher asked. 
(The question mark goes with the sentence in double quotations, so it goes inside the double 
quotation marks. It does not go inside the single quotation marks with the title of the poem.) 

 
B) In British English, punctuation marks (commas, periods, exclamation points, and question 
marks) always follow logic. 

 The boy said, 'My mom told me, "Do not forget to eat your vegetables'." 
(Place the period outside of the single quotation marks in British English because it goes with the 
quoted sentence.) 
 

 ' "The Zoo Animals" is my favorite poem to read', mom said. 
(The comma is placed outside the quotation marks in British English.) 

 

 'Have you read the poem "The Yellow Cat"?' the teacher asked. 
(The question mark goes with the sentence in single quotations, so it goes inside the single 
quotation marks. It does not go inside the double quotation marks with the title of the poem.) 

 
 
C) In American English and British English, semicolons and colons always go outside the 
quotation marks. 
 
Examples in American English: 

 My teacher stated, "I love the poem 'The Snow'; however, my favorite poem is 'Winter Dreams.' " 
(The semicolon goes outside of the single quotation marks.) 
 

 These names start with a '"B": Barbara, Bill, Bonnie, and Ben. 
(The colon goes outside of the double quotation marks.) 

 
Examples in British English: 

 My teacher stated, 'I love the poem "The Snow"; however, my favorite poem is "Winter Dreams" '. 
(The semicolon goes outside of the double quotation marks.) 
 

 These names start with a 'B': Barbara, Bill, Bonnie, and Ben. 
(The colon goes outside of the single quotation marks.) 
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Double Quotation Marks ( " " ) 
 
A quotation mark looks like two apostrophes together and is always written in pairs (Like this: “ ” or like this: 
" "). The quotation mark is used in written language to quote exact words from spoken or written language. 
 
But that is not all! Here is a list of the main uses: 
 
1. To quote exact words from spoken or written language. 
Examples: 
 

 Shahid Naeem said, "Develop a passion for learning. If you do, you will never cease to grow." 

 She said, "Come home." 

 "This is a new car,"  Bilal explained. 
 
2. To show titles. The titles can be of short stories, poems, articles, chapters, etc. 
 
 
Examples: 
 

 My favorite poem by Emily Dickinson is "There Is Another Sky." 

 Did you read the article "Building Vocabulary"? 

 The first chapter in the book is "The Tall Tree." 

 
3. To show that a word or phrase is used in an unusual way.  
 
Examples:  

 Her "farewell present" was a slammed door. 
(= It was not really a farewell present.) 

 What does this "expert" claim? 
(= The writer does not really think this person is an expert.) 

 She shared her "wisdom" with me. 
(= The writer thinks she told things that were not so wise.) 

 He could "see" my thoughts. 
(= The writer knows the word see is not used this way exactly, but is trying to illustrate the idea.) 

 You should "pay" her with your love. 
(= The writer knows the word pay is not used this way exactly, but is trying to illustrate the idea.) 

 He was "delighted" to read the news. 
(= He was not so delighted...) 

 
 
4. To show that a word is used as a word, or that a letter is used as a letter. 
 
Examples: 
 

 Look up the word "calm" in the dictionary. 

 "Face" comes from Latin. 

 To get the past form, add "ed" after "walk." 

 She did not understand the word "overweight." 
 

Rules for the Quotation Mark 
 
Quotation marks are always used in pairs. If you open a quotation, you have to close it. 
 
Incorrect:  "I am studying to become a teacher, she said. 
Correct:  "I am studying to become a teacher," she said. 
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Incorrect:  She performed the poem, "There is another sky by Emily Dickinson. 
Correct:  She performed the poem, "Where the Sidewalk Ends," by Emily Dickinson. 
 
 
2. The period and comma can go inside or outside the quotation mark, depending on the following 
factors. 
 
In American English, periods and commas always go inside the quotation marks, even if it does not seem 
to make sense. 
 
Example in American English: 
My students enjoyed reading "Oranges." 

 "We should go home," said Bilal. 
 
In British English, Canadian English and islands under the influence of British education, punctuation with 
quotation marks makes more logical sense. Periods and commas that are not part of the quoted 
sentence go outside the quotation marks. 
 
Example in British English: 
 

 My students enjoyed reading "Oranges". 
(The period is not part of the title, so it goes outside.) 
 

 "We should go home", said Bilal. 
(The comma is not part of the quote so it goes outside.) 

 

 She said, "I will definitely do it." 
(Here the period is part of the quote since it goes inside.) 

 
3. The placement of question marks and exclamation points with quotation marks follows logic. 
 

 If the punctuation mark belongs to the title or quote, then it goes inside. 

 If the punctuation mark does not belong to the title or quote, then it goes outside. 
 
Examples: 
 

 He said, "do you want to stay?" 

 Did you watch "Spider-Man"? 

 Qasim Khan, "Stop talking!" She was pretty upset. 

 Ayesha told me, "You are the best"! I was so happy to hear that! 
 
4. Semicolons and colons always go outside the quotation marks. 
 
Incorrect:  I love "Where the Sidewalk Ends;" however, my favorite poem is by Robert Frost. 
Correct:  I love "Where the Sidewalk Ends"; however, my favorite poem is by Robert Frost. 
Incorrect:  The following fruit are called "tropical:" bananas, coconuts and pineapples. 
Correct:  The following fruit are called "tropical": bananas, coconuts and pineapples. 
 

Important To Know: 

Punctuation 
Mark 

Position Examples 

Period 
American: inside 
British: follows logic 

American: 
Read the chapter "Fish." 
British:  
Read the chapter "Fish". 

Comma American: inside American: 
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British: follows logic "You are right," she said. 
British: 
"You are right", she said. 

Exclamation 
point 

American and 
British: follows logic 

American and British: 
Dan said, "Let's go!" 
Janet forgot the book "Wild Sea"! 

Question mark 
American and 
British: follows logic 

American and British: 
Did you read "Wild Sea"? 
He asked, "Did we meet?" 

Colon 
American and 
British: outside 

American and British: 
Here is what we mean by 
"late": five minutes or more after 7 
AM. 

Semicolon 
American and 
British: outside 

American and British: 
They wanted to watch "Spider-
Man"; Tom did not. 

 
5. Punctuation around quoted speech depends on how it fits into the rest of the text. 
 

 If a quoted word or phrase fits into the sentence without a break or pause, then we usually do not 
use commas. 

 
Example: 
 
I read "The Lost Keys" any Time I need a laugh! 
 

 You almost always need a comma following a form of to say. Place a comma directly after, then a 
space, then the quotation mark. 
Some forms of to say are: says, said, replied, yelled, asked and exclaimed. 

 
Examples: 
She said, "Keep your hands to yourself." 
He replied, "I left the keys in the car." 
 

 If the quote comes after an independent clause (a sentence that can be by itself), use a colon ( : ) 
before the quoted sentence. 

 
Example: 
My dad's favorite saying was from my Grandmother: "If you do not have anything nice to say, do not say 
anything at all." 
 

 When a form of to say comes in the middle of the quoted sentence, use commas on both sides. 
The first comma will be inside of the quotations. The second comma will be directly after the 
word said (or another form of to say). 

 
Examples: 
 
"Your brother," my mom said, "wants you to be at his party." 
"My wedding is in two weeks," she exclaimed, "and I am so excited!" 
 
6. When using quotation marks in writing to show different speakers, make a new paragraph for 
each change of speaker. 
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Example: 
"Please clean your room," mom said. 
I replied, "I do not want to clean my room." 
"Then you will not go to the park today," she told me. 
"I guess I will clean my room!" I exclaimed. 
 
7. Capitalize the first letter of a quote if the quote is a complete sentence. 
 
Incorrect:  When Bilal came home he asked, "who made this mess?" 
Correct:  When Bilal came home he asked, "Who made this mess?" 
 
 

Quotation Marks Inside Quotation Marks 
In American English, use single quotation marks on the inside and double quotation marks on the outside. 
 
For example:  She said, "I read the chapter 'The Tall Tree' yesterday." 
 
British English varies on this, but in many cases the double quotation marks are inside and the single 
quotation marks are outside. 
 
For example:  She said, 'I read the chapter "The Tall Tree" yesterday.' 
  
   

Parentheses ( ), Brackets [ ] And Braces { } 
 

Parentheses ( ) 
 
Parentheses (plural) 
Parenthesis (singular)  
 
Parentheses are the most common punctuation mark. We use parentheses to enclose information that can 
be left out. The information in the parentheses is not essential to the meaning of the original sentence. it is 
given as additional, or extra, information. 
 
Examples: 
Saim (the boy from the college) helped me with my homework. 
The boy ate the ice-cream cone. (His favorite flavor was chocolate.) 
 
SomeTimes the information is inserted within the original sentence and is not a complete 
sentence itself. 
 
When this happens, we do not capitalize the section in parentheses or put punctuation at the end. 
 
Examples: 
 

 Hira (the girl that lives in the yellow house) invited you to her birthday party next week. 

 I am going to the park to play with Rashid (who goes to school with me). 
 
 
SomeTimes the information in parentheses is a complete sentence that is separate from the original 
sentence. 
 
When this happens, we treat the words in the parentheses as a complete sentence by capitalizing the first 
letter and adding punctuation inside the parentheses. 
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Examples: 
 

 The children won their baseball game. (It was exciting!) 

 I am going to the park to play with Rashid. (Rashid went to school with me.) 
If you remove the information that is inside the parentheses, the sentence must still make sense. 
 
Examples: 
 

 Hira (the girl that lives in the yellow house) invited you to her birthday party next week. 
Hira invited you to her birthday party next week. 

 

 I am going to the park to play with Rashid (who goes to school with me). 
I am going to the park to play with Rashid. 

 

 The children won their baseball game. (It was exciting!) 
The children won their baseball game. 

 

 I am going to the park to play with Rashid. (Rashid went to school with me.) 
I am going to the park to play with Rashid. 

 
 

Brackets [ ] 
Brackets look squarer than parentheses. Brackets are placed around extra information in a text, especially 
comments made by an editor. In other words, they are typically used for editorial comments, corrections, 
and clarifications. 
 
For example, you can use brackets to add something into a sentence that was taken out by the writer. 
 
Original sentence: 
She drove 60 on the highway to town. 
This could mean 60 miles per hour, 60 kilometers per hour or something different. 
 
Sentence with words added by an editor to help the reader understand: 
She drove 60 [miles per hour] on the highway to town. 
In this example, the information in the brackets helps the reader understand the sentence. 
 

What is the difference between parentheses and brackets? 
Parentheses are used for text that is part of the original sentence but can be omitted. 
 
Examples: 
 

 We were very happy to see them (all of them). 

 For more info see chapter the "Birds" (page 5). 

 I was very surprised (and it's pretty hard to surprise me!). 
 
Brackets are typically used to explain or clarify the original text by an editor. 
 
Example: 
 

 She [Marrium] is a great friend of us. 
In this example "Marrium" was not part of the original sentence, and the editor added it for 
clarification. 

 

 Many sheeps [ships] left the port. 
In this example the original writer made a spelling mistake. So later on, when someone quoted 
them, they added "[ships]" for clarification. "Ships" was not part of the original sentence. 
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You can also use brackets in sentences where you want to put parentheses within parentheses. 
 
The order is the following: 
 

I. Opening parenthesis 
II. Opening bracket 

III. Closing bracket 
IV. Closing parenthesis 

 
Example: 
 

 The package includes several things (mainly CDs [compact discs]). 
 

Braces { } 
Braces look like curly brackets. We do not use braces very often in written language. Braces are more 
common in mathematics and science field. 
 
 

Hyphen ( ‐ ) 
A hyphen is a short line ( - ) used in the English language to connect the parts of a compound word or to 
connect split words such as numbers (twenty-nine) and job titles (vice-president). 
A compound word is made by combining two separate words. Depending on the dictionary, many of these 
words can be found written with a hyphen, as two separate words or as one complete word. 
 
Example: 
 

 book-keeper 

 book keeper 

 bookkeeper 
 
The current trend in English writing is to get rid of unnecessary hyphens. If you are still unsure on whether 

or not to use a hyphen with a compound word, it is best to leave the hyphen out. 

Here are a few common compound words that do not require a hyphen: 
 

 rainforest 

 website 

 baseball 

 cannot 

 headache 

 laptop 

 businessman 

 schoolteacher 
 
Here are a few common compound words that are usually written with a hyphen: 
 

 truck-driver 

 ice-cream 

 year-end 

 sign-in 

 warm-up 

 mother-in-law 

 free-for-all 

 follow-up 
 
These are a few common compound words that are written with a space between the words and no 
hyphen: 
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 voice mail 

 help desk 

 fact sheet 

 school year 

 Time line 
 

 
General uses of the hyphen 
 
1.  Use a hyphen to join two or more words that stand for a single adjective (describing word) before 
a noun. 
Examples: 
 

 chocolate-covered donuts 

 well-known doctor 

 much-needed vacation 

 nice-looking girl 
 

Do not use a hyphen if the two words have separate meanings and do not stand as a single adjective. 
 
Examples: 
 

 friendly little girl 

 beautiful red dress 

 small round ball 
 
2.  Use a hyphen when spelling out numbers between 21 and 99. 
Examples: 
 

 twenty-one 

 thirty-three 

 seventy-five 

 ninety-nine 
 
3.  Use a hyphen when spelling out fractions. 
Examples: 
 

 one-third 

 two-fourths 

 seven-eighths 
 
4.  Use a hyphen to avoid confusion in meaning. 
Examples: 
 
a little-used car (The hyphen is used to mean a car that is not used often.) 
a little used-car (The hyphen indicates that the used car is small.) 
 
5.  Use a hyphen with some job titles. 
Examples: 
 

 vice-president 

 attorney-general 

 secretary-general 
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Using hyphens with prefixes 
The current trend in writing English is to get rid of unnecessary hyphens. Therefore, most prefixes do not 
require a hyphen. 
1.  Hyphenate prefixes before proper nouns. 
 
Examples: 
 

 un-American 

 anti-Republican 

 pre-Vietnam War 

 mid-May 
 
2.  Use a hyphen with most words that begin with the prefix self-. (Do not use a hyphen with the words 
"selfless" and "selfish.") 
Examples: 
 

 self-control 

 self-respect 

 self-check 
 
3.  Use a hyphen with words that begin with the prefix ex-. 
Examples: 
 

 ex-wife 

 ex-military 

 ex-student 
 
4.  Use a hyphen with most words that begin with the prefix non-. 
(Do not use a hyphen with "nonaligned," "nonconformist" or "nonstop.") 
Examples: 
 

 non-smoker 

 non-alcoholic 

 non-violent 
 
5.  Use a hyphen when the prefix ends in the same letter the word begins. 
Examples: 
 

 semi-invalid 

 inter-related 
 
6.  Use a hyphen with the prefix re- when it stands for "again" and there is confusion with another word. 
Example: 
 

 I will recover from my illness. 
(We do not use a hyphen because re- does not mean again. The word recover means to get 
better.) 
 

 I am going to re-cover the sofa. 
(Use a hyphen because re-cover means to cover again.) 

 

Using hyphens to break lines 
 
When reading books you may someTimes notice the hyphen at the end of a line. The hyphen is there 
because there wasn't enough space in that line for the entire word. The solution was to divide that word 
between that line and the next one. The hyphen is there to show us that this is actually a single word that 
continues on the next line. 
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For example: 
 

 Joe worked in the company for many years. Finally, He made a deci- 
sion to quit this job and find a new one. 

 

En Dash (–)  
There are three forms of dashes and lines in the English language. The three forms are: 

 The hyphen 

 The em dash  

 The en dash 
 

The en dash gets its name because it is about the same width as the letter "N". There should be no spaces 
before or after an en dash. 
 

Using the en dash 
1.  Use an en dash to show a range of numbers. 
 
 
 
Examples: 
 

 Please pick a number from 1–50. 

 The instructions were on pages 20–22 in your textbook. 

 I need $500–$600 for my computer. 
 
2.  Use an en dash to show a period of Time. 
Examples: 
 

 I lived in Multan from 2001–2011. 

 The meeting will be held May 2–May 4 at the Hilton Hotel. 

 Our vacation will be November 16–21, 2013. 
 
3. Use an en dash to show distance. 
Examples: 
 

 Europe–USA is a long flight. 

 We live on the Pakistan–India border. 
 
4. Use an en dash with scores. 
Examples: 
 

 Our team won 22–19. 

 The score at the end of the game was 2–5. 
 
The correct way to use an en dash is without spaces. 
Incorrect:  Please read pages 1 – 10 tonight and complete the study guide. 
Correct:  Please read pages 1–10 tonight and complete the study guide. 
 
Incorrect:  I worked there from 1999 – 2010. 
Correct:  I worked there from 1999–2010. 
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Em Dash ( — ) 
The em dash is the longest of the three dashes and lines in the English language. The em dash is about 
the same width as the letter "M". 
 

Using an em dash 
We use the em dash in sentences to create a strong break to show an interruption, a change of thought, or 
to show emphasis. The em dash can be used in place of some commas, parentheses, colons, 
and semicolons. 
 
Notes: 
 

 The em dash is mostly used in informal writing such as friendly letters, emails, and journals. 

 Do not overuse the em dash in formal writing, such as business letters, research papers, and 
articles. 

 A good rule is to use parentheses, commas, semicolons, and colons instead of em dashes in 
formal writing. 

 There should be no spaces before or after an em dash. 

 
Rules: 
1. Use em dashes in place of commas or parentheses to create a break in a sentence 
 
 
Examples: 
 

 Please call my lawyer—Rashid Ali—on Tuesday. 
This sentence could also be written with commas or parentheses. 
Please call my lawyer, Rashid Ali, on Tuesday. 
Please call my lawyer (Rashid Ali) on Tuesday. 

 
 

 I talked to Mr. Junaid—my son's math teacher—at the game on Friday. 
This sentence could also be written with commas or parentheses. 
I talked to Mr. Junaid, my son's math teacher, at the game on Friday. 
I talked to Mr. Junaid (my son's math teacher) at the game on Friday. 

 
2. Use an em dash like a colon or semicolon to create emphasis 
A) In place of a colon: 

 Mom needs four things at the store—butter, milk, flour, and bread. 
This sentence would be written with a colon in formal writing. 
Mom needs four things at the store: butter, milk, flour, and bread. 
 

 The house rule is simple—clean up after yourself! 
This sentence would be written with a colon in formal writing. 
The house rule is simple: clean up after yourself! 

 
B) In place of a semicolon: 
 

 My sister loves chocolate—my brother loves vanilla 
This sentence would be written with a semicolon in formal writing. 
My sister loves chocolate; my brother loves vanilla. 
 

 Tahir got an "A" on his spelling test—therefore, he gets a longer recess. 
This sentence would be written with a semicolon in formal writing. 
Tahir got an "A" on his spelling test; therefore, he gets a longer recess. 

 
3. Use an em dash to show a sudden change of thought 
Examples: 
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 I was going to buy a—what did you say she wanted for her birthday? 

 Mom needs to talk to you about—oh, please excuse me! I did not know you had company. 

 I had a great day at the zoo—hey! Is that a jaguar? 

 

Ellipsis (. . . ) 
 
The ellipsis (…) is a form of punctuation used in written English language. The ellipsis is also known to 
some as dot-dot-dot because it consists of three periods, or dots, in a row. 
 

Ellipsis is the singular form of the word, meaning one. 
Ellipses is the plural form of the word, meaning more than one ellipsis. 
 
1. Use an ellipsis to show an omission, or leaving out, of a word or words in a quote. Use ellipses to 
shorten the quote without changing the meaning. 
For example: 
 

 "After school I went to her house, which was a few blocks away, and then came home." 
 
Shorten the quote by replacing a few words with an ellipsis. Remember, the meaning of the quote should 
not change. 
 

 "After school I went to her house … and then came home." 

We removed the words "which was a few blocks away" and replaced them with an ellipsis without changing 
the meaning of the original quote. 
 
2. Use an ellipsis to show a pause in a thought or to create suspense. (Suspense is when a reader is excited 
to know what is going to happen next.) 
Examples:    

 

 She opened the door . . . and saw . . . a cake! 

 I was thinking . . . maybe we should call home. 
 

This use of ellipses is very common in informal (friendly) letters and emails. 
 
3. Use an ellipsis to show a break, or trailing off, of a thought. 
Examples:    
 

 I know I saw my keys somewhere . . . 

 "I'm not sure what to do . . .," he said. 

 I never thought . . .      
 
4. Use an ellipsis with a period to shorten a quote. 
If the ellipsis is followed by a period, then you will have 4 dots. 
For example: 
 

 She said, "I like apples, oranges and bananas because they are all fruits." 

 She said, "I like apples, oranges and bananas … ." 
 

5. Use an ellipsis with a question mark after a trailing thought. 
Examples: 

 

 Why would he do that . . . ? 

 Where is she . . . ? 
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6. Use an ellipsis with an exclamation point to show excitement after a pause. 
Examples: 
 

 Wow . . .! 

 I cannot believe you did that . . .! 
 

Apostrophe ( ' ) 
 
The apostrophe is a form of punctuation in the English language. It looks like a comma ( , ) but appears at 
the top ( ' ) of words instead of the bottom. The apostrophe has two main uses. 
 
We use the apostrophe to: 
 
1. Indicate possession (ownership) by a noun. 
2. Represent missing letters in a contraction. 
 

Forming possessives of nouns 
Use an apostrophe with an "s" after a singular noun to show ownership of the object by that noun 
('s). Do this for all singular nouns, even if they end in an s. 
Examples: 
 

 dog's house => the house of the dog 

 Tahir's bike => the bike belongs to Tahir 

 Mr. Shahid's car => Mr. Sshahid owns the car 

 the teacher's desk => the desk of the teacher 

 the boy's hat => the hat belongs to the boy 

 Steve's dog => the dog belongs to Steve 
 
To show plural possession, make the noun plural and add an apostrophe. Some words will require 
an apostrophe plus an "s". Others will only need an apostrophe. 
If the plural noun ends in an "s", put an apostrophe at the end of the word. Do not add another "s". 
 
Examples: 

 the members of two churches => the churches' members 

 the hats of three boys => the boys' hats 

 the bikes at two stores => the stores' bikes 
 
If the plural form of the noun does not end in an "s", add an apostrophe with an "s" at the end of the word. 
 
Examples: 

 the toys of two children => the children's toys 

 the wings of ten geese => the geese's wings 
 
Using an apostrophe to show missing letters or numbers 
We also use apostrophes in place of missing letters in contractions or shortened forms of words or 
numbers. 
 
A contraction is when you combine two words to make one shorter word. Use an apostrophe in place of 
the removed letters. 
Examples: 

 cannot => can't 

 is not => isn't 

 have not => haven't 

 should have => should've 
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Use an apostrophe to show missing numbers in a shortened date. 
Examples: 
 

 1960 => '60 

 1998 => '98 
 

Tips for using an apostrophe 
Do not use an apostrophe with possessive pronouns. Possessive pronouns already show possession. 
His, hers, its, mine, yours and ours are all examples of possessive pronouns. 
 

 Incorrect:  his' book 

 Correct:  his book 
 

 Incorrect:  The car is our's. 

 Correct:  The car is ours. 
 

 Incorrect: it's foot 

 Correct:  its foot 
 
Do not use apostrophes with all plural nouns that end in "s". Only use an apostrophe if it is needed to 
show ownership. 
 

 Incorrect:  I got some book's at the library. 

 Correct:   I got some books at the library. 
 

 Incorrect:  I got some book's at the library. 

 Correct:   I got some books at the library. 
 

 Incorrect:  I have two dog's at my house. 

 Correct:  I have two dogs at my house. 
 
In conclusion, remember the two main uses for the apostrophe are with a noun to show ownership and in 
contractions to show missing letters. 
 
 

Slash ( / ) 
The slash can also be called a virgule, 1forward slash, slant, oblique dash or diagonal. 
 

Rules for using slash punctuation 
1. Use slashes to separate parts of Internet (web) addresses and file names for some computer 
programs. 
Examples: 

 

 https://www.klc.edu.pk/test.html 

 C:/Program Files/Windows 

 E:/Word Files/articles/fish 

 
2. Use slashes for fractions 
Examples: 
 

 2/3 = two-thirds 

 1/2 = one-half 

 7/8 = seven-eighths 
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3. Use a slash to separate the day, month, and year in dates 
Examples: 
A) American English = Month/Day/Year 
 

 11/16/12 (November 16, 2012) 

 3/17/1981 (March 17, 1981) 

 10/05 (October 5) 
B) British English = Day/Month/Year 
 

 16/11/12 (November 16, 2012) 

 17/3/1980 (March 17, 1981) 

 05/10 (October 5) 

 
4. Use a slash for some abbreviations 
Examples: 

 

 w/o = without 

 n/a or N/A = not applicable or not available 

 R/C = radio control 

 c/o = in care of (We use this when mailing packages or letters to someone at another person's 
address.) 
 
John Smith 
c/o Richard Jones 
1023 Main Street 
Wichita, KS 67860 

5. Use a slash to show the word "or" 
We sometimes use slash punctuation to indicate the word "or" between two choices. This use of the slash 
is rare and should be used only in informal writing. 
Examples: 

 

 Each child will take his/her science project home tonight. 
Each child will take his or her science project home tonight. 
 

 Please proofread/rewrite the story before tomorrow.  
Please proofread or rewrite the story before tomorrow. 

 

 Dear Secretary/Treasurer, 
Dear Secretary or Treasurer, 

 
6. Use a slash to show the word "per" in measurements 
Examples: 
 

 $3.87/gallon = Three dollars and eighty-seven cents per gallon  

 150 lbs/day = 150 pounds a day or 150 pounds per day 

 80 miles/hour = 80 miles per hour 

 
7. Use a slash to separate lines of poetry or rhymes in regular text 
When a poem is written in a regular block of text, we use a slash to show line breaks.Here is a popular, 
short rhyme written in poetry form: 

Twinkle, twinkle, little star, 
How I wonder what you are. 
Up above the world so high, 
Like a diamond in the sky. 

 
If this rhyme is written as a normal block of text, we use slashes to show line breaks. Keep all other 
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punctuation the same and add one space before and after each slash. 
 
Twinkle, twinkle, little star, / How I wonder what you are. / Up above the world so high, / Like a 
diamond in the sky. 
 

The backslash ( \ ) 
The backslash is the reverse form of the forward slash discussed in the lesson above. It is not a form of 
English punctuation. It should not be used in place of the forward slash. The backslash is mainly used in 
computer file names, especially in Windows. 
Examples: 
 

 C:\Program Files\Windows 

 E:\Word Files\articles\fish 
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ESSAY WRITING 
An essay is generally a short piece of writing outlining the writer’s perspective or story. Essays can be 
formal as well as informal. Formal essays are generally academic in nature and tackle serious topics.  
 

Types of Essays: 
The type of essay will depend on what the writer wants to convey to his reader. There are broadly four types 
of essays: 
 

1. Narrative Essays: This is when the writer is narrating an incident or story through the essay. So 
these are in the first person. The aim when writing narrative essays is to involve the reader in them 
as if they were right there when it was happening.  
 

2. Descriptive Essays: Here the writer will describe a place, an object, an event or maybe even a 
memory. But it is not just plainly describing things. The writer must paint a picture through his words.  

 

3. Expository Essays: In such an essay a writer presents a balanced study of a topic. To write such 
an essay, the writer must have real and extensive knowledge about the subject. There is no scope 
for the writer’s feelings or emotions in an expository essay. It is completely based on facts, statistics, 
examples etc. There are sub-types here like contrast essays, cause and effect essays etc. 

 

4. Persuasive Essays: Here the purpose of the essay is to get the reader to your side of the 
argument. A persuasive essay is not just a presentation of facts but an attempt to convince the 
reader of the writer’s point of view. Both sides of the argument have to presented in these essays. 
But the ultimate aim is to persuade the readers that the writer’s argument carries more weight. 

 

Format of an Essay 
Now there is no rigid format of an essay. It is a creative process so it should not be confined within 
boundaries. However, there is a basic structure that is generally followed while writing essays. So let us 
take a look at the general structure of an essay. 
 

Introduction 
This is the first paragraph of your essay. This is where the writer introduces his topic for the very first time. 
You can give a very brief synopsis of your essay in the introductory paragraph. Generally, it is not very long, 
about 4-6 lines. 
There is plenty of scopes to get creative in the introduction of essays. This will ensure that you hook the 
reader, i.e. draw and keep his attention. So to do so you can start with a quote or a proverb. Sometimes 
you can even start with a definition. Another interesting strategy to engage with your reader is to start with 
a question. 
 

Body 
This is the heart of your essays. The body is the meat of your essay sandwiched between the introduction 
and the conclusion. So the most vital and important content of the essay will be here. This need not be 
confined to one paragraph. It can extend to two or more paragraphs according to the content. 
Usually, we have a lot of information to provide in the body. It is important to organize your thoughts and 
content. Write the information in a systematic flow so that the reader can comprehend. So, for example, 
you were narrating an incident. The best manner to do this would be to go in a sequential order. 
 

Conclusion 
This is the last paragraph of the essay. Sometimes a conclusion will just mirror the introductory paragraph 
but make sure the words and syntax are different. A conclusion is also a great place to sum up a story or 
an argument. You can round up your essay by providing some moral or wrapping up a story. Make sure 
you complete your essays with the conclusion, leave no hanging threads. 
 
 
 
 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              68 | 
P a g e   

Tips for Essay Writing 
 

1. Give your essays an interesting and appropriate title. It will help draw the attention of the reader. 
2. Keep it between 300-500 words. This is the ideal length, you can increase or decrease it according 

to your need. 
3. Keep your language simple and crisp. Unnecessary complicated and difficult words break the flow 

of the sentence. 
4. Do not make grammar mistakes, use correct punctuation and spellings. If this is not done it will 

distract the reader from the content. 
5. Before beginning the essay organize your thought and plot a rough draft. This way you can ensure 

the story will flow and not be an unorganized mess. 
 

SOME IMPORTANT ESSAYS 
 

Essay On Internet 
o INTRODUCTION 
o HISTORY 
o ADVANTAGES 
o DISADVANTAGES 
o CONCLUSION 

 
According to the definition provided by oxford dictionary, the internet is an arrangement of connected 
computers, which lets the computer users all over the globe exchange data. At the present time 
approximately 2.1 billion (33%) of the total population has accessibility to the internet. The internet is an 
extraordinary entertainment and learning too that may be utilized in a number of modes to increase the 
ability of a user to collect information. With the passage of time, the internet has become the most effective 
business tool in the contemporary world. It is a global meeting place, where people from every corner of 
the world can come simultaneously. The internet carries a number of advantages and disadvantages. The 
advantages are so huge that they outperform the disadvantages quite easily. 
 
In the course of human history, there have been many milestones. The wheel, controlling, flight, space 
travel, telephone, radio, television and the most recent the internet. The internet was the result of some 
visionary thinking by people in the early 1960s that saw great potential value in allowing computers to share 
information on research development in scientific and military fields. Instant communication all over the 
world, via satellite was dream come true for the armed forces. It was far cry from using light flashes or 
stringing wire across a battle field. J.C.R Licklider of MIT( Massachusetts Institute of Technology) first 
proposed a global network of computers in 1962 and moved over to the Defence Advanced Research 
Projects Agency (DARPA) in late 1962 to lead the work to develop it. Then was developed the theory of 
packet switching which was to form the basis of internet connections. Lawrence Robert of MIT first 
connected a Massachusetts computer with a California computer in 1965 over a dial-up telephone lines. 
The early name of internet was ARPANET. The idea grew and progressed to the Internet we have today 
nobody knows where it might lead us tomorrow. 
 
Similar to any other invention, the internet carries a number of advantages and disadvantages. 
Nevertheless, the advantages of the internet are more than its disadvantages. Talking about the advantages 
of internet, are as follows: 
The biggest benefit offered by the internet is information. It functions as a valuable resource of information. 
You can find any type of information on any subject with the help of the search engines like yahoo and 
Google. The primary goal of the internet is communication. It has extremely done well in this field, however 
the development process is still going on to make it more dependable and quick. By sending an e-mail we 
can contact a person who is physically present thousands miles away within the fraction of a second’s time. 
Internet functions as a popular medium of entertainment. A wide variety of entertainment including video 
games, music, movies, chat room, news and others can be accessed through the internet. Sales have 
grown rapidly over the internet. E-commerce has become a fantastic option through which we can hop 
anything. Internet helps of community and forum formation. Here a number of people can participate in 
different types of debates and discussions express their views and gather valuable knowledge. A variety of 
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services are offered via internet for example job searching, online banking, buying books, hotel reservations 
and consultation services etc. 
 
Having so much good qualities internet also has many disadvantages. The electronic messages sent over 
the internet can be easily snooped and tracked, revealing who is talking with whom and what they are 
talking about. Personal information like name address, credit card, bank details can be accessed by culprits. 
It has negative effects on family communication. The time spent on net later associates in declining 
communication with house family and acquaintances. Some psychologists believe that internet is a true 
psychological disorder with definable symptoms. The symptoms are comparable to any addiction loss of 
relationships or job and significant time consumption. Children using the internet has become a big concern. 
Most parents do not realize the dangers involved when their children log onto the internet. When children 
talk to others online, they do not realize they could actually be talking to a harmful person. Pornography is 
also a major issue concerning the internet. There are thousands of pornographic sites on the internet that 
can be easily found and can be easily found and can be a detriment letting children use the internet. 
Computers are mainly getting viruses from the internet. Virus is software which disrupts the normal 
functioning of your computer systems.  Due to these viruses computer hard disks also get crashed. 
 
The discovery of the internet is no doubt a blessing. It has brought much development and betterment for 
the people throughout the world. Due to internet the world has made progress that is beyond imagination. 
As every invention has advantages and disadvantages so do the internet. Different people with different 
mind sets live on this world. Some think for the betterment of this world and some create troubles, but 
internet is just a medium which has quick access to. Now it’s the responsibility of the parents, teacher and 
well-wishers of this world to educate their children to differentiate between the good and the bad. We must 
all work for the betterment of this world and make it a better place for ourselves and for our coming 
generations. 
 
 
 

My Hero / Ideal Personality / Quaid-e-Azam 
 
Outline 
1. Introduction 

o History is a record of great men 
o Quaid-e-Azam is my hero in history 

2. Educational career of Quaid-e-Azam 
o Life and education 
o Education in England 

3. Return to Pakistan 
o Practice of law 
o Joining congress 

4. Work for the Muslim League 
o Work for newly born Pakistan 
o Personality and character 

5. Conclusion 
 

“Greatness be nothing unless it be nothing.” (Napoleon) 
 
History is full of heroes. It is natural for a man to love great men. It is said that history is the record of great 
men. These great men determine the course of life. Their lives instigate that we can also make our lives 
sublime. In our history, there have been heroes such as Khalid Bin Waleed, Tariq Bin Zaid, Muhammad Bin 
Qasim, Babar, Mahmood Ghaznavi and Quaid-e-Azam. But my hero in history is Quaid-e-Azam 
Muhammad Ali Jinnah. I like him because he had all the qualities of a hero. Furthermore, he gave us 
Pakistan. 
 
Quaid-e-Azam Muhammad Ali Jinnah was born in Karachi on 25th of December 1876. He received his early 
education from a local school. Later on, he joined a Missionary High School wherefrom he passed the 
Entrance Examination in 1891. He was then only fifteen. Next year, he went to England for higher education. 
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He retuned home in 1896 as a Barrister-at-law. He settled in Bombay and started the practice of law. 
 
Quaid-e-Azam Muhammad Ali Jinnah’s political career began in 1910 when he was elected from Bombay 
to the Indian Legislative council. First of all he was the member of the Indian National Congress, but later 
on he joined the Muslim League. For many years he tried his utmost to establish harmony and outlook 
between the Hindus and the Muslims. He tried to make them stand on one platform, but in vain. Soon he 
was convinced that Hindus and Muslim unity was not possible. He devoted himself to the Muslim League. 
As a result in the general elections of 1937, The Muslim League won a large number of seats in the 
Provincial Assemblies. 
 
In 1930, Allama Muhammad Iqbal had explained the idea of Pakistan. Muhammad Ali Jinnah took up this 
cause and idea and gave it a practical shape. So the Pakistan Resolution was passed. Pakistan Resolution 
was remarkable incident in this connection. Then the Second World War came with its destructions. The 
English had promised to leave the country at the termination of Second World War. In March 1947, Lord 
Mount Batten was sent to India. On 14th August, India was divided into two states. It was a great success 
for Jinnah. Pakistan came into being on 14th August 1947. Quaid-e-Azam became the first Governor 
General of Pakistan. He died in harness on 11th September, 1948. 
 

“A good man never dies.” (Callimachus) 
 
Quaid-e-Azam Muhammad Ali Jinnah had matchless qualities. He was a tall, dignified and elderly man. He 
was thin and lean. He was a speaker of the first rank and his speeches were very forceful and impressive. 
He was a model of sincerity. He had a great determination. He often used to say “Once the decision is 
taken, stand by it as a wall”. He was independent of opinion and did what he thought was right. He was also 
a wise and shrewd politician. It was because of his wisdom and personality, that the Muslims were united 
and got a new homeland. 
 
Quaid-e-Azam had a deep sense of responsibility, determination and courage of conviction. He tacked 
gigantic problems successfully and labored hard for his missions. He had to carve out a place on the map 
of the world for the Muslims to live on. He had an abiding forceful respect for law. He hated all forms of 
social evils. 
 
 

An Ideal Student 
Outline: 
 

o Introduction: Life is a learning process. 
o An ideal student has a balanced approach. 
o An ideal student is committed to his studies. 
o An ideal student aims to be a good citizen. 
o An ideal student is not a bookworm. 
o An ideal student tries to be an ideal human being. 
o An ideal student is a well-wisher of all. 
o Conclusion: An ideal student is honored. 

 
It is very rightly said that man always remains a student. From the cradle to the grave, the process of 
learning continues. This is true but by the word "student" we generally mean a person regularly studying at 
some educational institution. To learn things properly at school, college or university, a person require so 
many characteristics collectively these things are called the qualities of an ideal student. 
By an ideal student, we do not mean a student who always gets top position in every examination but an 
ideal student is the student whose approach towards life and studies is ideal. He is very clear about his 
goals. He is ambitious but at the same time he is well-aware of his limitations He has clear picture in his 
mind. He knows his weakness and his strength. He knows what he has to do and what not. He is not driven 
like slaves. He has his own will and also knows how to materialize it. 
The first and foremost aim of his life is to achieve his goal in the educational field. He may study subjects 
of his choice but his style of work shows that he Is regular and consistent. He keeps regular hours. He does 
not work by fits and starts. He has a plan of his studios and follows it strictly. 
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An Ideal student has a keen sense of responsibility. Ho regularly monitors his progress and notices his 
shortcomings . Ho trios to correct and change himself whenever it is necessary. Ho never minds duo 
criticism of his teachers, parents and seniors. He seeks their advice and follows It. Ho follows the tips given 
to him by his parents, teachers and seniors. 
 
An Ideal student's aim is to become a good human being first. For .this purpose, he keeps himself physically 
and spiritually pure. He acts upon the dictates of the religion and takes the life of Hazrat Muhammad (PBUH) 
as a model. He is decent and polite in his behavior. He is respectful to his teachers and elders. 
An ideal student is not a bookworm He gives due time to his studies but he is well-aware of the importance 
of his physical fitness. He gets good results in the field of studies. But at the same time, he regularly goes 
to the playground. His interest in games and other social activities keeps him fresh. He participates in the 
co-curricular activities of the college. He has some hobbies also. He is not indifferent to what is happening 
around him in the society or in the world. 
 
An ideal student is an ideal human being. He knows the problems and worries of others. He also realizes 
the importance of social service. He has a humane heart that never shirks when it is time to help the needy. 
He is ever ready to serve others. 
 
These are the main qualities of an ideal student. Such a student is not only liked and loved, but he is also 
honored. 
 
 

My Aim in Life / My Dream / What I want to Be 
 
Outline 
1. Introduction 

o Aim gives direction to our life 
o People have different aims 

2. My aim in life 
o I have decided to become a teacher 
o Teaching is a noble profession 

3. Influence of good teachers 
o Teacher is like a lighthouse 
o Teaching is a profession which teaches all professions 

4. Factors for fulfilling aim 
o Hard work nature 
o I pray to Almighty Allah for my success 

5. Conclusion 
 
 

“Great ambition is the passion of a great character.”  (Napoleon) 
 
Aim in life is important is a sense that it gives direction to our efforts. In the present world of chaos and 
disorder, people have multidimensional aims. Some even do not believe in this concept and wish to lead a 
carefree sort of life. Infact, everyone of us gets some kind of inspiration from elders and wishes to be like 
them. This inspiration develops and changes into an aim with the passage of time. It is not easy to choose 
a specific aim or career in life. There can be as many possibilities of aims as men. Some want to be 
doctors, some to be engineers, some want to make career in business, and some want to join media. 
Being a student of graduation, I have thought a lot about different careers. Some look very ordinary and 
some look glamorous. Some do not appeal to me and some look out of my reach. After considering and 
consulting a lot, I have decided to become a teacher. 
 
“This on step …. Choosing a goal and sticking to it …. changes everything.”   (Scott Reed) 
 
I know teaching is not a paying profession in our country. It is not considered an ideal career by majority 
of our people. But there is a group of people who value it and think of it as one of the noblest professions. 
It is important in a sense that one develops a direct relationship with the youth and can influence their 
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minds. A good teacher can develop a sense of unity, patriotism and freedom in his students. He can 
inspire his students and show them the way to progress and prosperity. 
 
I think the best people in the world are those who teach others. They remove the dark clouds of illiteracy 
and bring forth the clear blue sky of knowledge and wisdom. They remain on the ground but prepare their 
students to go beyond the skies. They feel happy and satisfied to see their students working as doctors, 
engineers, military and civil officers, lawyers, judges, businessmen and industrialists. They water such 
plants which bear fruits for the whole society. 
 

“Hitch your wagon in star.”  (Emerson) 
 
I am working hard to achieve my aim. After graduation, I intend to do M.A Urdu and B.Ed, in order to get 
myself familiar with latest teaching techniques. I think I can serve my nation and country as a teacher and 
play role as a patriotic Pakistani. All the members of my family, friends and teachers encourage me to 
adopt this dignified profession. By the grace of God, I would prove myself a devoted and hardworking 
teacher and try my best to win the hearts and minds of my students. 
 

“The mould of man’s fortune is in his own hands.”  (Bacon) 
 
 

My Hobby 
 
Outline:     
1.      Introduction: Hobbies depict man's inborn capabilities. 
2.      Different kinds of hobbies. 
3.      Useful and harmful hobbies. 
4.      The value and uses of hobbies. 
5.      Conclusion: Hobbies are source of avoiding evils. 
 
Hobby is defined as favorite free-time activity or occupation Hobby is something done in the spare time just 
for the sake of fun or to pastime. Hobbies fill our leisure with something admirable. Otherwise the result is 
boredom Hobbies serve as a link between work and idleness. They save us from the dull routine of work 
and give us thrill when we have actually nothing to do. 
There are many types of hobbies. Some are outdoor hobbies and some are indoor ones. Outdoor hobbies 
give us physical exercise as well, e.g., gardening, jogging, walking and hiking. On the other hand, indoor 
hobbies keep us mentally busy but give us no physical exercise. Photography, collecting various things, 
pen friendship, reading and writing are such hobbies. I have two hobbies: gardening end stamp-collecting. 
My family lives a little away from the city. Our house has a big law. The atmosphere all around is healthful. 
We have planted big shady trees. Some of them are fruit-bearing trees. Around the lawn, we have variety 
of small plants. We have a gardener to look after it. He visits once a week. On Sundays, I myself work in 
my lawn. 
In summer and spring, I say my prayers on the Sunday mornings and go straight to my lawn. In winter, I 
start my work in the garden quite late in the morning. Once l am among plants, I have no sense of time. I 
just remember William Wordsworths saying. 

"Closer to Nature, closer to perfection”. 
I have the tools of gardener with me. Once a week I do all the work myself. When I touch the soft branches 
and leaves, I feel overjoyed. The shoots, buds and flowers reflect the work of Allah Almighty. He is surely 
the greatest artist of the universe. When I look closely at the process of growth and decay in Nature, my 
belief in Allah becomes firm.            
Hobbies are usually not rewarded but I get my reward of gardening. This reward is of different type. On the 
23rd of March, I hold a get together of my friends in my lawn. This is my birthday as well. Spring is in full 
bloom. In the afternoon, this beautiful lawn and flowers of different colors look very attractive. My friends 
admire my efforts. I feel that Nature has given me my reward. My close friends wait for this day. They 
remember the colors and the scent of various flowers. On numerous occasions, I have participated in the 
flower shows held in the city. My stalls have won prizes twice. This has taught me a lesson that the love of 
Nature never goes unrewarded. 
Another hobby that attracts me is stamp-collecting. It is a very common hobby. I have a vast collection of 
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stamps. Some of them are rare. I have a big cabinet meant for this purpose. It has a box-like structure 
where I keep the stamps. When I get enough spare time, I take them out of the box and arrange them in 
different albums. 
 
These hobbies keep me busy. I remain safe from the evils of our society. I advise all my friends to have 
healthy activities for their free-time. 
 

The Qualities of a Good Citizen 
 
Outline: 
 
1. Introduction: A citizen lives with the sense of home and homelands 
2. A citizen adheres to the sovereign authority. 
3. A citizen co-operates with others for public welfare. 
4. A citizen respects the rights of others as for one's own. 
5. Conclusion: A citizen struggles to enhance the glory of his country. 
 
A good citizen is a person who lives in a country with the sense of home and homeland. Aristotle defines 
citizen as one who has the right to take part in the legislative and judicial proceedings of the state to which 
he belongs. He is a subject with particular civil liberties. The rights to which a citizen is entitled have now 
become wider than before. Now a citizen enjoys a share in the government, exclusion from some exercise 
of arbitrary power, equality of taxation, freedom to express opinion and worship to God. 
There are two views of citizen's rights and duties. There are individuals who emphasize the rights of 
citizenship, and believe that the state exists for the good of the citizen. There is another view that 
emphasizes the duties of citizenship. The second view belieyes that the citizens exist for the good of the 
state. Both views are combined and a good citizen must recognize that the state he belongs to has a duty 
to him and that he has an obligation to the state. 
The first and foremost duty of a citizen is loyalty to the country of his birth or adoption. Patriotism demands 
that in a national crisis, a citizen must be prepared to do the greatest self-sacrifice for her welfare, even at 
the cost of his own life. The national motto of England is: "England expects everyone to do his duty. A 
citizen ought to bear reverence for his native country. He should fix his eyes on the greatness of his country. 
He should be impressed by the spectacle of her glory that this empire has been acquired by men who knew 
their duty and had the courage to do it." Truly the blood of heroes arid martyrs is the seed of a nation. One 
should ever be prepared to spill one's blood rather than bring a disgrace upon the fair name of one's country. 
A good citizen must never try to grab to the rights of other citizens. He must look with an eye of reverence 
upon rightfully belongings to others. He must never indulge in such practices that could be hurdle for others' 
rights. He should, be ruled by sense of fair play, justice, equality, and fraternity. 
A good citizen must have respect for the laws and institutions of his country. He must have no sympathy 
for crime, which is at best a breach of law. He may consider some laws imperfect, unwise and even unjust. 
He may use all constitutional means in his power, such as public speaking, writing to the press, organization, 
and the use of his vote, to get such laws reformed or repealed. But so long as a law is a law, he must obey 
it. 
A good citizen must be a friend of law and border. He must try his level best in putting down crimes and 
eradicate the forces of disorder that could damage the country. He must assist the government in bringing 
law-breakers to book. Criminals must be made to feel that they have not only the police but also all 
respectable citizens against them. 
A good citizen ought to take an intelligent interest in politics. He is responsible for using his vote for the 
good of his country as a whole. He must feel it to be. his duty to improve the defective institutions of his 
country. He must be interested in national problems and help to those who are solving those problems. 
A good citizen always tries to improve the lot of his fellow citizens. He renders active voluntary service to 
his country. He contributes his share of responsibility by serving in different administrative departments. He 
also pays his liabilities in terms of taxes to help his country. 
In short, a good citizen is zealous in the discharge of his duties and feels himself as an integral part of his 
country. 
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Road Accidents 
Outline: 
1. Introduction: accidents are increasing-alarmingly. 
2. Causes of accidents are: 
i. Rash driving or over speeding and overloading, 
ii. Bad condition of roads, 
iii. Defective procedure of issuing licenses and route permits, 
iv. Corruption in the Police Department, 
v. Lack of traffic sense, 
vi. Slow moving, defective and smoky vehicles, 
vii. Defective traffic signals, 
viii. Unmanned crossings, 
ix. Uncertain weather, 
x. Overpopulation. 
3. Some suggestions to avoid accidents. 
4. Conclusion: There should be joint efforts to check accidents. 
 
Accidents are increasing at an alarming speed. Every other day, a horrible accident happens on city roads 
or on the highway causing heavy toll of human life. Hundreds and thousands of people are injured and 
killed in road accidents every year. The number of casualties in Pakistan is awfully great. The traffic on 
crowded roads of big city and highways is so terrific that one is not certain whether one will be back home 
safe and sound. The accidents are caused by one of the factors detailed below. 
The first and the foremost cause of road accidents is rash and overspeeding by drivers. We daily witness a 
rat race of wagons on city roads. In a bid to pick maximum number of commuters, the wagon drivers 
overtake excessively. They least bother about other vehicles, pedestrians or traffic signals on the way. 
Often they run over people, or collide against other vehicles causing terrible accidents. The drivers of buses 
and coaches on highways and inter-city routes are no fewer rashes in driving. Their only motive to do so is 
to pick as many passengers as possible. Besides overspeeding, the drivers overload their vehicles violating 
traffic rules. Many a time their vehicles are packed to suffocation. While driving on long routes, the drivers 
are often drunk, because they are overworked. They too cause accidents.           
The procedure of issuing licenses and route permits is very defective. There are no proper trials and no 
training for persons seeking driving licenses. Often these are issued on approach or on greasing the palm 
of some police official. Similarly route permits are issued to such owners whose vehicles are not in proper 
condition. 
Such corrupt police officials also contribute to the growing number of accidents. They issue licenses and 
route permits to incompetent and untrained persons. After receiving bribe, they release challans or do not 
challan the defaulters at all. Then, most of the wagons on city routes are owned by police officials. The 
drivers of these wagons, therefore, least bother about traffic rules. 
Our people don't have any traffic sense at all. They don't know where to park their vehicle, where to take a 
turn, where to cross the road; and how to overtake another vehicle. Although there are zebra crossings, yet 
the pedestrians don't bother about them. People deem it an honor to violate traffic rules and signals. Even 
highly educated people and high ups do so. Many may lack traffic sense, but majority of people intentionally 
break traffic rules. Such an irresponsible attitude causes accidents. 
Slow-moving vehicles as carts, gigs, dump-carts, bullock carts and donkey carts cause accidents. The 
coachmen turn to any side, at will, causing accidents. As these vehicles don't have brakes, they can ran 
into any other vehicle any time. Then there are smoky and defective vehicles such as LPG rickshaws, 
motorcycle-cum-rickshaws cause pollution as well as, accidents. On many crossings on city roads, traffic 
signals don't function properly, with the result that there is free for all leading to accidents. Then many 
crossings remain unmanned throughout the day. If ever a traffic constable is posted there, he is seen 
gossiping, napping or eating nearby. In his absence, people never care for traffic rules. It is often seen that 
only the fear of a cop on duty prevents the people from breaking traffic rules. 
The hazy weather and snowfall in the northern regions of the country cause accidents; as vehicles coming 
from the opposite direction are not clearly visible. Sometimes accidents are caused by heavy rain and storm 
which uproot trees and electric poles that fall on vehicles moving there. 
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The above of all, overpopulation is resulting in increasing the number of vehicles. The vehicular traffic on 
city roads is rapidly raising rendering city roads narrow and insufficient. 
The growing number of road accidents can be considerably controlled by adopting certain measures. First 
of all, the Traffic Police Department must be purged of corrupt officials. The drivers indulging in 
overspeeding and overloading must be heavily fined. If that step fails, the route permits of their vehicles 
must be cancelled. The drivers responsible for accidents must be legally bound to compensate the victims 
heavily driving hours of drivers should be curtailed. The current defective system of issuing licenses and 
route permits must be improved so as incompetent and untrained persons may not get licenses and permits. 
Roads in big city and highways should be widened and repaired to meet the requirements of growing traffic. 
Contractors who use substandard material in repair and construction should be disqualified. Route permits 
of defective and smoky vehicles should be cancelled. Slow moving vehicles should be restricted to byroads 
or by lanes. All the traffic signals in big city should be in proper working order. All the crossings in city and 
railway crossings must be manned. The press and electronic media should play a major role in inculcating 
traffic sense among the masses. 
Only these measures if taken in letter and spirit can help decrease road accidents. Only the government 
cannot control them. But the people must develop traffic sense among themselves and cooperate with the 
government. Every possible effort must be made to, save precious human lives lost in these accidents. The 
loss of one human life affects a number of families. This colossal     problem, therefore, demands serious 
attention. 
 
 

Social Justice 
Outline: 
1. Introduction: Social justice gives the sense of home and homeliness. 
2. Social justice is possible with economic justice. 
3. Social justice is with democratic rule. 
4. Independent judiciary ensures social justice. 
5. State should be crime-free. 
6. Conclusion: Social justice ensures national progress. 
 
 
Social justice gives the inhabitants the sense of home and homeliness. A society with social justice is one 
in which all the people are happy and satisfied. In such a society, the people live in comfort and enjoy the 
pleasures of life. They also know their rights and duties well. Every person in such a society lives happily 
and wishes others to be happy. 
Economic justice paves the way for social justice. People of different classes should have reasonable 
income to buy their daily living. They should be able to maintain the schooling of their children. There should 
be no sense of haves and have-nots. The things of daily use should be in easy access. 
For real social justice, the people should find it easy to get employed. Educated people should be able to 
get jobs in accordance with their qualifications. Their salaries should be proper. Uneducated persons should 
be able to work as much as they like. They should get the wages they deserve. 
For social justice the people should have all kinds of chances of making progress. Any person who works 
honestly and hard should be able to increase his income and improve his position. If this happens, those in 
service will be promoted to higher positions, if they work properly. Those working on farms and in factories 
will earn more if they are honest and true to their duties. Every person will find it possible to become 
prosperous through honest and hard work. 
Social justice in the form of economic justice is not possible without proper housing, educational and medical 
facilities. All kinds of people should have their own houses to live in. All the people should have enough 
chances of educating themselves or their children. There should be schools and colleges for common 
people where they or their children may easily be educated. They should be given technical education and 
job-oriented education. Everyone should find it easy to buy books of all kinds. The people should enjoy 
medical facilities everywhere. They should find it easy to be admitted into hospitals, to consult doctors and 
to buy medicines. 
Social justice is possible with political justice. There will be social justice if the people enjoy freedom of 
speech, movement and trade, etc. The people, in a society with justice, will be free to express their ideas. 
They will be free to criticize the government or important persons to point out their drawbacks. They will be 
able to move about from one place to another. They will be able to do any lawful business they like. They 
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will be free to do whatever they like but according to the law. 
Independent judiciary ensures social justice to the inhabitants. People should be equal before the law. All 
kinds of people, whether rich or poor, high or low, should be punished if they break the law. Everyone should 
respect law. For perfect social justice, all kinds of social evils should be removed from society. Evils like 
corruption, smuggling, black-marketing, bribery, cruelty and injustice, etc., should not be there in any form. 
If this is done, it will become possible for all to live honestly and well. . 
National progress is not possible without social justice. Human beings will not be able to work honestly and 
live comfortably. The entire nation can become united and make real progress if there is justice in society. 
 

Poverty Alleviation 
 
Outline: 
1. Introduction: Poverty is a multi-faceted phenomenon. 
2. Pakistan is also rendered among the poor countries. 
3. Poverty level varies from province to province. 
4. Many loopholes in poverty alleviation.            
5. Lack of good governance is a factor of poverty. 
6. Changes to be on the micro and macro level.                
7. Conclusion: Good governance to be ensured to alleviate poverty. 
 
Poverty is a multi-faceted phenomenon manifesting itself in a cruel circle of low income, poor education, 
lack of health facilities, unequal distribution of wealth and poor infrastructure. The goal for human 
development is to increase human capabilities and the level of choices. This will results in a benign and 
better environment in which humans are given sovereignty and respect. Due to rapid globalization, the 
dominant countries not only influence the policy making of poor countries but also exploit them with the 
tools of tariff and quotas. This widens the gap between the rich and the poor countries of the world. 
Pakistan is also rendered among the poor countries. The situation of poverty is deteriorating rapidly. Many 
factors are responsible for this influx of poverty. The country has been facing political turmoil and 
shutdowns. People have been elected on the basis of their caste and their pervasive influence on the 
society, uncountable wealth earned from huge and tremendous corruption. The amendments of different 
political figures couldn't stabilize the pulse of dying politics. Successive military dictatorship, debacle of 
Dacca, fragile institutions and lack of political maturity are some of the factors that have aggravated the 
economy of the country. Today the nation suffers hunger, lack of clean water, lack of health care, huge 
amount of debt burden, unequal distribution of wealth, unemployment, inflation and irrigation with water 
problems. Nuclear tests of May 28 1998, 9/11 incident of World Trade Center and the war in Afghanistan 
have all had negative consequences like cancellation of export orders (most from US), suspension of cargo 
and passenger flight. Another bitter reality is that for past three fiscal years, 2.5 million people added to the 
rank of unemployment, in this atmosphere of political unrest poverty alleviation is like asking for the moon. 
Pakistan has a population of 180 million out of which 40% lives below the poverty level. Funds have been 
allocated on various projects for the improvement of infrastructure and communications but nothing 
meaningful has been achieved so far. In Pakistan, the poverty level varies from province to province; NWFP 
has the highest rural and urban poverty followed by Punjab. Another obstacle in the way of poverty 
alleviation is that funds are given net for the purpose of poverty alleviation but to obey the foreign donor 
and to say yes to them. 
Poverty alleviation is also disturbed because of the loopholes of ineffective policy making, bureaucracy (red-
tapism) and political instability in the system. It is commonly said that the signing of poverty alleviation and 
growth facilities program for the assistance of 1 billion dollars is also need of the time. In this regard, 
government hit two birds with one stone, fulfilling the foreign reserve shortage and for poverty alleviation. 
The reality is that, policies for poverty alleviation and other social developmental programs are half-baked 
Poverty alleviation and growth facility is a buzzword. 
The international godfathers are also insisting on eradicating child labor which is not possible because in 
countries like Pakistan child labor is indispensable. A child may be the only earning hand of his family. 
Eradicating child labor means increasing level of poverty and unemployment. Lack of good governance is 
also a factor, which has been contributing in increasing poverty. 
Therefore, it is important to bring changes on the micro and macro level. Easy access to education, health 
and food should be given to the poor. If Pakistan is able to create an abiding peace with its neighbors, it 
can become a favorite destination of direct finance investment (DFI) and if this happens it will reduce the 
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poverty and social deprivation. 
To eradicate poverty from its roots, we have to fight against corruption, improve governance, ensure 
transparent use of funds, and improve the police and judicial system. Greater access and maximum trade 
is also important for poverty reduction. Government should take honest, practical and firm steps in this 
regard and it should deal the problem of poverty with iron hand, so we switch towards prosperity and insure 
better future for our coming generations. 

Corruption 
 
Outline: 
1. Introduction: Corruption is the mother of all evils. 
2. Corruption destroys the society and the structure of government. 
3. Corruption - a spread disease among higher authorities. 
4. Corruption has become the order of the day. 
5. Corruption in the past and present. 
6. Suggestions for the eradication of corruption. 
7. Conclusion: Corruption must be rooted out, 
 
The word corruption means to change from good to bad in morals, manners and action. Corruption stands 
for mutilation of integrity virtue and moral principles. Since corruption is connected with bribery that literally 
stands for money as favors bestowed on or promised to a person in a position of trust in order to prevent a 
judgment or corrupt his conduct. It is thus clear that corruption and bribery go hand in hand and cover a big 
sphere of social activity, which can be disrupted to an extent that makes people's lives miserable and retards 
the growth of a country. The lack of accountability promotes corruption rampantly. Since we do not have 
any organized institution, which can be reliable, corrupt ones feel secure without check and malpractice at 
large. 
The biggest drawbacks in our national development have been political instability. The so-called leaders 
and opportunists joined hands with the civil-military bureaucracy to retain powers and loot the country of its 
resources with both hands. Our immoral and un-Islamic social customs play an important role in boosting 
corruption. In order to fulfill unreasonable needs of customs of families, officials go out of the way to earn 
money. Instead of practicing austerity in there, lives, they are bound to lead luxurious life, which demands 
high cost. That can only be met by illegal means. 
Following are the main channels, which give rise to opportunities for corruption and if these are plugged, 
the chances of corruption will be minimized. 
First is the leakage in the assessment and collection of tax revenues Owing to unscrupulous tax collectors, 
even honest taxpayers have succumbed to tax evasion and extortion. This ill-gotten wealth by both 
taxpayers and tax collectors creates serious social fragmentation. 
 Second, the government contracts and purchases of goods and services by different departments and 
ministries have brought affluence to those who allow or authorize these contracts and purchases. The, 
recent history of commissions, kickbacks and foreign deposits is too well-known that it does not need any 
repetition but simply illustrates the intensity of the problem. The inflated public expenditures are one of the 
main contributory factors in the financial distress and heavy indebtedness faced by the country. 
Third, the public enterprises and corporations such as WAPDA, LESCO, KESC, Steel Mills, PIA, etc. have 
become a big sore on the economic landscape of country. The managers and employees are making hay 
while the sun shines but country is facing financial disaster by absorbing the-losses of these enterprises. 
The public utilities bills are out of reach of a common hardworking honest family. The competitiveness of 
Pakistan's manufacturing industries in the world market is at serious stake because of higher tariffs charged 
for electricity and other utilities. 
Fourth, the nationalized commercial banks and financial institutions have made a few thousand families 
fabulously rich but made the rest of the population pay the price for their wrongdoing. The cost of capital 
has become exorbitantly high and the access to credit has been so severely curtailed that legitimate 
business and enterprises are unable to carry out their productive activities. 
Fifth, the recruitment, postings and transfers in all government ministries, departments and corporations 
are largely made either in exchange of outright financial favors or on pure political considerations. The result 
is that the government offices are saddled with incompetent (Jilt) and dishonest functionaries who are 
always trying to please their bosses on political matters while being completely oblivious to the grievances 
of the common man whom they are supposed to serve. 
The culture of sycophancy and catering to the whims of those in power has taken firm roots. While the 
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upper echelons of the bureaucracy remains busy in meeting the demands of those in power, the clerks and 
the lower functionaries harass, extort and misbehave with the poor people who come to their offices for 
legitimate need. The police officials are perceived as a menace by the ordinary citizens rather than as a 
protector of their life and property. 
Sixth, another avenue for making a fast buck and becoming rich overnight, by laying your hands on a license 
or permit of any kind, i.e., construction, import or obtain flats of land at highly subsidized prices and pocket 
the differences between the acquired price and the market price. The prices of both the commercial and 
residential Property have, therefore, soared to levels beyond the affordability of middle class family. The 
textile export quota has also been misused in the post to enrich a few. 
Corruption has eaten up the inner of people belonging to all walks of life. The poorest is least corrupt only 
because there is nothing handy to steal from the laborer executive engineer in a government department 
who puts half the project funds in his Pocket. The problem therefore, is somewhat larger than it appears. 
Corruption has become part of our system. Society is affected by corruption, bribery market manipulation 
and hinders economic development. Weak governments are further weakened by corruption and emerging 
democracies are threatened. 
There is dire need to take practical measures rooting out corruption from the country. Following steps may 
also ensure corruption-free future in our country. 
Insulating the civil servants from all kinds of influences can minimize corruption. His posting, transfer, 
punishment and promotion should be done not by the rulers but by commissions and tribunals which are 
completely free from the influence of rulers. The endeavor should be to make the civil servant fearless, 
honest, and non-compromising and a strict follower of the Book. The chairman and member of these 
commissions should be appointed through procedures similar to those followed for the appointment of 
Supreme Court Judges. 
There is also need to ensure the independence of regulatory institutions such as the Central Bank, 
Securities and Exchange Commission in order to prevent major corruption in relation to the financial 
operations of banks and stock exchanges. Loans must be issued pledging the equal value property without 
politician's pressure. 
Declaration and publications of assets of all persons holding elected office and their family members. Such 
declarations should be available for inspection to the members of the public. 
All the public servants should be compelled by law to clear their deskwork within a reasonable time. Failing 
which, they should be punished with deduction from their pay because some time they delay in work to get 
some benefit from people. Citizens should be free to lodge complaints with courts / ombudsman. 
Discretionary powers of officials should be kept to the minimum and be monitored by respectable citizens. 
Let us revive social boycott of corrupt politicians, officials, businessmen and even journalists. 
In addition, there is a dire need to organize various forms of civil society groups, raise voices and keep on 
highlighting these issues. Use the free press to expose the real instances of corruption and malpractices 
and act as pressure group. Moral and religious awareness are also key solutions to this problem. 
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LETTERS 
 
Writing an effective letter is an art that everyone can write a good letter. Nowadays although telephone, fax, 
e-mail, social media, and other platforms have replaced personal (informal) letters. A format of formal 
letters are still in use at the leading organizations. Commerce, trade, official correspondence, public 
representation, bank, complaints, and other dealings, transactions, and communication with people are still 
connected through letters. Therefore, it is imperative to try the art and skill of letter writing. The letter should 
always use simple and effective language so that the person receiving the letter can understand the 
feelings. 
 

Types of Letter Writing Format in English  
Different types of letters are written for various conferences. Some types of letter writing format in English 
are included below: 
 

 Business Letters : Business Letters are written between one company to another or between 
such organizations and their customers or other external parties for much purpose like making 
enquiries/asking information, replying to enquiries/giving information, place order and sending 
replies, cancelling orders, registering complaints etc. 
 

 Official Letters :  Official letters are written to inform offices, branches, subordinates for much 
purpose such as official complaint inquiries, requests / appeals, application forms, events, rules, 
regulations and procedures or other information. 

 

 Letters To The Editor : A letter to the editor is written primarily to be published in magazines and 
newspapers. Generally it’s highlighted social issues, political and economic interest (suggestions on 
issue of public interest and expressing views on an issue already raised in an article/write-up/ in a 
published letter). 

 

 Letters Of Job Application : A job letter has two types. One is a covering letter and the other is 
a bio-data. The Cover letter is written to discuss qualities and aptitude. Job letters include seekers 
as well as personal data such as name, address, qualifications and experiences. Bio-data mention 
personal experiences and achievements. It should be characteristic of all personal details in a 
specified format like qualifications, experience and references. 

 

Eight things Must be Written while Writing a Good Letter 
1. Sender’s address 
2. Date 
3. Receiver’s name/designation and address 
4. The Subject of the letter 
5. Salutation 
6. Body of the letter 
7. Complimentary close 
8. Name/designation of the sender 

 
 

Essential Tips for Letter Writing Format 
Write a professional and attractive letter, follow these some essential points:-  
 Use simple and effective language & avoid long and complex words. 
 Start each word with a margin on the left-hand side. 
 Leave space between individual sections and paragraphs. 
 Write a letter in simple terms and A4 size paper. 
 Don’t make grammar and spelling mistakes. 
 The primary purpose of the letter should be concise, focused, and straightforward. 
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LETTER WRITING FORMAT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Letter to the Editor about a road that needs repair 
 
Muhammad Bilal, 
21-A Johar Town, 
Lahore. 
8th September 2022. 
 
The Editor, 
The Daily News, 
Lahore. 
 
Subject:  Repair of the road in Johar Town. 
 
Sir, 
 
I would like to bring to your notice that the people in and around Johar Town have been facing difficulties 
in travelling back and forth because of the bad condition of the roads there. We have appealed to the 
Municipality, but there has not been any development on the issue so far. 
 
As private appeals to their office have had no effect, perhaps a little publicity will do no harm. For the last 
month, the roads in Johar Town have been almost impassable. The surface is badly broken up by the heavy 
rains, and on a dark night it is positively dangerous for motors or carriages to pass that way. Moreover, 
there are heaps of road metal on both sides of the road, which leave very little room in the middle. The 
residents of the area have been inconvenienced in this way for weeks. 

Kings Law College, Lahore Road, 
Sheikhupura. 39350. 

26th October,20XX. 

The Manager, 
M/s Law Books Store, 
Urdu Bazar, Lahore. 

Subject: Cancellation of Our Order No. KLC-99/145. 

Dear Sir, 

Kindly refer to our above order dated 18th September,20XX for  
various textbooks for our college students, in which the last date  
of delivery was 21st October,20XX. 
We regret that the ordered books have not been received. 
As the new terms & condition of the college has started,  
 
we are forced to cancel the above order, as you have not complied 
with the delivery date and when you expect delivery of books.  
Kindly acknowledge receipt of this letter. 
 

Yours faithfully, 

Farrukh  
(Librarian) 

Sender Address 

Date 

Receiver’s Name 
& Address 

Subject 

Salutation 

Body 
of 

Letter 

Concluding Remarks 

Complimentary Closure 

Signature Line 

Examination Hall, 
City A.B.C. 
September 08, 2022. 
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The situation is becoming worse. There have been multiple accidents happening due to this condition. I 
request you to highlight the seriousness of the matter in your newspaper so that the road may be put in 
thorough repair without further delay. 
 
Thanking You 
 
 
Yours sincerely, 
 
 
Muhammad Bilal. 
 
 
 

Write a letter to The Editor about the Problem of Rash Driving. 
 
 

Examination Hall, 
City, A.B.C. 
December 22, 2014. 

The Editor, 
Daily, "Dawn", 
Lahore. 
 
 
Subject:   The Problem of Rash Driving on the Busy Roads of the City. 
 
Sir, 
 
Through the columns of your esteemed newspaper, I would like to draw the attention of the concerned 
authorities towards the problem of rash driving on the busy roads of the city. If this problem goes unchecked 
it can cause severe accidents. 
 
Everybody knows that the driver of the buses try to run a race on the roads in order to beat one another. In 
this attempt they violate the rules and regulations of the traffic. Sometimes, they, in hurry, start moving the 
buses when the passengers are getting on or getting off. The passengers slip and get injured by the 
carelessness of the drivers. I would like to suggest the concerned authorities to take immediate steps to 
check this practice as soon as possible. My suggestions are as under: 
 
i) The traffic wardens should tackle severely the drivers who show hurries on the roads. 

ii)  If any bus owner or the drivers violate the traffic rules, they should be fined heavily. 

iii) The route permits should be cancelled of those drivers who are in the habit of rash driving so that they 

should be careful next time. 

iv) The people should refuse to travel with those drivers who drive rashly. 

 
 
I hope by taking these steps, we can cope with this problem to a great extent. 
 
 
Yours truly, 
 
 
X.Y.Z 
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Write Letter of  Application to the Chairman City Corporation or (WASA) to make arrangement for 
regular water supply to your area. 
 
            
The CEO, 
 WASA, Lahore, 
 Pakistan. 
 
Subject: “Request for the arrangements for the regular supply of water to your area”. 
 
Honourable Sir, 
 
                        With profound and humble submission, I entreat to enunciate that our area where we reside 
in, is densely populated but under progress as there are all utility services available like electricity, water, 
telephone and gas. But there is a problem that still exists in spite of these all facilities that the water 
arrangements of our area are very poor and irregular. Although, there are enough water tanks for the 
storage of water. But yet, people often have to face the problem of shortage of water and its solution is our 
inevitable need. So, I kindly request you to install one or two tube wells in our vicinity so that our water 
needs may be fulfilled. I hope that you will take my application under your kind consideration. 
 
 
                           Thanks in anticipation. 
                                                                                                                   Yours Truly, 
                                                                                                                      
 

X     Y     Z 
Write An Application To Your Employer To Raise Your Salary. 
 
To 
              The Chief Executive Officer, 
              Descon Engineering Company, 
              (Pvt.) Ltd. Davis Road, Lahore. 
 
Subject: “Request for an immediate increment in the salary”. 
 
Honourable Sir, 
         
                        With profound and humble submission, I entreat to enunciate that I have been employed in 

your firm for the last four years and contributing my best abilities and caliber to your reputed firm. We have 

a very congenial and friendly atmosphere in this company. But many employees including me are really 

downcast due to dearness and other domestic financial problems which are forcing us to live from hand to 

mouth. On the behalf of my whole colleagues, I kindly implore you to make a reasonable increment in our 

salary so that we can manage our financial matters with ease.  

 
I hope you will take my application under your kind and positive consideration. 

                                                    
Thanks in anticipation. 
 
 

                                                                                                                   Yours Truly, 
                                                                                                                   
 

  X     Y     Z 
Dated: April 25, 2023. 
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Write an Application to the Principal of your College to install an Electric Water Cooler in your 
college premises. 
 
To    
 
             The Principal, 
               Samanabad Degree College, 
               N-120, Samanabad, Lahore. 
 
 
Subject: “Request for the installation of an Electric Water Cooler in the College”. 
 
Respected Sir, 
 
                        With profound and humble submission, I entreat to enunciate that our college is providing 

facilities to its students in every possible manner but there is a necessity which is denied to all the students. 

It is the non-availability of the electric cooler which is an inevitable need of our college in Summer Term. 

So, I request you to install a unit of electric water cooler in the college premises so that the girls could 

quench their insatiable thirst in the scorching sun and could refresh themselves. I hope that you will never 

turn down my request. 

                                                                  Thanks in anticipation. 
 
                                                                                                                   Yours Truly, 
 
Date: March 10,2022.                                                                                   X     Y     Z 
 
 
Write An Application To The Director Of Education For The Post Of An English Teacher. 
To 
              The Director of Education, 
              Higher Education Commission , 
              M.M. Alam Road, Gulberg II, Lahore. 
 
Subject: Request for an appointment as an “English Teacher” in HEC. 
 
Respected Sir, 
                        
                        With reference to your advertisement appeared in the daily “Jang” newspaper for 
the recruitment of an “English Teacher” in your Outstanding Department, I, hereby, express my avid 
interest for the said post. 
                        I make it certain that I shall leave no stone unturned in order to come up with your 
expectations. My C.V. is attached here with which shows my capability, talent and profile. I hope that you 
will consider my application with a kind look.                                                                                 
                                                                                              Thanks in anticipation. 
                                                                                               

Faithfully Yours,    
 
 
                                                                                                          X        Y        Z 

 
 
Dated: 10th   October, 2010. 
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Write an Application to the Secretary Higher Education for the grant of Scholarship for Higher 
Studies Abroad.     
 
To 
              The Secretary, 
              Higher Education Commission, 
              University Road, Lahore, Pakistan. 
 
Respected Sir, 
 
                        With profound and humble submission, I entreat to enunciate that I intend get higher studies 
in abroad and in this regard I seek your assistance in the form of scholarship grant. As I have been an out 
of the ordinary student throughout my academic career. I have accomplished all my degrees, diplomas and 
certificates with distinction. I have even been studying on scholarship basis for the last four years. Therefore, 
I kindly request you to grant me scholarship for my higher studies in abroad so that I could drench my thirst 
of knowledge. You can either recommend me some foreign universities in this regard that are offering either 
100% or 50% scholarship in my specific field. I am looking forward your positive response in this regard. I 
hope that you will consider my request with kindness. 
 
                                                                                                   Thanks in anticipation. 
 
                                                                                                          Yours Faithfully, 
                                                                                                                
 
April 10, 2022          X        Y        Z 
 
Write an Application to the Chairman of PEMRA (Pakistan Electronic Media Regularity Authority) 
to make the Cable Operators duty-bound to check on the Broadcasting of Immoral and Unethical 
Channels. 
To 
              The Chairman, 
              PEMRA (Pakistan Electronic Media Regulatory Authority, 
              25- Main Boulevard, Gulberg, 
              Lahore, Pakistan. 
 
Subject: “Request to ban on the channels broadcasting immoral programmes.” 
 
Respected Sir, 
                        With profound and humble submission, I state that being a well-wisher of my countrymen, I 
would like to draw your attention towards the very important problem that is cutting the roots of our society 
and leading our young generation to utter destruction. I am talking about the illegal broadcasting of the 
immoral and unethical programmes that are being presented by different channels late at night. These 
channels are spreading immoral crimes in the society and they are against the moral and religious values 
of our nation. 
                        In the light of above report, I want to draw the your attention towards this earnest problem 
and demand from all my Muslim community to ban on the these channels with immediate effect and 
confiscate the licenses of those cable operators who go against the ban and impose the heavy fines on 
violation of this ban. I hope that you will consider this application with a grave impulse of action. 
                                                                                                    

Thanks in anticipation. 
 
                                                                                                                  Yours Truly, 
 
 
March 22, 2022.                                                                                         X     Y     Z 
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Letter of Application To Bank Manager Requesting Him For Educational Loan. 
 
To 

The Bank Manager, 
Bank Name, 
Address of the Bank. 

 
Subject :  Application for student loan. 
 
Dear Sir/Madam, 
 
My name is Nasir Ali writing this request letter to apply for an educational of amount Rs. =200000/- to study 
BSCS at Aglow College of Science & Technology at Lahore. 
I would like to apply for this loan through collateral by keeping our agricultural land located at Lahore Road, 
Distt. Sheikhupura. 
The land is in my father’s name, Mr. Bilal Ali who is working as a government employee. So kindly grant 
the education loan for the above said amount, and please find the attached copies of my admission letter, 
and property copies, and bank statement of my father. 

 
Thanking you. 

Yours faithfully, 
 
 
May 04, 2022.         X. Y. Z. 
 
 
Education Loan Request Letter to Study in Abroad.  
 
To 

The Bank Manager, 
Name of the Bank, 
Bank Address. 
 
 

Subject:  Regarding Educational loan to study abroad. 
 
 
Dear Sir / Madam, 
 

My name is Saad Naeem, S/o / D/o Shahid Naeem got an opportunity to study abroad. I got an 
admission to study LL.B at Kings Law College in United Kingdom.  
 

I need an educational loan to pursue my higher studies abroad, so here I am requesting you to 
kindly provide me the education loan of Rs. =2000000/-. Kindly also find the attached copies of my 
admission letter and other educational certificates, and I hope you grant me the loan as soon as possible. 
 

Thanking you. 
Sincerely, 
 
 
X.Y.Z. 
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Complaint of lost and missing goods 
 
To, 

Officer-In-charge, 
Lower Mall Police station, 
Lahore. 

 
Subject:  Notice Regarding of Missing my Original Document. 
 
Sir, 

I, Rashir Ali, age 32, resident of Mazang Road, Lower Mall Lahare and want to inform you that today 
while traveling by bus from Mazang Chungi To Muslim Town Lahore, I have lost my original certificates 
along with 2 ATM cards. These items were in a leather bag, which I left on the bus seat. When I realized, 
after that I tried to locate the bus but I could not succeed. 

 
Sir, to avoid any misuse of my above mentioned documents and ATM cards, I seek your help and 

request you to kindly provide me a copy of this report by registering this incident, so that I can get the lost 
documents (duplicates) from the college and bank. 
 
List of lost items: 

1. Graduation certificates 

2. High School certificates 

3. 2 ATMs (Abc Bank and Xyz Bank) 

 
I am attaching a copy of my identity card here, Hope you will take necessary action as soon as possible. 
 

Kind regards, 
 
 

Rashid Ali 
S/O – Rehmat Ali 
Ganga Apartments,  
Mazang Road, Lower Mall, 
Lahore. 
Patna-1 

Date: 20/02/2022. 
 
 
 
Complaint Against the theft of motorcycle. 
 
 
To, 

Officer-In-charge, 
Police station A-Division, 
Sheikhupura. 

 
 
Subject:  Complaint Regarding Theft of my Bike. 
 
Sir, 
 

I am Munawar Rasheed, age 35, a resident of Jinnah Park, Sheikhupura. This afternoon at around 
1:30 pm I went to City Hospital on my bike to treat my father. Due to overcrowding in the parking zone, I 
had to park my motorcycle outside the hospital. When I came back from the hospital I could not find my 
motorcycle there. I searched all around and questioned many people but nothing was found. The bike is 7 
months old and has a black color. 
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My motorcycle details are: 
 
Make   : Hero Super 
Model    : (2022) 
Chassis Number : HA 2346495 
Registration Number  : LHR 1234 
 
Therefore, you are requested to register an FIR based on the information about the theft of the motorcycle 
given by me and please take appropriate action as soon as possible. 
 

Regards. 
 

Yours faithfully, 
 
 
 

Munawar Rasheed 
Jinnah Park , Sheikhupura. 

 
Date: 29/02/2022 
 
 
 
Complaint of Assault or Harassment to Police. 
 
 
To, 

Police Station-In-charge, 
Police station Gulberg-II, 
Lahore. 
 
 

Subject:  Information Regarding to being Assaulted/Harassed. 
 
Sir, 
 
I am Saima Rasheed, age 35, resident of Firdous Market, Gulberg Lahore, the Manager of my office, wanted 
to make Illicit relationship with me by giving many kinds of temptation. On not doing so, He started his 
bullying.  
He, along with other people from the area, came to my house suddenly around 6:00 am on January 15 and 
started beating my husband. When I stopped, a person named Rustam grabbed my hair and dragged me 
to the side of the house. When my father-in-law started crying after holding the foot of the Manager, he left 
me. I and my family are horrified and saddened by this type of abuse with me. 
Therefore, I request you to please take appropriate action by registering an FIR based on the information 
given by me about the assault on me and my family, so that the convict can get appropriate punishment. 
 

Kind regards. 
 

Yours truly, 
 
 
Saima Rasheed, 
W/O – Muhammad Rasheed, 
Sufa Apartments, Firdous Market, 
Gulberg-II , Lahore. 

 
Date: 16/01/2022 
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COMPREHENSION 
 
The literal meaning of ‘Comprehension’ is understanding. It shows how well you have understood a 
paragraph that you have read or how correctly you have grasped its meaning. The exercise of the 
comprehension is meant to assess and better the ability of a student to read and comprehend what he 
reads. Sometimes the answers need to be written in the student’s own words, although not very different 
from the given text, only a little adjustment to have the sentence grammatically and meaning-wise correct. 
Hence, a student must be able to express his thoughts precisely with proper words. 
 

Useful Tips 
 

 Read the paragraph in one glance and see if it makes any sense to you. That will be the first 
impression of the paragraph. You will know if the passage deals with a subject alien to you or a 
familiar one. 

 Now read slowly grasping the meaning of every sentence and the word. If the subject is alien, do 
the slow reading twice or thrice. In the case of a familiar subject, only one reading should suffice. 

 Read the first question and understand what it wants to know. Get to the part of the paragraph that 
contains the answer. Then write them down in answer form in your own words. 

 The answer should be complete. It should cover all parts of the query. 
 Don’t leave any sentences incomplete. Remember that sometimes only one word or one sentence 

can form a complete answer. 
 You can use the sentence of the paragraph as your answer as it is if it makes a complete answer. 

But you will make a better impression by answering it in your own words in the compact and neat 
language. 

 Don’t add unrelated sentences or expressions. 
 The passage or questions may also test your vocabulary and reading skills. A student must be able 

to express a point or a meaning clearly and neatly. 
 
 
 

Solved Examples  
Exercise No.1 

 
The great advantage of early rising is the good start that it gives us in our day’s work.The early riser does 

a large amount of work before other men have got out of bed.  In the early morning the mind is fresh and 

there are few sounds or other distractions, so that work done at such time is generally well done. In many 

cases, the early riser also finds time to take some exercise in the fresh morning air and this exercise supplies 

him with the fund of energy that will last until evening. 

By beginning so early, he knows that he has plenty of time to do thoroughly all the work he can be expected 

to do and is not tempted  to and hurry over any part of it. All his working being finished in good times , he 

has long interval of rest in the evening before the timely hours when he goes to bed. He gets to sleep 

several hours  before midnight , at the time  when sleep is most refreshing  and after a sound night’s rest,  

rises early next morning  in good health spirits  for the labour of a new day.  

 
Questions: 

1. What is the great advantage of early rising? 

2. What are the advantages of early rising? 

3. What are the uses of going to sleep long before midnight? 

4. Why should one take exercise in the morning and begin ones work so early? 

5. Make a precis of the passage given above. 
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Answers 
1. Early rising is very beneficial for health. An early riser gets early start to solve the daily problems of 

life. 

2. Early rising gives us many advantages which are listed below: 

a) An early riser gets enough time to do a large amount of work.  

b) In the morning an early riser feels fresh. He has nothing to disturb him. He does all type 

of work with full devotion. 

c) In the evening, he is almost free. He goes to bed early and gets up early in the morning 

the next day. 

3. The person who goes to sleep in the evening a little early than other people has the following 

advantages: 

a) A person who goes to bed several hours before midnight, is refreshed soon. At that 

time , sleep is very refreshing. 

b) Next morning , he gets up with a fresh mind and body. He has enough energy to do 

next day’s labour. 

4. The early riser has enough time to take exercise. This exercise gives him energy to do next day’s 

work. 

Exercise No. 2 
 
Tracts of land from which coal is obtained are called coal-fields. These so-called fields are not on the 

surface of earth, like fields of rice or wheat, but at some depth below it. They consist of layers of beds 

which run under the grounds. When a layer of this kind has been opened, the opening is called  a mine 

and hence coal is classed as a mineral. India possesses many coal-fields  but much fewer and smaller 

than those of England in proportion to the size of the country. The coal too is inferior quality. It is without 

gas and it leaves much larger amount of ash when it is burnt. 

 
Questions: 

1. What are coal-fields? 

2. What is a mine and why is coal termed as a mineral? 

3. How are the coal-fields in India compared with those in England?  

Answers:  
1. Coal-fields are underground tracts of land from which coal is obtained. 

2. The layer of mineral underground when opened is called a mine. Since coal is dug out from the 

mines , it is called a mineral. 

3. Indian coal-fields are smaller and fewer as compared with those of England. Moreover, Indian 

coal is also inferior. 

Exercise No.3 
 

Mankind has undoubtedly progressed since medieval times. The earliest man lived like a brute. 

Individuals fought among themselves and the strong destroyed the weak  “ for that is the law of 

the jungle, the law of the irrational life.” But man was not an animal like other animals. He 

possessed rational faculties. These faculties gradually developed and appeared in his actions 

and man gave up the law of the jungle and evolved his own rational laws. Men saw that the law 

of physical strength was not applicable to their lives they realized that they “had souls and the 

strength of being with a soul can consist “in a variety of capabilities other than the power to hack 

and hew, tear and bite. For instance, a man can be strong in reasoning or making tools or in 

controlling the actions of other rational beings with the power of song or speech. 

Thus men realized that they should not be fighting among themselves but should be working 
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together and giving one  another opportunities to develop their respective strength. This was the 

first step in man’s progress. By their means men gained much control over the forces of nature 

and made each other so much wiser and comfortable that they were convinced that they were 

the best creation of God.    

 

Questions: 
 

1. How did the earliest man live? 

2. What is the law of the jungle? 

3. What was the difference between man and animals? 

4. What did man learn to do when his reasoning was developed? 

5. What did man realize? 

    Answers: 
 
1. The earliest man lived like brutes. Individuals fought among themselves. The stronger 

destroyed the weak. 

2. The law of irrational life is called the law of jungle. 

3. Man possessed reasoning power. These faculities developed gradually and appeared in his 

action. 

4. Man realized that he possessed capabilities besides cutting and tearing. Man used reason. 

He could make tools. He could control the actions of others with the power of song and 

speech. 

5. Man realized the advantages of co-operation. Thus he gained control over the forces of 

nature. He made others comfortable. He realized that he was the best creation of God. 

 
Exercise 4 

 
Ships are not of course made chiefly for pleasure. Their biggest use is that they carry goods 

from country to country. If ships did not exist,  the British government would be quite unable to 

feed the people in the British isles. Aeroplanes are much too expensive  and there are not 

enough of them to feed even a small country like England. Trains cannot cross seas, and even 

if they could, the amount of goods they can carry cannot be compared with the amount that ships 

can. In fact, ships can carry more goods than any other means of transport and do so more 

cheaply ; but on the other hand , they are slower than trains or aeroplanes. This slowness means 

that travellers who want to get in a hurry and who have not got too much luggage now usually 

prefer to fly rather than go by ships. But even for passengers, ships have the advantage of being 

cheaper than trains or aeroplanes and also much more  comfortable. Ships have played a very 

important part  in history by making it possible to discover more and more distant parts of our 

world. Columbus used ships to discover America about 450 years ago. And even now, ships are 

used for exploring the Antarctic. It would in fact not be too much to say that ships have for 

thousands of years played one of the most important parts in shaping society.  

 
Questions: 

1. What is the most important use of ships?  

2. Why cannot aeroplanes be used to carry  all the goods  from abroad that England 

needs?  

3. How have ships played an important part in history? 

4. Write a note on the advantages of ships. 
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                Answers: 
1. Carrying goods from one place to another is the most important task of ships. The 

trade of England mainly depends on ships. 

2. There are two crucial factors that aeroplanes are unable to fulfill the needs of England. 

(a)  trade by aeroplanes is very expensive.         (b)  they carry too little load as 

compared to ships.  

3. Ships have played a vital role to discover many places in past. Columbus discovered 

America by ship voyage. 

4. Following are some distinctive advantages of ships:   

(a) Ships have helped man to discover many new countries. 

(b) Trade by ships is very cheap and effective. 

(c) Ships can carry way more loads as compared to planes, trains. 

(d) Now-a-days   cruise ships and yachts are being used as luxury purpose at sea.                                                    

 
 

Exercise 5 
 

Ought women to have the same rights as men? A hundred years ago, the answer in very country in the 
world  has been “NO”.  If you had asked why not ; you would have been told scornfully and pitingly women 
are weaker and less clever than men and had worse character. Even now in the 20th century, there are 
many countries  where women are still treated almost like servants or even slaves. 
It is certainly true that the average woman has weaker muscles than the average man. Thousands of years 
ago, when men lived in caves and hunted animals for food, strength was the most important thing; but now 
in the 20th century  brains are more important. Strength of body is still needed for a few kinds of work, and 
they are not well paid. It shows that 20th century does not think that muscles are of very great importance. 
What about women’s brains? Of course, in countries where girls are not given so good an education as 
boys, they know less. 
But in the countries where there is the same education for both, it has been clearly shown that there is no 
difference at all between the brain of average woman and that of an average man. There have been ‘judges 
in Turkey, women ambassadors in America. Women ministers in the British government and university 
professors in many countries. Among the greatest and strongest rules of England were Queen Elizabeth  
and queen victoria. 
But women can do one thing that men cannot; they can produce children .because they can and men cannot 
do this, they usually love their children more and are better able to look after them since they are more 
patient  and have understanding  with small children. For this reason  many women are happier if they can 
stay at home and look after their houses and family than if they go and do the same work as men do. It is 
their own choice, not the result of being less clever than man.  

 
Questions: 
 

1. Do you think that women enjoyed any right in the past? 

2. Why was strength of body important thousands of years ago? 

3. Do you think that women have the same mental ability as men? 

4. Write a short note on the status of women in Pakistan. 

5. Do you think that women are still maltreated? 

Answers: 
1. In the past women were treated badly. They were considered inferior creature, worse than 

servants. 

2. Physical strength was considered as the supreme quality of human being. All the important 

tasks, hunting, cutting , fighting, were controlled by the strength of body. 

3. There should not be any doubt about the mental ability of women. They can perform all the jobs 

efficiently like men. 
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4. Women in Pakistan are working in all fields brilliantly. They are being respected and 

appreciated. There are some uneducated and mentally sick people who maltreat women, but 

mostly , there is equal platform for women to work and make  Pakistan proud. 

Exercise 6 
Teaching more even than most other professions, has been transformed during the last hundred years from 

a small , highly skilled profession concerned with a minority of the population, to a large and important 

branch of the public service. The profession had a great and honourable tradition extending from the dawn 

of history  until recent times, but any teacher  in the modern world who allows himself to be inspired by the 

ideals of his predecessors is likely to be  made sharply aware that it is not his function to teach what he 

thinks, but to instill such beliefs and prejudices as are thought useful by his employers. In former days a 

teacher was expected to be a man of exceptional knowledge or wisdom to whose words  men would do 

well to attend. In antiquity teachers were not an organized  profession , and no control was exercised over 

what they taught. It is true they were often punished afterwards  for their subversive doctrines. Socrates 

was put to death and Plato is said to have been thrown into prison, but such incidents did not interfere with 

the spread  of their doctrines. (Russell)    

Questions: 
 
1. What changes have occurred in the profession of teaching during the last hundred years? 

2. What were the teachers supposed to be in golden days? 

3. What is the function of a teacher now-a-days? 

4. Write a note on the rewards that a teacher get now-a-days? 

Answers: 
 
1. Teaching has become an organized profession with certain rules and limitation. Unlike past, its 

function is not preaching, spread of knowledge and wisdom, but to train people for specific jobs. 

2. In golden days, a person could not choose to be a teacher. He was born teacher, with great 

knowledge, wisdom and motivating doctrine. A teacher was considered as a divine preacher. 

3. Now-a-days a teacher is just like some technician, doctor, lawyers, as people pay to these 

professionals for their services. So, a teacher just transfers the ideas, information, his employer 

or state ask him to do. 

4. Respect and honour is the legacy of teaching profession. Moreover, highly educated, talented and 

hardworking teachers get paid extraordinary payments. Some ambitious teachers have become 

successful businessmen, entrepreneurs and politicians. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              93 | 
P a g e   

 

TENSES 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              94 | 
P a g e   

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              95 | 
P a g e   

 

 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              96 | 
P a g e   

 

 

 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              97 | 
P a g e   

 

 

 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              98 | 
P a g e   

 

 

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              99 | 
P a g e   

 

 

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              100 | 
P a g e   

 

 

 

 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              101 | 
P a g e   

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              102 | 
P a g e   

 

 

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              103 | 
P a g e   

 

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              104 | 
P a g e   

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              105 | 
P a g e   

 

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              106 | 
P a g e   

 

 

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              107 | 
P a g e   

 

 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              108 | 
P a g e   

 

 

 

 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              109 | 
P a g e   

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              110 | 
P a g e   

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              111 | 
P a g e   

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              112 | 
P a g e   

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              113 | 
P a g e   

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              114 | 
P a g e   

 

 

 
 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              115 | 
P a g e   

 

 



English-I (LL.B Part-I)  

By : Shahid Naeem (Kings Law College, Skp) Ph: 0321-3614222                                              116 | 
P a g e   

 

Protect pdf from copying with Online-PDF-No-Copy.com

https://online-pdf-no-copy.com/?utm_source=signature

